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6.2 Pre-approved Advertising Formats 

 

 

 

Flyer 
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Brochure, front and back  
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6.3 Tell Us What You Think! Comment Cards 

 

 

Customer Comment Card 
 
 

Location ____________________    Date & Time____________________ 
 
 
Your Comments _______________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
_______________________________________________________________ 
 
 
Your Name _________________________  City _____________________ 
 
         Phone Number _____________________ 
 
Lee Garden strives for excellent customer service.  Thank you for taking the time 
to provide us with your comments and to help us achieve this goal. 
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6.4 Guest Feedback Form 

Use this form to call guests from the information provided on the 
comment cards or business cards.  During each call fill out this form 
with the details of the guest’s feedback.  Use the information from the 
card (business or comment card) for their name and address.   

Date of call:          

Guest’s name:         

Date of guest’s visit:        

Guest’s address:         

           

Guest’s comments:         

           

           

           

           

           

           
Date of call:          

Guest’s name:         

Date of guest’s visit:        

Guest’s address:         

           

Guest’s comments:         
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6.5 Employee Application Form 
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6.6 Interview Questions Form 

Date:           

Applicant’s Name:         

Position applied for:         

The following are some sample questions. Ask the questions that are 
most appropriate to the position being applied for and that will allow 
you to best profile the applicant.  
 

1) Why do you want to work at Lee Garden? 
 

 

2) What are some of your strengths or best qualities? 

 

 

3) Have you ever worked in a restaurant environment? Tell me about 
that experience. 

 

 

4) Are you currently in school?  Do you have any commitments that 
would prevent you from working certain shifts? 

 

5) What are your future goals?   
 

 

6) Why did you leave your last job? 
 

 

7) Have you ever been fired from a job?  If so, why? 
 

 

8) How do you handle stressful situations? 
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9) What does great customer service mean to you?  

 

 

10) Tell me about a time when you had great customer service. 

 

 

11) What types of experiences have you had in dealing with irate 
customers? 

 

12) Customers frequently create a great deal of pressure. What has 
been your experience in this area? 

 

 

13) When have you gotten your feelings hurt at work?  

 

 

14) Do you prefer to have a job in which you have well laid-out tasks 
and responsibilities, or one in which your work changes on a 
frequent basis?  

 

 

15) How would your current co-workers or class mates describe you? 
Happy-go-lucky, or as being reserved and quiet? 

 

 

16) What are some things that motivate you?  
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17) Can you give me an example of when you came up with a clever 
way of motivating someone?  

 

 

18) Describe to me the ideal working environment, from your 
perspective. Describe the ideal manager.  

 

 

19) Sooner or later everyone makes mistakes. What was the most 
significant mistake you made and explain why you made it. What 
did you learn from it?  

 

 

20) Tell me about what it means to you to work as a team? Can you 
describe a past situation where you worked within a team?  

 

 

21) Describe how you determine your priorities. 

 

 

22) Describe a healthy staff meeting that you have been involved in? 

 

23) Describe an unhealthy staff meeting that you have been involved 
in? What did you do. 

 

 
 

During the interview try to observe these traits/characteristics in the applicant: 

Happy/outgoing attitude?   Appropriate appearance?   

Made eye contact?    Communication skills?    

Will they fit in with the rest of the staff?          
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6.7 Host/Hostess Training Checklist 

 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Payroll forms 

 Signed employment contract 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Host Stand 

 Reservation book    Taking reservations 

 Answering phone    Restaurant address 

 Directions to restaurant   Greeting guests 

 Managing the flow of guests 

Restaurant 

 Table numbers    Server’s sections 

 Signature menu items 
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6.8 Busser Training Checklist 

 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Payroll forms 

 Signed employment contract 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Product Knowledge 

 Signature menu items   

Daily Functions 

 Table numbers    Table settings 

 Coffee machine    Glass washer   

 Mise en place     Carrying multiple plates 

 Dish pit     Restocking bathroom 

Opening Duties 

 Table setting     Refilling salt & pepper 

 Coffee station    Mise en place station 

 Brewing green tea 

Closing Duties 

 Coffee station    Polishing cutlery  

 Polishing glassware    Taking out garbage 

 Restocking (napkins, chopsticks, tea, sugar etc) 
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6.9 Server Training Checklist 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Serving it Right number 

 Signed employment contract  Payroll forms 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Product Knowledge 

 Signature menu items   Basic ingredients  

 Portion sizes     Food presentation 

 Alcohol selection 

Daily Functions 

 Point of sale system    Authorizing credit cards 

 Table/seat numbers    Serving standards 

 Ordering food/drink    Collecting food/drink 

 Coffee machine    Glass washer   

 Mise en place     Carrying multiple plates 

Opening Duties 

 Table setting     Refilling salt & pepper 

 Coffee station    Mise en place station 

 Brewing green tea 

Closing Duties 

 Coffee station    Cashing out 

 Polishing cutlery    Polishing glassware 
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6.10 Bartender Training Checklist 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Serving it Right number 

 Signed employment contract  Payroll forms 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Product Knowledge 

 Signature menu items   Basic ingredients  

 Portion sizes     Food presentation 

 Alcohol selection    Popular drink recipes
   

Daily Functions 

 Point of sale system    Authorizing credit cards 

 Coffee machine    Glass washer   

 Changing pop canisters   Changing beer kegs 

 Using spillage sheet    

Opening Duties 

 Cutting garnishes    Filling ice well 

 Refilling (straws, coasters)   

Closing Duties 

 Polishing glassware    Restocking bar 

 Cleaning pop gun    Cleaning procedures 

 Cashing out     Doing inventory 
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6.11  Expeditor Training Checklist 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Payroll forms 

 Signed employment contract 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Product Knowledge 

 Signature menu items   Basic ingredients  

 Portion sizes     Food presentation 

Daily Functions 

 Table/seat numbers    Serving standards 

 Collecting food/drink   Mise en place 

 Carrying multiple plates   Server sections 

 Table settings 
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6.12  Cook Training Checklist 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Payroll forms 

 Signed employment contract  Food Safe certificate 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Product Knowledge 

 Menu items     Ingredients  

 Portion sizes     Cooking times 

 Food presentation    

Equipment 

 Grill      Deep fryer 

 Oven      Wok 

Duties 

 Opening procedures    Line prep 

 Equipment usage    Rotating stock 

 Closing procedure    Cleaning procedures 
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6.13               Dishwasher Training Checklist 

Employee’s name:         

The employee has provided management with the following: 

 Social insurance number   Payroll forms 

 Signed employment contract 
 

The employee has received instruction and training and is now 
comfortable with the following: 

Equipment 

 Starting dishwasher    Draining dishwasher 

 Operating dishwasher   Troubleshooting 

Daily Functions 

 Pre-soaking dishes    Pots and pans 

 Special cleaning instructions  Cleaning inspection 

 Location of clean dishes & cutlery 
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6.14               Front-of-House Trainee Test 

Date:           

Trainee’s Name:         

Manager:          

1) What is the main focus of your job? 
 

 

2) The most important person in the restaurant is? 

 

3) What are 3 out of the 6 company values? 
 

 

 

4) If there is an angry guest shouting at you, how will you handle 
the situation?  What will you do? 

 

 

 

5) What is the address of the restaurant?  What are the opening and 
closing hours? 

 

6) List 3 signature dishes and the key ingredients in each one: 

I) 
 

 

II) 

 

III) 

 

7) Walk around the restaurant; identify the table number and the 
seat positions at each table. 
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6.15                Back-of-House Trainee Test 

Date:           

Trainee’s Name:         

Manager:          

 

1) What are 3 out of the 6 company values? 

 

 

2) What is the address of the restaurant?  What are the opening and 
closing hours? 

 

3) List the ingredients & cooking steps to make    : 

 

 

 

4) List the ingredients & cooking steps to make    : 

 

 

 

5) List the ingredients & cooking steps to make    : 

 

 

6) How often does the Grill get cleaned?   

 

7) Describe the process for rotating stock: 

 

8) Which prepared items get labelled? 
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6.16               Wasted/Spoiled Food Form 

Date Staff Item & quantity
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6.17                Alcohol Inventory 
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6.18               Bar Spillage 

 
Date Bartender Item 

(quantity) 
Comments 
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6.19               Bar Weekly Summary 

Date       To      

 
 

MON
 

TUE 
 

WED
 

THU
 

FRI 
 

SAT 
 

SUN 
 

TOTAL
 

Beer Balance         
 

Beer Purchase + 
        

 

Total =  
        

 

Name of Happy Hour 
Shift 

        

 

Cooler 
        

 

Cases 
        

 

Total         
 

Beer Used         
 

Ring Out/Computer         
 

Over/Short         
 

Name of  
PM Shift 

        

 

Cooler         
 

Cases         
 

Total 
        

 

Beer Used         
 

Ring Out/Computer         
 

Over/Short         
 
         
 

Hi Ball         
 

Shooter         
 

Premium         
 

Cocktails         
 

Total         
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6.20               Full Liquor – Weekly Summary 

Date       To      

 MON TUE WED THU FRI SAT SUN TOTAL 

Full Balance         
Full 
Purchase 

        

TOTAL         
Cooler         
Cabinet         
Rack         
TOTAL         
Ring Out         
Over/Short         
         
Usage         
Promotion         
Liquor         
Gun         
TOTAL 
USAGE 
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6.21               Daily Time Sheet 
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6.22               Cashing Out Report 
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6.23               Weekly Working Hours Form 
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6.24              Monthly Recap Report 

 


