BLASUS SUPERVISORS CHECKLIST 

Supervisor: 



                                Session: 



Date:            





	Task
	Yes
	No
	Action

	Prior to Break

	Lounge is set as checklist
	
	
	

	Tables are arranged & set up to standard
	
	
	

	Soup & dessert cutlery is available at each station 
	
	
	

	Water jugs are ready with under plates
	
	
	

	All required plates are in hot plate/sections
	
	
	

	Coffee/tea cups are ready 
	
	
	

	Service cutlery is available at stations
	
	
	

	Bread rolls & petit fours have been ordered
	
	
	

	Bread roll dishes are ready – serving cloths 
	
	
	

	Any accompaniments have been prepared (Sauce)
	
	
	

	Butters/cruets/Cream/milk/sugar/coffee/tea
	
	
	

	Sugar bowls & milk jugs ready on under plates
	
	
	

	Floor has been vacuumed. Bar/toilet floors mopped 
	
	
	

	All glasses have been polished for tables & bar
	
	
	

	Fridges have been stocked up
	
	
	

	Availability of beverages. Stock is checked. 
	
	
	

	Salvers are ready
	
	
	

	Bar area is organised & well prepared
	
	
	

	Oranges/lemons are ready
	
	
	

	All menus are ready & dish availability is checked
	
	
	

	Float is in the till
	
	
	

	Order pads are available
	
	
	

	Reception area & lounge are free from clutter
	
	
	

	Diary is ready & tables allocated
	
	
	

	Gueridon equipment is ready
	
	
	

	Toilets, sinks & mirrors are clean
	
	
	

	Toiletries have been replenished
	
	
	

	Main entrance is clean, floor/glass
	
	
	

	Tables/wood work have all been polished
	
	
	

	Update whiteboard, duties allocated
	
	
	

	Pre - service briefing (Service standards/duties)
	
	
	

	Kitchen have been informed of any special requirements 
	
	
	

	Car park gate is open
	
	
	


	Task
	Yes
	No
	Action

	Prior to service – After break

	Lights/music are set at appropriate level
	
	
	

	Water jugs have been filled 
	
	
	

	Butters have been put out
	
	
	

	Ice coolers ready/house wines/ice for drinks 
	
	
	

	Main door is open
	
	
	

	Check with kitchen that bread rolls are ready
	
	
	

	During Service

	Co ordinate arrival of customers. 
	
	
	

	Co ordinate customers going through to restaurant
	
	
	

	Issue menus & assist with taking orders
	
	
	

	Assist with inputting orders through till
	
	
	

	Over see service standard are maintained
	
	
	

	Assist the team through out service
	
	
	

	Carry out periodic table checks
	
	
	

	Liase with lecturer, team & kitchen team
	
	
	

	Check coffee is ready when desserts are being served
	
	
	

	Encourage the team to clean as we go – put crockery away
	
	
	

	Encourage up selling
	
	
	

	Check that all bills are correct
	
	
	

	All bills have been issued & paid off
	
	
	

	Issue customer questionnaires
	
	
	

	Complete any complaint forms
	
	
	

	Bid customers a fond farewell 
	
	
	

	Close down

	Run till reports & cash up
	
	
	

	Table cloths/linen are folded
	
	
	

	Stations are clear
	
	
	

	Crockery & cutlery is stored away
	
	
	

	Still area is clean & fridge empty. Dispose of food items
	
	
	

	All glasses have been washed & stored
	
	
	

	Wine store is locked
	
	
	

	Bar floor mopped
	
	
	

	Pot wash area is shut down & clean
	
	
	

	Tables have been relayed
	
	
	

	All windows are closed
	
	
	

	Money is paid in or put in the safe
	
	
	

	Car park is locked
	
	
	

	All areas are free from clutter & clean
	
	
	

	Carry out team debrief
	
	
	

	Lock all doors & switch off all lights
	
	
	


