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Foreword

When the MAVCC staif began the process of revising the Food Production, Management, and
Services series, it was found that the corient presented was relatively sound and that the
materials were presented in a logical manner to assist students in mastering the skills of their
chosen occupation. This series conrtains a core publication, Introduction, and five spin-off
publications, Sarvice, Production, Baking, Fast Foods, and Management. Students may
s, ~nialize in any of several occupations related to the food service ares.

The success of this series of publications is due, in large part, to the capabilities of the
personnel who worked with its development. Appreciation is extended to them for thei~
valuable contributions to the publications.

These materials are not only desigricd for student use, but to assist teachers in improving
instruction. Instructional materials in this publication are based on the competency-based
concept of first stating the objectives (objective sheet), teaching to the objectives (information,
assignment, and job sheets), and assessing to those same objectives (criterion-referenced
evaluation instruments).

Every effort has been made to make these materials basic, readable, and by all means,
useable. Three vital parts of instruction have been intentionally omitted from each publication:
motivation, personalization, and localization. These areas are left to the individual instructors
to preseni as part of their ciassroom/laboratory discussion.

Special attention should be given to the suggestions on ways to increase reinforcement of the
academic and workplace basic skills. By reinforcing these skills, the instructor should assist
students in improving their employability skills.

As you use these instructiona! materials, we hope that you will find that they contribute tc the
quality of your program. |If any problems occur or if you have any suggestions fo
improvement of the materials, please call or write us.

Sylvia Clark, Chairman Jim Steward
Board of Directors Executive Director
Mid-America Vocational Mid-America Vocational
Curriculum Consortium Curriculum Consortium
Y
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Use of Introductory Materials

Introductory materials are included in the teacher guide only and contain useful information
to assist administrators and teachers in planning for instruction.

In addition to the general information such as the table cf contents, foreword, and
acknowledgements page, information is included on the foliowing:

1.

7.

Use of this publication — Explains the components of a unit of instruction and
how they should be used as part of the teaching/ learning process.

Competency profile — Provides a record of student performance for each task
included in a unit of instruction. This becomes a part of the student's permanent
records and should be utilized when directing the student toward employment
opportunities.

Instructionai/task analysis — Provides a quick review of contents of the
publication; identifies cognitive (knowledge) skills and psychomotor (doing) skills
addressed in each unit of instruction.

Related academic and workplace skills list — Classifies unit tasks
(assignment sheets and job sheets) according to related academic and
workplace shills being reinforced. Skill areas reflected by skill groups, sub skills,
and descriptions have been identified using Workplace Basics: The Skills
Employers Want, developed by the American Society for Training and
Development (ASTD) and the U.S. Department of Labor and adapted by
MAVCC.

Tools, equipment, and materials list — Provides a comprehensive list of those
items needed to successfully complete the assignment sheets and/or job sheets;
assists administrator/teacher in determining program costs.

Reterence list — Provides a comprehensive list of resources used in the
development of this publication.

Glossary — Provides a list of terms and definitions used in the publication

As you use these materials, it is hoped that they will provide useful information to meet a
variety of needs.



Use of This Publication

Teacher supplements (Color code: White)

This component is included only in the teacher guide. Teacher supplements are optional
materials for the teacher to use. They have three purposes: to provide the teacher with
higher level materials to stretch the advanced student, with remedial information or practice
to assist the less-advanced “tudent, and with state-of-the-art information in which the teacher
may not have background or with information that is not readily available in other books.
Some teacher supplements mey be duplicated for student use and are marked accordingly.

Transparency masters (Color code: White)

Transparencies are included in the teacher guide only and are used to direct the students’
attention to the topic of discussion. They may provide illustrations, charts, schematics, or
additional information needed to clarify and reinforce objectives included in the unit of
instruction,

Information sheet (Color code: Green)

The information sheet provides the content essential for meeting the cognitive (knowledge)
objectivis of the unit. Teachers will find that the information sheet serves as an excellent
guide for presenting background know'edge necessary to develop the skills specified in the
unit objective. Students should read the information sheet before the information is discussed
in class. Space is provided in margins for students and teachers to add notes that
supplement, localize, personalize, or provide information for the teaching of each objective.

Student supplements (Color code: White)

Student supplements are included in the student manual. The information presented in a
student supplement may consist of tables, charts, written information, forms, or other
information students will need in order to complete one or more of the assignment and/or job
sheets. Students are not directly tested over the information  ‘esented in a supplement;
however, their ability to apply this infarmation may be evaluated in the completion of
assignment sheets or job sheets.

Assignment sheets (Color co-e: Tan)
Assignment sheets provide students with pencil and paper activities that give students the

opportunity to make practical application of the knowledge in the information sheet. Criteriz
are provided to objectively evaluate student performance.

- il



Job sheets (Color code: Blue)

The job sheets provide criteria to objectively evaluate student performance, a list of required
equipment and materials, and a step-by-step procedure for performing a psychomotor skill.
The teacher should discuss the equipment and materials available in the classroom and/or
laboratory and demonstrate the procedure prior to having students practice procedure. When
a student is ready to be evaluated, the teacher should follow instructions for evaluating
student performance which may be found in the teacher guide.

Job sheets are an important segment of each unit. Job sheets provide potential employers
with a picture of the skills being taught during training and the performances that might
reasonably be expected from an individual who has har this training.

Disseminating material

Material may be given out a unit or page at a time to keep the material before the student
always new. Some teachers ask students; to furnish a three-ring binder or folder for the
current unit of study. This is convenient for students taking the material home to study. Upon
completion, each unit is then placed in a targer binder. Some teachers prefer to store the
material by unit in filing cabinets or boxes until heeded.

For best results, provice student materials for each student. fwdent manuals contain

objective sheets, information sheets, student supplements, assignment sheets, ar4d job
sheets. Students should be allowed to take their materia:s home at the end of the course.

xiv 1 1




Use of This Publication

Instructional units

Food Production, Management, and Services: Service contains nine units of instructior:.
Each instructional unit in a teacher guide includes some or all of the following basic
components of a unit of instruction: objective sheet, suggested activities for the teacher,
answers to assignment sheets, answers to written test, written test, unit evaluation form,
teacher supplements, transparency masters, information sheet, assignment sheets, student
supplements, and job sheets.

All of the unit components focus on measurable and observable learning outcomes. Teachers
are encouraged to supplement, personalize, localize, and motivate with these materials in
order to develop a complete teaching/learning process.
Units of instruction are designed for use in more than one lesson or class period of
Instruction. Careful study of each unit of instruction by the teacher will help to datermine the
following:

. Amount of materials that can be covered in each class period.

. Skills that must be demonstrated.

. nmount of class time needed for demonstrations.
. Amount of time needed for student practice.
. Supplementary materials, including prirt and nonprint meuta and equipment and

supplies, that must be ordered.

. Resource people who must be contacted.

Objective sheet (Color code: White)

Each unit of instruction is based on performance objectives which state the goals for
successful completion of the course. These performance objectives are stated in two forms:
unit objectives which state the expected performance of each student after completion of the
unit of instruction, and specific objectives which state what the student must do to reach the
unit objective.

The objectives should be provided for students and stressed throughout the teaching/learning
process. This will help answer any questions concerning performance requirements for each
instructional unit. The objectives can also help determine teaching strategies and instructional
methods. Teachers should prepare for each unit by deciding how each objective can best
be taught.

Teachers should feel free to modify, delete, or add objectives in order to meet the needs of

the students and community. When objectives are added, the teacher should remember to
supply the needed information, assignment and/or job sheets, and criterion test items.

Xi
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Suggested activities (Color code: Pink)

This component is included only in the teacher guide. The suggested activities assist
teachers during the preparation stage of the teaching/learning process by providing an
instructional plan, teaching suggestions, and a list of supplemental resources. Ways to
integrate academic and workplace skills have been included in the teacher suggestions, and
skill areas have been noted in bold. (A table of academic and workplace skills with
accompanying definitions has been provided on page xv.) The teacher should read the
suggested activities before teaching the units and decide how each objective can best be
taught. Time should also be allowed to obtain supplemental materials, prepare audiovisual
materials, and contact outside resources. Duties of the teacher will vary according to the
particular unit.

References used in the development of each unit are listed in the suggested-activities section,
along with suggested supplemental resources that may be used to teach tie unit. These
materials can be used by the teacher to supplement her or his knowledge of the subject area
or to help students with particular interests or objectives in the area covered.

Instructions for evaluating student performance on the job sheets are also included in the
suggested-activities section. Teachers should select and discuss with students the rating
scale that will be used.

Assignment and written test answers (Color code: Pink)

Assignment-sheet answers and written-test answers are designed to assist the teacher in
evaluation of student performances.

Written test (Color code: Yellow)

This component provides criterion-referenced evaluation of every cognitive objective listed in
the unit of instruction. The test appears in the teacher guide only, but duplication is permitted
for student use. If objectives have been added, deleted, or modified, appropriate changes
should be made on the written test. It is recommended that the tests be divided into shorter
tests covering three or four objectives at a time and given soon after those objectives have
been covered. A selection of test items from the units covered may be used for final tests
at the end of each term if desired.

Unit evaluation form (Color code: White)

This sheet provides teachers with a record of each students performance on a unit of
instruction. It includes space for assignment sheet ratings, job sheet ratings, written test
scores, and teacher comments. The unit evaluation form is included in the teacher guide
only, but may be duplicated.

13

Xii



Academic and Workplace Skills
(Classifications and Definitions)

Skill Groups

Sub Skills

Definitions

Learning Skiils

Learning to learn

Developing ability to apply knowledge to other
situations; knowing how to, learn.

Foundation Skills

Reading

Writing

Math

Science

Comprehending written information and
analyzing, summarizing, and applying what has
been read to a specific task. \

Communicating a thought, idea or fact in written
form in a clear, concise manner.

Applying computation skills such as reasoning,
estimation, and problem solving as they are
actually used on the job.

Applying knowledge |rarned throunh study or
practice that is based on scientific principles as
they relate to specific tasks.

Communication Skills

Listening

Oral communication

Listening for content, conversation, long-term
contexts, emotional meaning, and directions.

Communicating a thought, idea, or fact in
spoken form in a clear, concise manner.

Adaptability Skills

Creative thinking

Problem solving
(critical thinking)

Using imagination to create something new—i.e.
an ides, invention, work of art.

Recognizing and defining problzms, inventiny,
and implementing solutions, and tracking and
evaluating results.

Personal Management
Skills

Self-esteem

Motivation/goal setting

Personal and career
development

Develnping self-confidence and creating a
posit.ve self-image.

Setting and meeting defined goals and
objsctives.

Emphasizing self-direction by establishing and
implementing a plan.

Group Effectiveness
Skills

Interpersonal relations

Negotiation

Teamwork

Developing ability to maintain positive relations
with others.

Resolving conflict between two or more
individuals.

Working together in a group to reach a common
goal.

Influence Skills

Organizational
effectiveness

Leadership

Adapting to the organization's goals, values,
culture, and traditional modes of operation.

Directing/influencing group in performance of a
specific task; accepting responsibility for others.

XVI‘g




Food Production, Management, and Services: Service

Competency Profile

Name:

Directions: Evaluate the student using the rating scale below. Write the appropriate
number to indicate the degree of competency achieved. The descriptions
associated with each of the numbers focus on a level of student
performance for each of the tasks listed. The written test score line is
provided for optional teacher use. It may not be applicable in all cases.

Option A

Rating scale: 4 -  Skilled - Can perform job with no additional training.

3 Moderately Skilled - Has performed job during training program; limited additio1al training may be
required.

2 - Limited Skill - Has performed job during training program; additional training is required to develop
skill.

1 - Unskilled - Is familiar with process, but is unable to perform job.

0 - No Exposure - No information or practice provided during training program; complete training
required.

NA - Non-applicable.

Option B

Yes - Can perform with no additional training

No - Is unalie to perform satisfactorily

Unit 1: Orientation

Unit 2:

1. Figure guest checks and tips using addition and multiplication.
2

Written Test Score

Types of Service

Use American service.

Use Russian service.

Use arm technique to pick up and place plates and glasses.
Serve a booth or wall table.

a0~

Written Test Score



Unit 3:

Unit 4:

Unit 5:

Unit 6:

Table Setting

e

Set a basic restaurant cover.

2. Set a complete breakfast cover.
3. Set a complete luncheon cover.

4. Set a complete dinner cover.

5. Set a dinner appetizer cover.

6.

Written Test Score

Dining Room Personnel

1. Handle specific credit card situations.
2. Set up a cash drawer.
3. Balance and total a cash drawer.
4. Take cash and make change.
5. Process a credit card sale.
______ 6.
Written Test

Dining Room Procedures

Write and total a guest check.
Load and handlr; a tray.
Serve guests.

3
4

9.

1.  Greet and seat guests.

Written Test Score

Sidework
1. Crown-fold a napkin.
2. Rectangular-fold a napkin.
3. Tent-fold a napkin.
4, Prepare and evaluate coffee.
5. Change a tablecloth.
6. Bus atable.
7. Prepare a table for service.
8. Perform dining room opening duties.
9. Perform dining room closing duties.
10.
Written Test

Xviii 1 6




Unit 7:

Guest/Employee Relations

1. Handle special service situations.

2. Solve problems concerning service situations.
3. Apply Heimlich maneuver.
4,

Written Test

Unit 8: Sales Techniques
1. Evaluate sales techniques.
2. Suggest sales techniques for various food service situations.
3.
Written Test
Unit 9: Safety and Sanitation
1. Perferm a dining room safety/sanitation check.
2. Evaluate service situations related to safety and sanitation.
3.
Written Test
COMMENTS:
Evaluator: Date:

* Permission to duplicate this profile |s grantad.

Xix
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Food Production, Management, and Services: Service

Instructional/Task Analysis
Related Information: What Application: What the
the Student Should Know Student Shouid Be Able to Do
Unit 1: Orientation
Terms and definitions ’ 8.  Figure guest checks and tips using
addition and multiplication
Facts about food service industry

Types of food service jobs

Qualities desired of food service
personnel

Advantages/Disadvantages of food
service jobs

Types of service

Math applications performed by
service personnel

Unit 2: Types of Service

Terms and definitions 8. Use American service
Characteristics of American service 9. Use Russian service
Characteristics of French service 10. Use arm technique to pick up and

place plates and glasses
Characteristics of Russian service

11.  Serve a booth or wall table
Characteristics of English service
Characteristics of buffet service

Characteristics of banquet service

1 8xxi



10.

Related Information: What
the Student Should Know

Application: What the

Student Should Be Able to Do

Unit 3: Table Setting

Terms and definitions 8.
Cover items 9.
Table accessories 10.
Basic rules for all cover settings 11.
Items in a traditional American cover 12.

Items in the traditional formal cover

Common restaurant covers

Set a basic restaurant cover
Set a complete breakfast cover
Set a complete luncheon cover
Set a complete dinner cover

Set a dinner appetizer cover

Unit 4: Dining Room Personnel

Terms and definitions 11.
Organizational charts for formal and 12.
traditional organization of dining

room personnel 13.
Grooming habits and personal 14,

hygiene for dining room personnel

15.

Clothing requirements for dining
room personnel

Duties and responsibilities of a
server

Duties and responsibilities of a
dining room attendant

Duties and responsibilities of a
host/hostess

Duties and responsibilities of a
cashier

Guidelines for good teamwork in the
dining room

Parts of a credit card

XXii

Handle specific credit card situations
Set up a cash drawer

Balance and total a cash drawer
Take cash and make change

Process a credit card sale

Ly




Related Information: What
the Student Should Know

Application: What the

Student Should Be Able to Do

Unit 5: Dining Room Procedures

Terms and definitions

Basic rules for table service
Proper way to greet guests
Guidelines for taking an order
Methods of taking an order

Time factors to consider when
piacing an order

Methods of submitting orders to the
kitchen

Serving food correctly

Presenting the check

Unit 6. Sidework

Terms and definitions
Common items found in a sidestand

Reasons for studying the menu prior
to service

Food preparation terms

Food preparation times

10.
11.
12.

13.

6.

7.

10.

11.

12.

13.

14,

Xxiii
2()

Greet and seat guests
Write and total a guest check
Load and handle a tray

Serve guests

Crown-fold a napkin
Rectangular-fold a napkin

Tent-fold a napkin

Prepare and evaluate coffee
Change a tablecloth

Bus a table

Prepare a table for service

Perform dining room opening duties

Perform dining room closing duties



Related Informalion: What Application: What the
the Student Should Know Student Should Be Able to Do

Unit 7: Guest/Employee Relationships

Terms and definitions 8.  Handle special service situations
Ways to improve guest/employee 9. Solve problems concerning service
relationships situations

Common signals used by guests 10.  Apply the Heimlich maneuver

Techniques for handling guest
complaints

Proper ways to handle guests
needing special attentior

Guest personality types

Proper ways of handling personality

types

Unit 8: Sales Techniques
Terms and definitions 7. Evaluate sales techniques
Methods of suggestive selling 8. Suygest sales techniques for

various food service situations
Results of suggestive selling

Procuct knowledge necessary for
effective sales

Wavze to increase sales

Types of showmanship

el
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Related Information: What Application: What the

the Student Should Know Student Should Be Able to Do
‘ Unit 9: Safety and Sanitation
1. Cardinal rules of food service safety 9. Perform a dining room

safety/sanitation check

2.  Safety precautions to follow when

serving guests 10. Evaluate service situations related

to safety and sanitation

3.  Guidelines for the safe use of trays

4.  Safe use of bus carts

5.  Guidelines for dining room safety

6. Handling serviceware safely

7. Indicators of poor dining room
sanitation

8.  Techniques for maintaining sanitary
seating conditions

X4d o2




Related Academic and Workplace Skills
For Food Production, Management, and Services: Service

Task Skill Group Sub Skill Description
Unit 1: Orientation
Figure guest checks and Foundation Math Applies addition and
tips using addition and Skills multiplication
multiplication (A.S. 1) principles; calculates
percentages
Unit 2: Types of Service
Use American sarvice Foundation Reading Applies information to
(J.8.1) Skills job performance; uses
appropriate materials and
techniques as specified
Science Observes health code-
sanitation requirements
Use Russian service (J.S. Foundation Reading Applies information to
2) Skills job performance; uses
appropriate materials and
techniques as specified
Science Observes health code-
sanilation requirements
Use arm technique to pick Foundation Reading Applies information to
up and place piates and Skills job performance; uses
glasses (J.S 3) appropriate materials and
techniques as specified
Science Observes health code-
sanitation requirements
Serve a booth or wall Foundation Reading Applies information to
table (J.S. 4) Skills job performance; uses
appropriate materials and
lechniques as specified
Science Observes health code-
sanitation requirements
Communication Oral Speaks in a clear, concise
Skills Communication manner
Group Interpersonal Applies human relations
Effectiveness Relations skills to real-life
Skilis situation
Unit 3: Table Settings
Set a basic restaurant Foundation Reading Applies information to
cover (J.S. 1) Skills job performance; uses
appropriate materials and
techniques as specified
Science Observes health code-
sanitalion requirements
) "~
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Task Skill Group

Sub Skill

Description

Foundation
Skills

Set a complete breakfast
cover (J.S. 2)

Foundation
Skills

Set a complete luncheon
cover (J.S. 3)

Foundation
Skills

Set a complete dinner
cover (J.S. 4)

Foundation
Skills

Set a dinner appetizer
cover (J.S. 5)

Unit 4: Dining Room Personnel

Foundation
Skills

Handle specific credit
card situations (A.S. 1)

Adaptability
Skills

Set up a cash drawer (A.S. Foundation
2) Skills

Balance and total a cash
drawer (A.S. 3)

Foundation
Skills

Reading

Science

Reading

Science

Reading

Science

Reading

Science

Reading

Writing

Problem
Solving

Math

Reading

Math

XXViii
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Applies information to
job performance; uses
appropriate materials and
techniques as specified

Observes health code-
sanitation requirements

Applies information to

job performance; uses
appropriate materials and
techniques as specified

Observes health code-
sanitation requirements

Applies information to

job performance; uses
appropriate materials and
techniques as specified

Observes health code-
sanitation requirements

Applies information to
job performance; uses
appropriate materials and
techniques as specified

Observes health code-
sanitation requirements

Draws conclusions from
what is read

Presnets conclusions in a
clear and understandable

form

Recognizes problems ant
gives solutions

Applies principles of
addition; calculates coin
and dollar amounts;
distinguishes betwesn
coin and bill
denominations

Recalls importani details
from written information

Applies principles of
addition and subtraction;
calculates dollar amounts




Task Skill Group Sub Skill Description
Take cash and make change Foundation Reading Follows written
V.S 1) Skills directions; applies
information to job
performance
Math Applies principles of
addition and subtraction;
calculates dollar amounts
Communication Oral Speaks in a clear, concise
Skills Communication manner
Group Interpersonal Maintains positive
Effectiveness Relations relations with customer
Skills
Process a credit card sale Foundation Reading Fellows written
(J.S.2) Skills directions; applies
information to job
performance; uses table
to obtain
information—sales tax
Writing Completes form
accurately; writes/prints
legibly
Math Applies principles of
addition; calculates
dollar amounts
Communication Oral Speaks in a clear, concise
Skills Communication manner; asks questions to
obtain information
Group Interpersonal Applies human relations
Effectiveness Relations skills to real-life
Skills situation
Unit 5: Dining Room Procedures
Greet and seat guests Foundation Reading Applies information to
(J.8. 1) Skills job performance; uses
appropriate materials and
techniques as specified
Communication Oral Speaks in a clear, concise
Skills Communication manner; asks questions to
obtain information
Write and total a guest Foundation Reading Applies information to
check (J.8. 2) Skills job performance
Wiriting Completes form
accurately-guest check;
writes/prints legibly
Math Applies addition

principles




Task Skill Group Sub Skill Description
Communication Oral Speaks in a clear, concise .
Skills Communication manner; asks questions to
obtain information
Group Interpersonel Applies human relations
Effectiveness Relations skills tc real-life
Skills situation
L istening Listens for content
Group Interpersonal Applies human relations
Effectiveness Relations skills to real-life
Skills situation
Load and handte a tray Foundation Reading Applies information to
{(J.S.3) Skills job performance; uses
appropriate materiais and
techniques as specifiad
Serve guests (J.S. 4) Foundation Reading Applies information to
Skills job performance; uses
appropriate materials and
techniques as specified
Science Observes health code-
sanitation requirements
Communication Orel Speaks in a clear, concise
Skills ‘sommunication marmer
Group Interpersonal Applies human relations
Eftectiveness Relations skills to real-life
Skills situation
Unit 6: Sidework
Crown-fold a napkin (J.S. Foundation Reading Follows written
1) Skills directions; applies
information to job
performance
Rectangular-fold a napkin Foundation Reading Follows written
(J.S. 2) Skills directions; applies
information to job
performance
Tent-fold a napkin (J.S. Foundation Reading Foliows written
3) Skills directions; applies
information to job
performance
Prepare and evaiuate Foundation Reading Follows written
coffee (J.S. 4) Skills directions; applies
information to job
performance
Communication Oral Communicates a thought,
Skills Communication idea, or fact in spoken

XXX

26

form




Task Skill Group Sub Skill Description
Adaptability Problem Demonstrates logical
Skills Solving reasoning in reaching a
conclusion
Change a tablecloth (J.S. Foundation Reading Follows written
5) Skills directions; apalies
information t¢ ob
performance; uses
appropriate materials and
techniques as specified
Bus a table (J.S. 6) Foundation Reading Follows written
Skills directions; applies
information to job
performance; uses
appropriate materials and
techniques as specified
Unit 7: Guest/Employee Relationships
Handie special service Communication Oral Speaks in a clear, concise
situations (A.S. 1) Skills Communication manner; communicates a
thought, idea, or fact in
spoken form
Adaptability Problem Recognizes and defines
Skills Solving problem; demonstrates
logical reasoning in
reaching a conclusion
Group Interpersonal Applies human relations
Effectiveness Relations skills to real-life
Skills situations
Solve problems concerning Foundation Reading Draws conclusions from
service situations (A.S. Skills what is read
2)

Writing Presents answers in a
clear and understandable
form

Adaptability Problem Recognizes and defines
Skills Solving problem; demonstrates
logical reasoning in
reaching a conclusior
Apply the Heimlich Foundation Reading Follows written
maneuver (J.S. 1) Skills directions; applies
information to job
performance
Science Applios principles and

concepts of biology;
human health



Task Skill Group Sub Skill Description

Unit 8: Sales Techniques

Evaluate sales techniques Foundation Reading Draws conclusions from
Skills what is read
Writing Presents answers in a
clear and understandabie
form
Adapiability Problem Demonstrates logical
Skills Solving reasoning in reaching a
conclusion
Suggest sales techniques Foundation Reading Recalls important details
for various food service Skills from written information

situations (A.S. 2}

Writing Presents answers in a
clear and understandable
form

Auaptability Problem Recognizes problems and
Skills Solving gives solutions
Unit 9: Safety and Sanitation
Perform a dining room Foundation Reading Applies information to
safety/sanitation check Skills new situations
(A.S. 1)

Writing Records data through
observation;
writes/prints legibly

Science Observes health code-
sanitation requirements

Adaptability Problem Draws conclusions from
Skills Solving observations and gives
possible solutions
Evaluate service Foundation Reading Applies information to
situations related to Skills new situations
safety and sanitation
(A.S. 2)

Writing Presents answers in a
clear and understandable
form

Science Observes health code-

sanitation requirements

Adaptability Problem Demonstrates logical

Skills Solving reasoning in reaching a
conclusion

Group Interpersonal Applies human relations

Effectiveness Relations skills to real-lite

Skills situations
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Food Production, Management, and Services: Service

Tools, Equipment, and Materials List

Appetizer plates (4)
Ashtray

Automatic drip coffee maker
Bank authorization machine
Bread and butter plates (4)
Bread basket

Broom

Bus trays

Butter bowl with tongs

Cart

Cash register

Change bank

Cocktail glass

Coffee, 6-0z. premeasured package
Coffee cups (4)

Coffee filter

Coffee pots

Condi.nents

Creamer

Credit cards

Crumb brush and pan

Cups and saucers (4)
Dessert plates (4)
Detergent, mild

Dinner plates with cover (4)
Drip cloth

Dummy, CPR or other

Dust cloth

Entree plates (4)

Fireproof container for cigarette ashes

Guest checks
Imprinter

Linen napkins, 18" (4)
Menus

Pans

Paper napkins

Pencil

Pens

Placemats

Platter, 9" silver
Replacement cover items

Salad plates (4)

Sales drafts

Salt and pepper shakers
Serving tray (oval)

Side dishes (4)

Side towelSilverware, set of 4
Soup cups (4)

Spill cloth

Sugar bowl

Sweeper

Table and 4 chairs
Tablecloth

Table crumber

Tray stand

Tubs

Underliners (12)

Water glasses (4)
Water pitcher

- Xxxiii
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Food Production, Management, and Services: Service
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Food Production, Management, and Services: Service

Glossary
American service — The food is placed on plates in the kitchen and served to the guest by
a single server
Arm technique — Method of carrying multiple plates or serving dishes and glassware

Bank authorization machine — Small, computerized machine that allows the credit card
bank to scan the credit card and issue authorization or reject card use

Banquet service — The meal is preplanned and service is simultaneous

Booth/wall technique — Method of politely serving a booth «r wall table with as little
reaching across guests as possible

Buffet service — Guests help themselves from food set out on tables in the dining room
Busperson — Individual whose duties include all activities not assigned to the server

Bussing — The act of removing used serviceware from the dining area and preparing the
table for the next guest

Cafeteria line server — Individual responsible for selling, serving, and replenishing food from
a sectian of a cafeteria line

Captain — Individual who supervises activities of workers in a specific section of the dining
room

Carafe — A container for holding liquids such as wine or juice

Cashier — Individual responsible for collecting money and making change

Centerfold — The center of the tablecloth

Center items — A group of items placed in the center of the table

Change bank — Amount of money that is put in the cash register at the start of each day
Composure — Calmness of response and actions

Condiments — Spices or flavorings that enhance the flavor of a prepared food

Cooperation — Association of persons for a common benefit; willingness to work with
different individuals or groups

Counter service — Rapid-service operation with the minimum amount of cover items

Course — A major segment of the meal

XXX Vii
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Courteous — Politeness through consideration, kindness, and respect for others
Cover — Arrangement of china, silverware, napkin, and glassware at each place setting

Cover plate — Dinner plate underliner placed with the cover and on which the
appetizer/underliner is placed

Crumbing — Gathering up crumbs or other loose matter from the table with a napkin or
brush

Dining rooin manager — Individual responsible for all management activities pertaining to
the dining room

Dinnerware — Plates of all sizes including dishes, cups, saucers, and underliners
Director of service — Individual responsible for all service activities within food service unit
Dumbwaiter — Small elevator used to transfer food and supplies between floors

Elderly — Individuals in their later years of life

English service — The food is prepared in the kitchen and placed on the table in platters
and bowls; guests help themselves

Entree — Main dish
Flatware — Knives, forks, and spoons, regardless of style or use
Fondue — Food prepared at the table by the guests who use a heating element

Food and beverage manager — Individual who supervises and coordinates ali food and
beverage activities

French service — The food is cooked or completed at table side

Garnish — Food used as decoration or ornament

Glassware — Glass decanters, pitchers, and all drinking vessels used at the table or bar
Guest check — An order form on which guests’ choices and their prices are recorded
Handicapped — Individual with a physical or mental disability

Head waiter/waitress — Individual in charge of group of servers

Hollowware — Service items of some depth or volume including platters and trays

Hors d'oeuvre — Appetizer usually eaten with the fingers

Host — An individual (male or female) who is in charge of a group of guests and who
generally pays the check
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Host/hostess — Individual responsible for meeting, greeting, and seating guest

Imprinter — Manually-operated machine that uses pressure and carbon paper to mark sales
drafts and credit voucher drafts with information

Intoxicated — Affected by alcohol or drugs

Large tray method — Tray system used in serving large food items such as entrees, salads,
and desserts, or many smaller items

Linen — Part of the table setting used to cover a table before places are set or to serve as
a lap cover for a guest

Meal accompaniments — Condiments, garnishes, and foods that complement the entree
Menu — The restaurant's sales tool

Operation — Food service establishment such as a restaurant, cafeteria, hotel dining room
Order — The foods that are requested by the guest

Order pad — Tablet of guest checks that the server uses to write down and place the food
order

Party — A group of guests that sits together

Passer — Single items such as hot towels, specialty breads, anu .o on that are given to the
guest by the server before, during, or after the meal

Ready-to-serve — A food item which needs little or no additional preparation before service
Restaurant manager — Individual responsible for an individual food service unit
Russian service — The food is prepared in the kitchen and served from a platter by a server

Salad bar — An arrangement of salad greens, raw vegetables, garnishes, and salad
dressings

Salad buffet — A display of cold foods

Sales draft — Carbon set form on which credit card sales are recorded
Self-service — Operation in which guests act as their own servers
Senior citizen — Individual 55 years old or older

Server (waiter/waitress) — Individual responsible for taking, placing, and serving the food
order and presenting the check; the major service person in a food operation

Sidestand — Storage and service unit located close to the serving area

XXXiX
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Sidework — Work other than serving done by the server or dining room attendant
(busperson)

Signals — Nonverbal communications

Silence cloth — A cloth that is placed between the table top and tiie table cloth to prevent
noise

Small tray method — Tray system used in serving smail food items such as beverages,
appetizers, and soup

Specialty of the day — A food item on the menu that is discounted or bears a lower price
for the day

Specialty of the house — A food item on the menu recommended for its uniqueness
Station — A section of the dining room which is assigned to a server (waiter or waitress)

Table and counter service — Operation that may be the same as table service, but is
usually more informal

Table service — Formal, full-service operation with experienced staff and expensive cover
Tableside cookery — The partial preparation of food at the tableside

Tray service — Operation in which guests receive service either in their room or car
Underliner — Extra item of dinnerware placed under the service pieces

Wine steward — Individual who selects, orders, stores, issues, and serves wine

*Permission to duplicate this glossary is granted.
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Orientation
Unit 1

Objective Sheet

Unit Objective

After completing this unit, the student should be able to assess the service opportunities and
job requirements of food service employees. The student will demonstrate these
competencies by completing the assignment sheet and scoring a minimum of 85 percent on
the written test.

Specific Objectives

After completing this unit, the student should be able to:

1.

Match terms associated with the food service industry with their correct
definitions.

Complete statements about the food service industry.

Match different types of food service jobs with their skill levels and educational
requirements.

List qualities desired of food service personnel.

Identify advantages and disadvantages of food service jobs.

Match types of service with their operations.

Distinguish among math applications performed by service personnel.

Figure guest checks and tips using addition and multiplication. (Assignment
Sheet 1)
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Orientation
Unit 1

Suggested Activities

Instructional Plan

1.

10.

1.
12.

13.

Read the unit carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present them.

Review the teaching suggestions below, and plan classroom activities. Integrate

workplace skills as they apply to your vocational program.

Plan your presantation to take advantage of student learning styles and to
accommodate special needs students.

Obtain films, videotapes, posters, charts, and other items to supplement instruction of
this unit. See ordering information in the "Suggested Supplemental Resources"
section.

Review instructions for evaluating student outcomes/performance and make copies of
unit evaluation form.

Provide students with unit of instruction.
Discuss unit and specific objectives.

Discuss student supplements, and assign as appropriate. Explain to students that the
supplement exercises are not evaluated.

Discuss the assignment sheet and review the evaluation criteria. Schedule completion
due dates.

Discuss the use of the unit evaluation form with the students, and select and discuss
the rating scale that will be used for student evaluation.

Give written test.

Record assignment sheet rating and written test scores on the unit evaluation form.

Reteach and retest as required.
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Suggested Activities

Teaching Suggestions

1.

Contact a member of the local restaurant association to speak to the class about job
opportunities in the food service industry. Have students take notes listing the
opportunities the speaker presents. Then assign student groups to research one area
of opportunity listed by the speaker and ask each group to write a report to share with
the other class members. Skill areas: Listening, teamwork, writing, oral
communication.

Plan field trips to local restaurants and food service operations so that students may
compare various breakfast, lunch, and dinner service. Have students record their
observations, and then discuss observations in class. Skill areas: Oral
communication, problem solving.

Invite a waiter or waitress to talk to the class about personal qualities desired of a food
service employee and the advantages and disadvantages of food service jobs. Have
students summarize the speaker’s presentation on a chart with the following headings:
. Desirable qualities ot a food service employee,

. Advantages of food service jcb,

. Disadvantages of food service jobs.

Then have students prepare a report consisting of two parts:

. How they would evaluate themselves as having or not having the desirable
qualities the speaker listed.

X How they would overcome the disadvantages of food service jobs that the

speaker listed.

The report should be evaluated on content, proper use of grammar and punctuation,
and neatness. Skill areas: Listening, writing, problem solving, personal and
career development.

Have each student figure his or her weekly paycheck, using gross wages. Then have
the students deduct federal income tax, state income tax, deductions for health, dental,
and life insurance (if applicable), and FICA to determine their net income. Skill area:
Math.

Have students complete a W-4 form. Discuss advantages and disadvantages of
various withholding plans. Or, have a person familiar with income tax procedures
speak to the class. Skill areas: Math, problem solving.

Food Service: Service, Unit 1
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' Suggested Activities

Resources Used in Developing this Unit

1. Aikin, Brenton R. The Waiter/Waitress Manual. New York: McGraw-Hill Book Ca.,
1976.

2. Dahmer, Sondra J. and Kurt W. Kahl. The Waiter and Waitress Training Manual.
Boston: Cahners Publishing Co., Inc., 1974,

3. Goodman, Raymond J. ‘The Management of Service for the Restaurant Manager.
Dubuque, IA: Wm. C. Brown Co., 1979.

4, 1991 National Restaurant Association Foodservice Industry Forecast. Washington, DC:
National Restaurant Association, 1991.

Suggested Supplemental hosources
1. Film: Hospitality Comes First.

2. Book: Foodservice Employment 2000: Exemplary Industry Programs. (16 pp.
softcover)

L/
‘ 3. Videotape: Tips and Taxes. (10-minute VHS, 1986)

Educational Materials

National Restaurant Association
1200 Seventeenth Street, NW
Washington, DC 20036

Note: The NRA has a variety of filmstrips, films, charts, beoklets, and posters that may
be acquired or purchased for food service instruction. Write for specific information.

instructions For Evaluating Student Performance

When the student is ready to perform a specific task, obtain a copy of the job sheet which
may be found in either the teacher guide or student manual. Then observe the student
performing the procedure.

Process evaluation—Place a mark in the box to the left of each designated checkpoint if the
student has satisfactorily achieved the step(s) for each checkpoint area. If the student is
unable to correctly complete the procedure, have the student review the materials and try
again.

® 13
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Suggested Activities

Product evaluation—Once the student has satisfactorily completed the procedure, rate the
student product (outcome) using the criteria which have been provided as part of the job
sheet. If the student's product is unacceptable, have the student review the materials and
submit another product for evaluation.

Sample performance evaluation keys have been provided beiow. Many other keys are
available. Select one rating (grading scale) which best fits your program needs.

Option A Option B

4 - Skilled—Can perform job with no additional Yes—Can perform job with
training. no additional training.

3 - Moderately skilled—Has performed job during
training program; limited additional training may No—Is unable to perform job
be required. satisfactorily.

2 - Limited skill—Has performed job during training
program; additional training is required to develop
skill.

1 - Unskilled—Is familiar with process, but is unable
to perform job.
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palb o

$25.68
$1.02
$3.85
$30.55

$10.36
$0.52
$1.55
$12.43

$48.31
$2.90
$7.25
$58.46

$24.22
$1.70
$3.63
$29.55

Orientation
Unit 1

Answers to Assignment Sheet 1
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‘ Orientation
Unit 1

Answers to Written Test

1. a 10 f 5 K. 15
b. 1 g 6 l. 8
C. 2 h 3 m 4
d 13 i 14 1. 12
e. 7 j 11 0. 9

2. a 1 d. 3
b. 3 e. 4
C. 2 f. 3

3. a 3 e 1 h 2
b 4 f, 2 i 4
c 2 g. 1 J 1
d 4

4. Answer should include any six of the following:

. a. Healthy with good physical stamina

b. Highly motivated and energetic
C. Pleasing physical appearance
d. Friendly and courteous
e. Self-confident and self-reliant
f. Relatively free of poor habits
g. Reliable
h. Cooperative
i. Knowledgeable

5. a A f. A k A
b D g. D I D
c D h. A m. A
d A i, A n A
e D j. D

6. a 1 d. 4 g. 5
b. 4 e. 5 h. 3
C. 5 f. 4 i, 2

7. a. S e S i, S
b. S f S j- C
C. C g C
d C h C
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Orientation
Unit 1

Written Test

Name

Score

1. Matrh terms associated with the food service industry with their definitions. Write the
correct numbers in the blanks.

a.

Individual responsible for taking,
placing, and serving the food order and
presenting the check; the major service
person in a food operation

Individual whose duties include all
activities not assigned to the server

An order form on which guests’ choices
and their prices are recorded

Individual responsible for all
management activities pertaining to the
dining room

Formal, full-service operation with
experienced staff and expensive cover

Rapid-service operation with the
minimum amount of cover items

Operation that may be the same as
table service, but usually more informal

Operation in which guests receive
service either in their room or car

Operation in which guests act as their
own server

Individual in charge of a group of
servers

Individual responsible for selling,
serving, and replenishing food from a
section of a cafeteria line

)
Food Service: Sen%d.‘t.lnit 1
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10.

11.

12.

13.

14.

15.

. Busperson

Guest check

Tray service

. Host/hostess

Counter service

Table and counter
service

Table service
Cashier
Change bank

Server (waiter/
waitress)

Head waiter/vaitress
Cover

Dining room manager
Self-service

Cafeteria line server



Written Test

Individual responsible for coliecting
money and making change

Individual responsihle for meeting,
greeting, and seating guests

Arrangement of china, silverware,
napkin, and glassware at each place
setting

Amount of money that is put in the cash
register at the start of each day

Complete statements about the food service industry. Write the correct numbers in the

blanks.

There are approximately food service operations in the United
States.
(1) 650,000
(2) 700,000
(3) 1 million
(4) 140 million
" Annual sales are over __dollars.
(1) 1 billion
(2) 14 billion
(3) 248 billion
(4) 40 billion

Income for food service workers compares with average income

for all workers.

(1) poorly

(2) favorably
(3) equally
(4) unequally

The food service industry employs more than _____ waiters and
waitresses.

(1) 140 million
(2) 20 million
(3) 2 million

(4) 14 million

Food Service: Service, Unit 1
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. Written Test

e. Today, the average person eats out times per week.
(1) 25 .
2) 4
3 3
(4) 3.5

f.  Fast food (limited menu restaurant) sales are expected to reach
in 1991.

(1) $47.8 million
(2) $79.6 billion
(3) $74.1 billion
(4) $69.7 million

3. Match different types of food service jobs with their skill levels and educational
requirements. Write the correct numbers in the blanks. Numbers may be used more

than once.
a. Dining room manager 1. Semi-skilled (on-the-
job training)
‘ b. Restaurant owner
2. Skilled (vocational
Cc. Host/hostess food service

program)
d. Assistant manager

3. Technical (2-year
e. Line server college program in
food service)
f.  Head waiter/waitress

4. Professional (4-year

Q. Busperson (dining room attendant) college program in
food service)
h. Cashier
i.  Manager

j.  Oerver (waiter/waitress)

4,  List six qualities desired of food service personnel.

e
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Written Test

e.

f.

Identify advantages and disadvantages of food service jobs. Write an "A" before
advantages and a "D" before disadvantages.

a. Good income

b. Dealing with the public

c. Short or broken work schedules

d. Minimal investment

e. Evening work

f.  Pleasant surroundings

____g. Stressful time constraints

h. Instant gratification

i.  Part-time job availability

_ j- Long periods of standing and walking
k.  Fringe benefits

. Weekend and holiday work

m. Social interaction

n. Little training necessary

Match types of service with their operations. Write the correct numbers in the blanks.
Numbers may be used more than once.

a. Fine restaurants 1. Table service

b. Hotel room service 2. Counter service

______C. Take-out establishments

Foud Service: Service, Unit 1 4 -
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Written Test

d. Drive-in establishments 3. Table and counter
service
e. Cafeterias
4. Tray service
f.  Hospitals
5. Self-service
9. Buffets

h.  Family restaurants
i. Short-order restaurants

7. Distinguish among math applications performed by service personnel. Write "S" for
server or "C" for cashier.

a. Writes guest check (adds totals, multiplies sales tax, divides check for
individual guests)

b.  Totals daily tips at the end of each month and completes a report of tips
to the employer

c. Balances daily receipts

d. Records information for traveler's checks and credit cards

e. Figures tip for each guest check

f.  Keeps daily record of tips

g. Operates the cash register
h.  Counts the change bank
i.  Makes change

j.  Totals daily or weekly tips and calculates an established percentage of the
total for the busperson

* Permission to duplicate this test Is granted.
»
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‘ Orientation

Unit 1
Unit Evaiuation Form

Student Name Unit Rating

Assignment Sheet 1—Figure Guest Checks and Tips Using Rating ___

Addition and Multiplication

Comments:

Written Test Scores

Pretest Posttest Other
Other
. Teacher Signature Date
Student Signature Date

*Permisslion to duplicate this form is granted,
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Orientation
Unit 1

Information Sheet

Terms and definitions

a.

Busperson — individual whose duties include all activities not assigned to the
server

Note: The busperson may also be known as the dining room attendant or
station attendant depending on the type of food service operation.

Cafeteria line server — Individual responsible for selling, serving, and
replenishing food from a section of a cafeteria line

Cashier — Individual responsible for collecting money and making change

Counter service — Rapid-service operation with the minimum amount of cover
items

Cover — Arrangement of china, silverware, napkin, and glassware at each place
setting

Dining room manager — Individual responsible for all management activities
portaining to the dining room

Guest check — An order form on which guests’ choices and their prices are
recorded

Head waiter/waitress — Individual in charge of a group of servers
Host/hostess — Individual responsible for meeting, greeting, and seating guests

Operation — Food service establishment such as a restaurant, cafeteria, hotel
dining room

Self-service — Operation in which guests act as their own servers

Server (waiter/waitress) — Individual responsible for taking, placing, and
serving the food order and presenting the check; the major service person in a
food operation

Note: In some locations, waiters and waitresses are called waitpersons.

Table and counter service — Operation that may be the same as table service,
but is usually more informal
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Information Sheet

Table service — Formal, full-service operation with experienced staff and
expensive cover

Tray service — Operation in which guests receive service either in their room
or car

Facts about the food service industry

e.

f.

There are approximately 650,000 food service operations in the United States.
Annual sales are over 248 billion dollars.

Fast food (limited menu restaurant) sales are expected to reach $74.1 billion in
1991.

Income of food service employees compares favorably with average income for
all workers.

The food service industry employs more than 2 million waiters and waitresses.

The average person eats out 3.5 times a week.

Types of service jobs and their educational requirements

a.

Semi-skilled (may require successful completion of an on-the-job training
program) :

. Waiter/waitress
. Busperson (dining room attendant)
. Line server

Skilled (may require successful completion of a vocational food service program)

. Head waiter/waitress
. Host/hostess
. Cashier

Technical (may require successful completion of a 2-year college program in
food service)

. Dining room manager

40
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Information Sheet
Professional (may require successful completion of a 4-year college program in
food service)
. Owner
. Manager

. Assistant manager

Desired qualities of food service personnel

a.

Healthy with good physical stamina

Note: Employees must have the ability to work long hours on their feet under
conditions that call for a high energy level.

Highly motivated and energetic
Pleasant physical appearance

Note: Food service personnel represent the operation to the public. Neatness
and cleanliness are especially important.

Friendly and courteous

Self-confident and self-reliant

Relatively free of poor habits

Example:  Causing friction with guests, being chronically late, biting fingernails
Reliable

Cooperative

Note: Personnel must be willing to work with owners, managers, and co-workers
in a common effort toward completing assigned work.

Knowledgeable

Note: Personnei must iearn service techniques and etiguette and be able to
apply these skills in a smooth, efficient manner.

s |
~—
e
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Advantages and disadvantages of service jobs

a.

Advantages

Goad income

Example: In a big city, a server can earn between $150 and $180 per
week in tips plus salary.

Note: Base salary varies from state to state, but is usually quite low, the
difference being made up in tip earnings.

Social interaction

Minimal investment

Pleasant surroundings

Instant gratification

Examples: Tips, compliments
Part-time job availability

Little training necessary
Fringe benefits

Examples: Paid vacations, meals, uniforms, insurance, bonuses, profit
sharing, opportunities for advancement

Disadvantages

Long periods of standing and walking
Evening work

Short or broken work schedules
Dealing with the public

Weekend and holiday work
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. Stressful time constraints

Note: During mealtimes, service personnel often serve many people
during a short period of time. Guests must be seated in a timely manner,
orders must be taken promptly and picked up before the food gets cold:
guest checks must be calculated and presented; tables must be cleared,
cleaned, and covers set so that new guests may be seated.

Types of service and their operations

a. Table service — Fine restaurants

b. Counter service — Short-order restaurants

c. Table and counter service — Family restaurants

d. Tray service

. Hotel room service
v Hospitals
. Drive-in establishments

e.  Self-service
. Cafeterias
. Buffets
. Take-out establishments
Math applications performed by service personnel
a. Server (waiter or waitress)
. Writes guest check (Figure 1)
—  Adds totals
—  Multiplies sales tax

—  Divides check for individual guests



Information Sheet

Figure 1; Typical Family Restaurant Guest Check

Tb "HOUSE OF INTERNATIONAL CUISINE"
476 East 51st Street

Anytown. USA
Sarver Table No. | Guests Date
yd 3 [3-2¢

! fiket ori (e /2.50
2 .é,é/./,oov‘.
3 ar. .
4 T‘éonev/mre wd -{b
5 bt pot-
8 ra.
7 B/ Lok e (D52
8 //.ce/j;(. bn.
2| Choc Conke Z.00
0| /| Cheege (Ale 2.50
12
13
14 Coft Tea Milk 2 .25

3
72“’(5 %“/ } aeve:: -:O—f

SUB TOTAL 0.25
| TAX 2,82

_L TOTALI 43,07

. Figures tip for each guest check

Note: In large or formal operations, the tip—normally about 15 percent of
the guest check—is calculated by the server and added to the guest
check before it is presented to the guests. In less formal operations, the
tip is not added to the guest check. The guest calculates the tip
separately and leaves an amount for the service.

. Keeps a daily record of tips (Figure 2)

Q ‘ 553




FS:S-9

Information Sheet

Figure 2: Tip Record Slip

Form 4070-A
(Rev. March. 1989) Employee’s Daily Record of Tips OMB No. 1545-0065
Employee's name and address Employer's name Month and year
Establishment's name (if difterent)
Date a. Tips received directly from b. Tips recieved on  Jc. Tips paid out to sther d. Names of employees to whom
customers and other employees  |charge receipts employess tips were paid out
1
2
3
4
5
Subtotals
For Paper work Reduction Act Notice. see instructions for Form 4070 Page 1
Date a. Tips receivad directly from b. Tips recieved on  |c. Tips paki out to other d. Names of employees to whom
customers and other employees  |charge receipts employees tips were paid out
@ :
7
8
g
10
"
12
13
14
15
Subtotals
Page 2

. Totals daily or weekly tips and calculates a percentage of the total for the
busperson

Note: The busperson usually receives no tins from guests. But, because
the busperson assists the waiter/waitress wit" many dining room duties,
itis customary for the waiter/waitress to pay the busperson an established
percentage of the weekly or daily tips.

. Totals daily tips at the end of each month and completes a report of tips
. to the employer (Figure 3)
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Figure 3. Typical Employee Tip Report

=
F:rm o Employee's Report OMB no. 1545-0065
(Rev. March 1989) no. -
Department of the Treasury of Tips to Employer
Internal Revenue Service | *For Paperwork Reduction Act Notice, see back of this form.
Employee's name and address Soclal security number
Employer's name and address
Month or shorter period in which tips were received Tips
from 18 o 19 $
Signature Date

Cashier

. Counts the change bank

. Operates the cash register

. Records information for traveler's checks and credit cards

. Makes change

. Balances daily receipts

() §
e |
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Orientation
‘ Unit 1

Student Supplement 1—Complete a Questionnaire on Your
Qualifications as a Service Person

Name

Directions: Do you qualify as a person who can work in the service area of a hospitality
operation? Complete the questionnaire below. Then compare your answers with the
statements on the following page.

Aways Usually Sometimes Seldom Never

1. | enjoy meeting new
people, even if | know
that | may never see
them again.

2. | can perform several
tasks at the same time
without getting confused.

‘ 3. | lose my temper easily.
4. | become visibly upset
over my personal
problems.
5. | can be on my feet for

hours at a time without
becoming worn out.

6. | can be sincere and
honest with the people |
deal with.

7. | can accept criticism

without becoming upset.

8. | can remain cheerful
when the going geis
rough.
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Student Supplement 1

One of the most important qualities a server should possess is a real liking for people.
People are your business. When guests sit down at a table, they want more than food.
They want to be liked. The good server likes people and shows it. Make a person feel
liked, even when you know that the guest may never be seen again.

It is not likely that you will be waiting on one table at a time. Chances are that you will
be waiting on five or six, with several people at each table. You may be handling drink
as well as food orders, cleaning up stations, clearing and setting tables—and all at the
same time! It is a job that requires concentration. As you serve one customer, you will
have to keep the needs of several others in mind. You will become confused unless
you are well organized.

There will be times when your self-control is put to the supreme test. You may have
other servers taking your orders or you may have to serve guests who make
unreasonable demands. Situations may arise that will make you feel like screaming.
An even temper is important in your job as a server. Without it, the restaurant could
become an open battleground.

No guest wants to see a depressed waiter or waitress. The guest is paying for more
than food. Upset or gloomy servers will not be working to their fullest capacity. You
must be able to forget your personal problems for hours at a time and concentrate on
keeping your guests happy.

You will spend 95 percent of your working hours standing and walking. The demands
of a hungry dinner crowd will not allow you to take time to rest. You will be running
from the kitchen to the tables. It is a tiring job. Few restaurants allow employees to
rest where the guests can see them. Your best friend on the job is a comfortable pair
of shoes with firm arch supports. Always take care of your feet. They are one of your
most important tools.

Always be truthful with guests. When you make a mistake, you must be able to say
“I'm sorry,” and be sincere. Telling guests that steaks take an hour when they
complain about a late order not only sounds false, it is an insult to their intelligence.
Being honest with your guests will win their admiration. A guest's admiration results
in return business.

Not every guest is going to be happy with your service. Some guests can never be
satisfied; they will complain and somplain. You sometimes will have to stand patiently
and listen to criticism that may or may not be just. In either case, remember that the
guest is always right.

Being a waiter or waitress involves some acting talent too. You may have five guests
banging on the tables for food and two cooks yelling for you to pick up your orders, but
you will have to remain cheerful. Guests expect their servers to be in a good mood.
The mood of a cheerful server will spread to everyone in the restaurant. While you will
not always feel cheerful, you will always have to look cheerful. "Keep smiling” is one
of the by-laws of the server profession.
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Orientation
‘ Unit 1

Student Supplement 2—Explain How Personality Traits Can Atffect
Servers in Their Jobs

Name

Directions: Explain in writing how each of the following personality traits may affect servers
(waiters or waitresses) in their jobs.

1. Shy—

n

Short-tempered—

w

Gossipy—

by |
&9
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4. Easily frustrated—

5. Easily tired—

6. Good memory—
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Student Supplement 3—Categorize the Food Service Operations in Your
. Area According to Type of Service

Name

Directions: Use the yellow pages of your phone book and your knowledge of your locality to
survey the food service operations in your area. List the names of the operations below
under their service types.

1. Table Service (Fine Restaurants)

2.  Counter Service (Short-Order Restaurants)

3. Table and Counter Service (Family Restaurants)

o £1()
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4. Tray Service (Hotels, Hospitals, Drive-Ins)

5.  Self-Service (Cafeterias, Buffets, Take-Out Establishments)

61
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Orientation
Unit 1

Student Supplement 4—Evaluate the Service Provided by a Local Restaurant

Name

Directions: Invite a good friend or relative to dine out. Choose a restaurant from your survey
in Student Supplement 2 that provides table or table and counter service. Set a date and
decide which meal you will evaluate (breakfast, lunch, or dinner). Answer appropriate
questions below as a guide to evaluating the service you receive.

1. Were you greeted and seated promptly?

2.  Was your table and cover clean and pleasing?

3.  Didthe server know the menu items well enough to be able to guide your party in their
selections?

4.  Did the server write up your order properly?

5. Howlong did you I"ave to wait before your order was served? Was this amount of time
too long for the preparation of the dishes you ordered? If so, what seemed to cause
the delay?
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Student Supplement 4

6. When servir g your party, did the server have to ask the members of your party what
they had ordered, or did he or she remember what the individuals in your party
ordered? Explain.

7.  Were you served what you had ordered? |f not, explain.

8. Was your water glass kept full? Were you asked if you wanted dessert? Coffee?
Condiments?

9.  How many other parties was your server waiting on in addition to your party? Did your
server seem to rush you? Ignore you? Explain.

10.  Did your server total your guest check accurately?

63
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11.  Was your server pleasant and efticient? Explain.

12.  How would you rate the service overall (bad, fair, good, excellent).

64
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Orientation
. Unit 1
Assignment Sheet 1—Figure Guest Checks and Tips Using Addition and Multiplication

Name Overall Rating

Evaluation criteria Rating
Accuracy
Neatness and legibility

Speed (Computed each check in 3 minutes or less)

Directions: With a friend timing you, use your addition and multiplication skills to compute the
totals for the following guest checks. Round tip and sales tax figures to the nearest cent.

A. $6.75
11.25
1.43
® 255
2.35
1.55
1) subtotal
2) + 4% sales *ax
3) + 15% tip
4) TOTAL
B. $2.35
.79
1.46
.89
4.87
1) subtotal
2) + 5% sales tax
3) + 15% tip

‘ 4) TOTAL

Yo
LRy
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Assignment Sheet 1

C. $18.50
9.49
7.45
1.53
1.53
1.63

.80
.80
.76
2.34
1.79
1.79

1) subtotal

2) + 6% sales tax

3) + 15% tip

4) TOTAL

D. $4.50
5.25
5.25

.96
.96
1.24
1.33
1.70
1.25
.89
-89

1) subtotal

2) + 7% sales tax

3) + 15% tip

4) TOTAL

66
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' Types of Service
Unit 2

Objective Sheet

Unit Objective
After completing this unit, the student should be able to recognize and use various types of
food service. The student will demonstrate these competencies by completing the job sheets
and by scoring a minimum of 85 percent on the written test.
Specific Objectives
After completing this unit, the student should be able to:
1. Match terms related to types of service with their definitions.
2. Complete statements about characteristics of American service.
3.  Complete statements about characteristics of French service.
‘ 4. Sélect true statements about characteristics of Russian service.
5. Select true statements about characteristics of English service.
6.  Select from a list characteristics of buffet service.
7. Select from a list characteristics of banquet service.
8.  Use American service. (Job Sheet 1)
9. Use Russian service. (Job Sheet 2)
10.  Use arm technique to pick up and place plates and glasses. (Job Sheet 3)

11.  Serve a booth or wall table. (Job Sheet 4)




Types of Service
Unit 2

Suggested Activities

Instructional Plan

1.

10.

11.

12.

13.

Read the unit carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present them.

Review the teaching suggestions below, and plan classroom activities. Integrate
workplace skills as they apply to your vocational program.

Plan your presentation to take advantage of student learning styles and to
accommodate special needs students.

Obtain films, videotapes, posters, charis, and other items to supplement instruction of
this unit. See ordering information in the "Suggested Supplemental Resources"
section.

Review instructions for evaluating student outcomes/performance and make copies of
unit evaluation form.

Provide students with unit of instruction.
Discuss unit and specific objectives.

Discuss student supplement, and assign as appropriate. Explain to students that
supplement exercises are not evaluated.

Discuss and demonstrate the job sheets, and review the evaluation criteria for each.
Schedule performance dates.

Discuss the use of the unit evaluation form with the students, and select and discuss
the rating scale that will be used for student evaluation.

Give written test.
Compile job sheet ratings and written test scores on the unit evaluation form.

Reteach and retest as required.

(‘ n’)
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Suggested Activities

Teaching Suggestions
1. Schedule a field trip to a local restaurant to observe the buffet style of service.
2.  Schedule a field trip to a local hotel or inn to observe their banquet style of ser.’zc.

3.  Ask representatives of restaurants that use American, French, Russian, or English
service to demonstrate their styles of service.

4. Divide the class into groups that will be responsible for demonstrating American,
French, Russian, and English serving styles. Develop rating charts for each service
type and arrange for the various group demonstrations to be videotaped. Have
students view their group’s performance and evaluate their group’s serving style using
the rating charls. Have the groups discuss and solve problems they observe on the
videotape, and then videotape an.d evaluate the group’s second performance. Skill
areas: Interpersonal, teamwork, problem solving.

5. invite a waiter/waitress to demonstrate to the class the arm technique of carrying plates
and glasses.

Resources Used in Developing this Unit

1.  Grimes, V. and J. Chusver. Food Service Production and Service. Stillwater, OK:
Mid-America Vocational Curriculum Consortium, 1976.

2. Aikin, Brenton R. The Waiter/Waitress Manual. New York: McGraw-Hill Book Co.,
1976.

3. Dahmer, Sondra J. and Kurt W. Kahi. The Waiter and Waitress Training Manual.
Boston: Cahners Publishing Co., In¢., 1974.

4. Goodman, Raymond J. The Management uf Service for the Restaurant Manager.
Dubuque, |IA: Wm. C. Brown Co., 1979.

Suggested Supplemental Resources

Order films, filmstrips, charts, booklets, and posters from the National Restaurant Associaticn
(NRA). Specify the different types of food service for which you would like material.

Educational Mcterials

National Restaurant Association
1200 Seventeenth Street, NW
Washington, DC 20036

)
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Suggested Activities

Instructions For Evaluating Student Performance

When the student is ready to perform a specific task, obtain a copy of the job sheet, which
may be found in either the teacher guide or student manual. Then observe the student
performing the procedure.

Process evaluation—Place a mark in the box to the left of each designated checkpoint if the
student has satisfactorily achieved the step(s) for each checkpoint area. If the student is
unable to correctly complete the procedure, have the student review the materials ana iy
again.

Product evaluation—Once the student has satisfactorily completed the procedure, rate the
student product (outcome) using the criteria which have been provided as part of the job
sheet. If the student’s product is unacceptable, have the student review the materials and
submit another product for evaluation.

Sample performance evaluation keys have been provided below. Many other keys are
available. Select one rating (grading scale) which best fits your program needs.

Option A Option B

4 - Skilled—Can perform job with no additional Yes—Can perform job with
training. no additional training.

3 - Moderately skilled—Has performed job during
training program; limited additional training may No—Ils unable to perform job
be required. satisfactorily.

2 - Limited skill—Has performed job during training
program; additional training is required to develop
skill.

1 - Unskilled—!s familiar with process, but ic unable
to perform job.

7()
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Answers to Written Test
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. Types of Service
Unit 2

Written Test

Name Score

1. Match terms related to types of service with their definitions. Write the correct numbers
in the blanks.

a. The food is cooked or completed at 1. American service
tableside

2. Arm technique
b. The food is prepared in the kitchen and

served from a platter by a server 3. Banquet seivice
¢c. The meal is preplanned and service is 4. Booth/wall technique
simultaneous

: 5. Buffet service
d. Gueriz help themselves to food set out

on tables in the dining room 6. Cover
. e. The food is placed on plates in the 7. English service
kitchen and served to the guest by a
single server 8. French service
f.  Arrangement of china, silverware, 9. Russian service
napkin, and glassware at each place
setting

g. Method of carrying multiple plates or
serving dishes and glassware

h.  Method of politely serving a booth or
wall table with as little reaching across
guests as possible

i.  The food is prepared in the kitchen and

placed on the table in platters and
bowls; guests help themselves

o 70

*ood Service: Service, Unit 2

e BEST COPY AVAILABLE




Written Test
Complete statements about characteristics of an American service. Write the correct
numbers in the blanks.
a. American service is

(1) formal

(2) informal

(3) self-service

(4) simuiltaneous

b. In American service, the food is

(1) displayed on tables in the dining area

(2) cooked or completed at tableside

(3) placed on piates in the kitchen

(4) prepared in the kitchen and served family-style on platters or dishes
c. In American service, the food is served from the , and cleared from:

the

(1) left; right

(2) right; left

(3) right; right

(4) left; left

d. One advantage of American service is that

(1) there are many selections for guests

(2) the server can show tableside showmanship
(3) there is good portion control

(4) food can be displayed attractively

e. A disadvantage of American service is

(1) the service is fairly impersonal

(2) poor portion control

(3) very little personal attention

(4) last guest selects from remaining food on platter

Food Service: Service, Unit 2
Teacher Page 8




‘ Written Test

3. Complete statements about characteristics of French service. Write the correct
numbers in the blanks.

a. French service is

(1) formal

(@) informal

(3) self-service
(4) simultaneous

b. In French service, the food is

(1) displayed on tables in the dining area

(2) cooked or completed at tableside

(3) placed on plates in the kitchen

(4) prepared in the kitchen and served family-style on platters or dishes

c. In French service, the food is served from the , and cleared from
the
(1) left; right
. (2) right; left
(8) right; right
(4) left; left

d. One advantage of French service is that

(1) there are many selections for guests

(2) the server can show tableside showmanship
(3) there is good portion control

(4) food can be displayed attractively

e. Adisadvantage of French service is

(1) food becomes unappetizing after initial service
(2) very little personal attention
(3) high food cost due to high waste

i (4) poor portion control

13
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Written Test

Select true statements about characteristics of Russian service. Write the correct
numbers in the blanks.

a. By what other name is Russian service known?

(1) Plate service

(2) Family-style service
(3) Cart service

(4) Platter service

______b. Which of the following is the service method used in Russian service?

(1) Food is prepared in the kitchen and one server uses silver utensils
to formally serve the food from a platter

(2) Food is prepared in the kitchen and placed on the table on platters
or in dishes so that guests may informally help themselves

(8) Guests serve themselves from elaborate foods displayed on tables
in the dining area

(4) Food is placed on plates in the kitchen and served informally by
one server

c. Which of the following is an advantage of Russian service?
(1) Skilled personnel are not needed
(2) One service person can serve many guests quickly
(3) Very little table space is needed for serving rlishes and food
(4) There are many selections for guests

d.  Which of the following is a disadvantage of Russian service?

(1) Many serving pieces r.ust be purchased and stocked
(2) Larger tables are needed

(3) There is very little perscnal attention

(4) Food may get cold before it is eaten

Select true statements about characteristics of English service. Write the correct
numbers in the blanks.

a. By what other name is English service known?

(1) Plate service

(2) Family-style service
(3) Cart service

(4) Platter service

Food Service: Service, Unit 2
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. Written Test

b.  Which of the following is the service method used in English service?

(1) Food is prepared in the kitchen and one server uses silver utensils
to formally serve the food from a platter

(2) CGuests serve themselves from simple to elaborate foods displayed
on tables in the dining area

(3) Food is placed on plates in the kitchen and served informally by
one server

(4) Food is prepared in the kitchen and placed on the table on platters
or in dishes so that guests may informally help themselves

c.  Which of the following is an advantage of English service?

(1) The server can provide personal service

(2) One service person can serve many guests quickly

(8) Very little table space is needed for serving dishes and food
(4) Less dining room space is needed for each guest

d.  Which of the following is a disadvantage of English service?
(1) Little guest choice of items served
‘ (2) The last guest selects from remaining food on the platter
(4) Food may become cold before it is eaten
(8) Guests normally must sit close together

6. Select from a list characteristics of buffet service. Write an "X" in the blank before each
correct characteristic.

a. ltis formal style for the guest

b. French style of service is common

c. Additional service responsibilities include carving and serving roasts

d. More personnel are needed than for American style service

e. Many selections and foods can he displayed attractively for guests

f.  Guests receive personalized service

Food becomes unappetizing after initial service

h. Two major disadvantages are high food costs due to high waste &nd
problems wiin sanitation laws

. 76
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Written Test

7.  Select from a list characteristics of banquet service. Write an "X" in the blank before
each correct characteristic.

a. Predetermined meal (menu, guests, time, price)
b. Guests have large choice of items served

c. Many personnel are needed to serve large number of people

d. Guests normally must sit close together

e. Skilled service personnel are not needed

f.  Is usually served American or English style

g.  High employee morale because of guaranteed tips

h.  Lower cost than other types of service

* Permission o dupllcate this test Is granted. 7 7
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‘ Types of Service
Unit 2

Unit Evaluation Form

Student Name Unit Rating

Job Sheet 1—Use American Service Rating

Comments:

Job Sheet 2—Use Russian Service Rating _

Comments:

Job Sheet 3—Use Arm Technique to Pick Up and Place Plates Rating
and Glasses

Comments:

Job Sheet 4—Serve & Zooth or Wall Table Rating
Comments:

Written Test Scores

Pretest Posttest , Other
Other
Teacher Signature Date
Student Signature Date

*Permission to duplicate this form is granted.

°
J
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' Types of Service
Unit 2

Information Sheet

1. Terms and definitions

a.  American service — The food is placed on plates in the kitchen and served to
the guest by a single server

b. Arm technique — Method of carrying multiple plates or serving dishes and
glassware

C. Banquet service — The meal is preplanned and the service is simultaneous

d. Booth/wall technique — Method of politely serving a booth or wall table with
as little reaching across guests as possible

e. Buffet service — Guests help themselves from food set out on tables in the
dining room

f. Cover — Arrangement of china, silverware, napkin, and glassware at each place

‘ setting

9. English service — The food is prepared in the kitchen and placed on the table
in platters and bowls; guests help themselves

h. French service — The food is cooked or completed at tableside

i Russian service — The food is prepdred in the kitchen and served from
platter by a server

2. Characteristics of American service (Figue 1)

Note: American service is also known as plate service.

7o BESTCOPY AVAILABLE
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Figure 1. Meal Served on a Plate American Style

a. Method

. Service is informal.

. Food is placed on plates in the kitchen.

. One server serves the meal.

. Food is served from the left of the guest and cleared from the right.
Note: This procedure may vary from one restaurant to another.

. Beverages are served and removed from the right.

b. Advantages

Most rapid type of service

Less equipment required

Minimum dining room space required for each guest

Good portion control

50
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C. Disadvantages

. Less personal service
. Less control of quality of service
. Bored personnel

3. Characteristics of French service (Figure 2)
Note: French service is also known as cart sarvice.

Figure 2: French Style Tableside Food Preparation

a.  Method
. Service is formal.
. Food is cooked or completed at tableside.
. Food is prepared and served from a cart by two service personnel.
. Both food and beverage are served and cleared from the right.

b. Advantages
. Personal attention and service

. . Opportunity for showmanship

51
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C. Disadvantages
. Slower service
. More space needed near the table
. Fewer guests served
. Skilled personnel required
J Poor portion control

4. Characteristics of Russian service (Figure 3)
Note: Russian service is also known as platter service.

Figure 3: Guest Being Served Russian Style from a Platter

a. Method
. Service is formal.
. Silver serving utensils are used.
. Food is served from a platter with a fork and spoon.
. One server serves the meal.

. Food is prepared in the kitchen.
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b. Advantages

Only one server needed

Faster and less expensive than French service
No extra space necessary

Quality control in kitchen

Personal service

C. Disadvantages

Many serving pieces to purchase and stock

Last guest selects from remaining food on platter

Characteristics of English service (Figure 4)

Note: English service is also known as family-style service.

Figure 4. English Style Guest Table Served with Platters and Serving Dishes

&3
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Information Sheet

a. Method
. Service is informal.
. Food is prepared in kitchen.
. Food is served to the table on platters and in dishes.
. Guests help themselves.
b. Advantages
. Fast service
. Skilled personnel not needed
. Quality control in kitchen
. One server can serve many guests

C. Disadvantages

. Food may get cold before it is eaten
. No personal attention

. Little portion control

. Larger tables needed

. Many serving pieces to purchase and stock

84
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Characteristics of buffet service (Figure 5)

Figure 3: Food Displayed on Buffet Tables

a. Method

o

Guests serve themselves.

Simple to elaborate foods are set out on tables in the dining room.
American style service is common.

Additional service responsibilities include

— Maintaining the food displays,

—  Serving food from hotplates,

—  Carving and serving roasts,

— Replenishing foods,

—  Providing assistance for guests.

Advantages

Food can be displayed attractively

Many selections for guests

FS:S-31
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. Fewer personnel needed
. Fast service
C. Disadvantages
. Food may become unappetizing after initial service

. High food costs due to waste

. Problems with sanitation laws
. Investment in additional equipment
. Little personalized service

7. Characteristics of banquet service (Figure 6)

Figure 6: Waitress Filling Water Glasses at Banquet Tables

a. Method
. Service is simultaneous.

. The meal is predetermined (menu, guests, time, price, tip).
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‘ Information Sheet
. The foods are preselected (appetizers, salad, main course, beverage,
bread and butter, dessent).

Note: Sometimes the hanquet guests will be able to choose between two
or three main course items.

o

Types of banquet service
. American banquet service
—  Water glasses prefilled
—  Bread and butter pre-placed
—  Food served from kitchen pre-plated

—  Allfood served and removed from the left éxcept beverages. which
are served from the right

. Russian banguet service

—  Food served from a silver platter, with six, eight, or ten portions on

' one platter

—  Traditional Russian style service

C. Advantages

. Rapid service
. Fewer personnel required to serve a large number of guests
. Lower costs than butfet service
. High employee morale because cf guaranteed tips
' . Skilled service personnel not needed

d. Disadvantages

. Very little personal attention

. Large facilities required

. Less guest choice of items than for buffet
’ . Guests normally must sit close together
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Student Supplement 1—Review the Techniques of American Service

Name

Directions: Assume that you work in a restaurant that uses American service. Read the
tasks listed below and then check the box under "Right" or "Left" to show which side of the
guest is the correct side for doing the task described. Refer to the information sheet if
necessary. After you have completad this activity, check your answers against those on the
following page.

Task Right Left
1. Serving a glass of wine ] ]
2.  Serving a cup of soup n O
3. Removing a salad plate O O
. 4.  Serving a plate of spaghetti O ]
5. Removing an ice cream dish N O
6.  Serving a cup of coffee O O
7. Serving a bread basket ] O
8.  Replenishing ice water O O

B
T
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Student Supplement 1

1. Right
2. Left
3. Right
4. Left
5. Right
6. Right
7.  Left
8. Right

§9
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Job Sheet 1—Use American Service

Name Attempt Number

Date - Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (performed from memory)

‘ Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your perfermance using the above criteria.

A. Cover and service materials

Paper napkin Water glass

Dinner fork Dinner plate

Dinner knife Salad plate

Teaspoon Bread basket

Drip cloth Coffee cup and saucer

Water pitcher filled with ice water Coffee pot filled with coffee or hot water
and ice cubes Table and tablecloth

Chair

B. Procedure
Note: When setting the cover and serving guests, all dinnerware, flatware, and
glassware must be handled in a sanitary manne.. Do not touch any part of the cover
or serving ware that would come in contact with food.
1. Eet the cover

Note: The purpose of this job sheet is to learn proper American service, not the
cover.
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s O O O 0O0

a.

b.

OO

OO0 O

O OO0 O

Evaluator’'s comments:

e.

c.

Jab Sheet 1

Fold the napkin and place in the center of the cover

Place the fork to the left of the napkin, its handle about % inch from the
edge of the table.

Place the dinner knife to the right of the napkin, with the blaue woward the
plate and the end of the handle about % inch from edge of the table.

Place the teaspoon to the right of the dinner knife, aligning the end of its
handle with that of the knife.

Place the water glass slightly to the right of the tip of the dinner knife.

Serve the guest

Ask a classmate to act as a guest.

Seat the guest and ask him or her to place the napkin in the lap

Pour water in the water glass from the guest's right, usinn your right hand.
Note: Use the drip cloth when pouring, and do not pick up ihe glass.

Serve the salad from the left, using your Isit hand; hold the salad plate by
the edge and avoid letting your fingers touch the "food."

Remove the salad plate from the right, using your right hand.
Serve the main course from the left, using your left hand.
Serve the bread basket from the left, using your left hand.

Note: Before offering bread from the bread basket, place your nuckles
on the table top to judge the height of service.

Pour coffce w*n the cup cn its saucar, serving from the right and using
your right hand; ao not remove the cup from the table when pouring.

Remove the dinner plate from the right, using your right hand.

Pour additional coffee from the right, using your right hand; do not remove
the cup from the table when pouring.

Clear the table and set aside the cover and service dishes for the next
student.

J1
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Unit 2

Job Sheet 2—Use Russian Service

Name Attempt Number

Date Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (performed from memory)

Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A.

Equipment, cover, and service materials

4 napkins 8-inch silver platter

4 dinner forks Serving fork

4 dinner knives Serving spoon

4 dinner plates 8 small round obje ~ts (cherry tomatoes
4 teaspoons or radishes work ' vall)

4 water glasses 4 chairs

Table and tablecloth

Procedure

Note: When setting the cover and serving guests, all dinnerware, flatware, and
glassware must be handled in a sanitary manner. Do not touch any part of the cover
or serving ware that would come in contact with food.

1.  Set the cover

Note: The purpose of this job sheet is to learn proper Russian service, not the
cover.
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e.

Job Sheet 2

Fold the napkin and place in thie center of the cover.

Place the fork to the left of the napkin, its handle about ¥4 inch from the
edge of the table.

Place the dinner knife to the rignt of the napkin, with the blade toward the
plate and the end of the handle about ¥ inch from edge of the table.

Place the teaspoon to the right of the dinner knife, aligning the end of its
handle with that of the knife.

Place the water glass slightly to the right of the tip of the dinner knife.

Use serving fork and spoon

a.

Place the fork on top of the serving spoon and grasp both utensils as one
unit with pads of your index finger and thumb (not at the first joint of the
index finger).

Slide the fork to the right of the spoon on the same plane. (Figure 1)

Note: This position may be used to lift fish or crepes.

Figure 1

Lift the fork while simultaneously moving it over the spoon (Figure 2);
notice that the index finger is not folded under the fork handle.

Figure 2
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' Job Sheet 2

Note: Figure 3 shows the position of the spoon without the fork. Notice
that the spoon is balanced with three fingers on one side and the pad of
the hand on the other. This illustration is for instruction only, as one
would not hold the spoon alone in this manner.

Figure 3 \
—

0O d. Rotate the fork with the thumb and index finger until the surfaces of the
fork and spoon face one another. (Figure 4)

Note: This position may be used to lift round items such as a stuffed

. whole tomato.

Figure 4

3.  Serve the main course
a.  Ask four classmates to act as guests.
0 b.  Seat guests and ask them to place their napkins in their laps.

] c.  Using the right hand, place the dinner plate in the center of the cover from
the right side of the guest, circling the table in a clockwise direction.

0 d.  Standing to the left of a guest with tr. tray in your ieft hand, serve two
round objects onto the dinner plate, using the servung fork and spoon in

. your right hand.

34
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Job Sheet 2

e. Continue around the table, serving in a counterclockwise direction.

Remove the dinner plates from the right, using the right hand.

O 0 o0

g. Clear the table and set aside the cover and service dishes for the next
student.

Evaluator's comments:

O
Ju
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Types of Service
‘ Unit 2

Job Sheet 3—Use Arm Technique to Pick Up and Place Plates and Glasses

Name Attempt Number

Date Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (performed from memory)

’ Instructions:  When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A.  Cover and service materials
4 dinner plates holding lettuce and sliced tomatoes or some other food for realism
4 water glasses
Pitcher of water to fill glasses
Table
B.  Procedure
Note: When serving guests, all dinnerware, flatware, and glassware must be handled
in a sanitary manner. Do not touch any part of the serving ware that would come in
contact with food.
1. Pick up and place plates
O a. Place one plate between the thumb and index finger of the right hand,

with the thumb on the outer rim of the plate not touching the food. (Figure
1)

o BESTCOPY AVAILAC..
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Job Sheet 3

[0 b. Pick up another plate with the left hand.
[0 ¢ Place second plate between the index finger and bottom three fingers of .

the right hand, with tip of inde:x finger under first plate and other three
fingers spread across the bc’ 'm of the second plate. (Figure 2)

Figure 2

J7
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O d.  Place the third plate on the ridge formed by the top of the thumb and the
side of the right wrist. (Figure 3)

Figure 3

[0 e Pick up the last plate with the left hand.

O t. Putthe plates down in the opposite order in which they were picked up.
(Figure 4)

Figure 4
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Job Sheet 3

2.  Pick up and place glasses.

0 a. Place one glass on edge of left hand, using thumb and index finger to
hold it. (Figure 5)

Figure 5

| b. Place second glass in palim of left hand, using the little finger to balance
it. (Figure 6)

Figure 6

J9
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O c.  Place third glass on middle two fingers of left hand. (Figure 7)

Figure 7

O d.  Pick up fourth glass in right hand.

O e.  Putthe glasses down in the opposite order in which they were picked up.

Evaluator's comments:

100
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Types of Service
Unit 2

Job Sheet 4—Serve a Booth or Wall Table

ame Attempt Number

ate Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (performed from memory)

. Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.
A.  Equipment
Table
4 chairs
4 plates
B.  Procedure (Figure 1)

Note: When serving guests, all dinnerware, flatware, and glassware must be handled
in a sanitary manner. Do not touch any part of the serving ware that would come in
contact with food.

101
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Job Sheet 4 O

Figure 1

Booth Wall Table
S S NNy ‘Wall”

You You

1. Serve left side of booth or vsall table.

a. Ask four classmates to act as guests.

m b. After guests are seated, pick up two plates to be served.
¢. Standing at end of table, serve Guest 3 with your right hand, saying
“Excuse me" when reaching in front of Guest 4.
] d. Transfer remaining plate from left to right hand.
J e. Serve Guest 4 with your right hand.

2.  Serve right side of booth or wall table.

0 a. Pick up two plates to be served.

O b. Standing at end of table, serve Guest 1 with your left hand, saying
"Excuse me" when reaching in front of Guest 2.

O c.  Transfer remaining plate from right to left hand.

[0 d.  Serve Guest 2 with your left hand.

102
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Evaluator's comments:
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Job Shee! 4

Remove or clear dishes from left side of booth or wall table.

a. Remove dishes of Guest 3 with your right hand, saying "Excuse me" when
reaching in front of Guest 4.

b. Remove dishes of Guest 4 with your right hand.
Remove or clear dishes from right side of booth or wall table.

a. Remove dishes of Guest 1 with your left hand, saying "Excuse me" when
reaching in front of Guest 2.

b. Remove dishes of Guest 2 with your left hand.

103
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Table Setting
Unit 3

Objective Sheet

Unit Objective

After completing this unit, the student should be able to set basic restaurant, breakfast,
luncheon, dinner, and appetizer covers. The student will demonstrate these competencies
by completing the job sheets and scoring a minimum of 85 percent on the written test.

Specific Objectives

After completing this unit, the student should be able to:

1.

2.

10.

11.

12.

Match terms related to table settings with their definitions.
Match cover items with their illustrations. ’

List table accessories.

Select from a iist basic rules for all cover settings.

Label the items in a traditional American cover.

Match items in the traditional formal cover with their illustratic. .
identify common restaurant covers.

Set a basic restaurant cover. (Job Sheet 1)

Set a complete breakfast cover. (Job Sheet 2)

Set a complete luncheon cover. (Job Sheet 3)

Set a complete dinner cover. (Job Sheet 4)

Set a dinner appetizer cover. (Job Sheet 5)



Table Setting
Unit 3

Suggested Activities

instructiorial Plan

1.

10.

11.

12.

13.

Read the unit carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present them.

Review the teaching suggestions below, and plan classroom actvities. Integrate
workplace skills as they apply tG your vocational program.

Plan your presentation to take advantage of student leaming styles and to
accommodate special needs studerits.

Obtain films, videotapes, posters, charts, and other items to supplement instruction of
this unit. See ordering inforrmation in the "Suggested Supplemental Resources"
section.

Review instructions for evaluating student outcomes/performance and make copies of
unit evaluation form.

Provide students with unit of instruction.
Discuss unit and specific objectives.

Discuss student supplement, and assign as appropriate. Explain to students that
supplement exercises are not evaluated.

Discuss and demonstrate the job sheets, and review the evaluation criteria for each.
Schedule completion due dates.

Discuss the use of the unit evaluation form with the students, and select and discuss
the rating scale that will be used for student evaluation.

Give written test.
Compile job sheet ratings and written test scores on tt » unit evaluation form.

Reteach and retest as required.

1r5
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Suggested Activities

Teaching Suggestions

1.

2.

Set up a display of the various accessories that can be used on the table.

Display the various covers, or if you do not have enough room, make and display
posters of the covers. Have students label the types of covers displayed. Skill area:
Learning to learn.

Have students use information Sheet, Section 7 to make quick-reference booklets
containing labeled illustrations of each cover. Skill areas: Learning to learn, creative
thinking.

Ask students to visit several restaurants. Have students make color sketches of the
table accessorigs and covers used in each restaurant. Skill areas: Learning to learn,
creative thinking.

Invite to the class a purveyor to discuss and u:splay items needed for proper table
settings.

Plan a field trin to a local restaurant supply company. Have students identify different
table accessories and cover items.

Hold a class contest to see who can set the most attractive table. Judge settings on
proper placement of cover items and linen, as well as on practicality and originality of
accessories. Skill areas: Learning to learn, creative thinking.

Resources Used in Developing this Unit

1.

Grimes, %. and J. Chesser. Food Service Production and Service. Stillwater, OK:
Mid-Arnerica Vocational Curriculurn Consortium, 1976.

Aikin, Brenton R. The Waiter/Waitress Manual. New York: McGraw-Hill Book Co.,
1976.

Dahmer, Sondra J. and Kurt W. Kahl. The Waiter and Waitress Training Manual.
Boston: Cahners Publishing Co., Inc., 1974,

Goodman, Raymond J. The Management of Service for the Restaurant Manager.
Dubuque, IA: Wm. C. Brown Co., 1979.

10g
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‘ Suggested Activities

Suggested Supplemental Resources
1. Filmstrip: How to Set the Table.

National Media Inc.
Devonshire Street
Chatsworth, CA 91311

2. Order films, filmstrips, charts, booklets, and posters from the National Restaurant
Association (NRA). Specify the different types of covers or table accessories for which
you would like material.

Educational Materials

National Restaurant Association
1200 Seventeenth Street, NW
Washington, DC 20036

Instructions For Evaluating Student Performance

When the student is ready to perform a specific task, obtain a copy of the job sheet which
' may be found in either the teacher guide or student manual. Then observe the student
pertorming the procedure.

Process evaluation—Place a mark in the box to th2 left of each designated checkpoint if the
student has satisfactorily achieved the step(s) for each checkpoint area. If the student is
unable to correctly complete the procedure, have the student review the materials and try
again.

Product evaluation—Once the student has satisfactorily completed the procedure, rate the
student product (outcome) using the criteria which have been provided as part of the job
sheet. If the student's product is unacceptable, have the student review the maierials and
submit another product for evaluation.

107
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Suggested Activities

Sample performance evaluation keys have been provided below. Many other keys are
available. Select one rating (grading scale) which best fits your program needs.

Option A Option B

4 - Skilled—Can perform job with no additional Yes—Can perform job with
training. no additional training.

3 - Moderately skilled—Has performed job during
training program; limited additional training may No—Is unable to perform job
be required. satisfactorily.

2 - Limited skill—Has performed job during training
program; additional training is required to develop
skill.

i - Unskilled—!s familiar with process, but is unable
to perform job.

108
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Table Setting
Unit 3

Answers to Written Test

a. 7 g. 2
b. 8 h. 3
C. 1 I 9
d. 4 j- 5
e. 10 k. 12
f. 6 I 11
Dinnerware

a 3 f. 8
b 6 h. 2
c i h. 5
d 7 i, 9
e 4

Glassware

j- 12 n. 10
k. 11 0. 13
l. 14 p. 16
m. 15

Flatware

g. 20 V. 24
r. 26 w. 18
S. 17 X. 22
t. 21 y. 25
u. 23 Z. 19

Answer should include any six of the foliowing:

Salt and pepper shakers
Bread baskets

Candles

Ashtrays

Flowers

Condiment server
Hollowware

Serving pieces

S e eoow

a,dfgij
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Answers to Written Test

Breakfast and lunch

a. Dinner knife

b.  Teaspoon

C. Water glass

d.  Bread and butter plate

e. Dinner fork

f. Napkin

g. Placemat

Dinner

a. Dinner forks

b. Bread and butter plate

C. Water glass

d.  Teaspoons

e. Bread and butter spreader
f. Dinner knife

g. Napkin

a. 7 f. 2

b. 3 g 6

C. 5 h. 8

d. 4 i. 9

e. 10 j- 1

a. Complete dinner

b. Salad served with entree
C. Dessert

d. Entree served with side dish
e. Dinner with salad

f. Basic restaurant

g. Complete breakfast

h. Complete luncheon

i Salad served before entree
j- Dinner with appetizer

Food Service: Service, Unit 3
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Name

Table Setting
Unit 3

Written Test

Score

1. Match terms related to table setting with their definitions. Write the correct numbers
in the blanks.

a.

b.

Appetizer usually eaten with the fingers

Part of the table setting used to cover
the table before places are set or to
serve as a lap cover for a guest

Spices or flavorings that enhance the
flavvor of prepared food

Knives, forks, and spoons, regardless of
style of use

Extra item of dinnerware placed under
the service pieces

Service items of some depth and
volume, including platters and trays

Arrangement of china, silverware,
napkin, and glassware at each place
setting

Plates of all sizes, including dishes,
cups, saucers, and underliners

A cloth that is placed between the table
and the tablecloth to prevent noise

Glass decanters, pitchers, and all
drinking vessels used at the table o har

Dinner plate underliner placed with
cover and on which the
appetizer/underliner is placed

Main dish
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1.

12.

. Condiments

Cover
Dinnerware
Flatware
Classware
Hollowware
Hors d'oeuvre
Linen

Silence cloth
Underliner
Entree

Cover plate



Written Test

2. Match cover items with their illustrations. Write the correct numbers in the blanks.
Dihnerware

a. Dinner plate

b. Salad or dessert plate

c. Bread and butter plate

d. Lunch plate

e. Soup or salad bowl

f. Dessert bow!

g. Soup cup (bouillon cup)
h.  Saucer

i. Cup

— jo Small juice glass

k. Large juice glass

I, Water or milk glass
m. Iced tea glass

n.  Sherbet glass

0. Parait glass

_p. Cocktail glass

Flatware

_q. Cocktail fork
r.  Salad fork

s. Dinner fork 1 l 2

Food Service: Service, Unit 3
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Wiritten Test

’, Dinner knife
u. Butter knife
v. Steak knife

w. Iced tea spoon

x.  Serving spoon

y. Teaspoon
z.  Soup spoon

List six table accessories.

e.

f.

Select from the list below basic rules for all cover settings. Write an "X" in the blank
before each correct rule.

a. Knives and spoons are placed on the right side of the cover.

b. Knives are always placed with the cutting edge away from the plate.

c. Forks are placed on the right side of the cover.

d. Flatware is placed in order of use starting from the outside, with forks from
the left and knives and spoons from the right.

e. The napkin is placed to the left of the fork, under the fork, in the center of
the cover, or in the water glass.

f.  The water glass is placed above the dinner knife.

g. Items ﬁaving water spots or dried food on them should be replaced.

Food Service: Service, Unit 3
Teacher Page 9
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Written Test

h. The handle ends of all flatware should be aligned 3 inches from the edge
of the table.

i.  If the napkin is placed to the side of or under the forks, its bottom edge
should be aligned with the ends of the flatware.

i. Al cover items must be handled in a sanitary manner. surfaces that will
contact food should not be touched.

k. Handles of pitchers and cups should always face a three o'clock position.

Label the items in the traditional American covers illustrated below.

,

Breakfast and lunch

d.

(N

-

&{

\

\\ b.
a.

Food Service: Service, Unit 3
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Dinner

Written Test

A

\

ggr E\
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Written Test

6. Match the items in the traditional formal cover with their correct illustrations. Write the
correct numbers in the blanks.

a. Dessert fork ¢. Soup spoon
b. Dinner fork d. Dinner knife
e. Water glass _ h. Hors d'oeuvre plate
f.  Butter spreader i.  Napkin
g. Dessert spoon j.  Butter plate
10
2 6

ol

©
} 3
\Q'ﬁ;‘)ff’,v

Q
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. Written Test

7.  ldentify common restaurant covers. Write the correct names under each illustration.

Bread and Ashtray -y Salt and
Butter Plat Sugar Server ){
ate or Rack\ --- Pepper
Water
Glass
Napkin Creamef
Tent Fold)—"
Cup and
Saucer
Salad
Plate Dinner Plate
Salad
Fork
Dinner Fork Dinner Knife Teaspoons

Underliner

Salad Bowl

or Plate : - Water Glass

Dinner Knife

Teaspoon

Dinner Plate
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Writien Test

Water
Glass

o)

Dinner Knife
/

Teaspoon

Dinner Plate

118

Food Service: Servica, Unit 3
Teacher Page 14




Written Test

guner (= Ashtray
d
preader ~

Cracker Basket
or Plate Bread and

Butter Plate

- /Ashtray

Lo Salt and
ok
Sugar Server Water
or

Cream Glass
O"— Pitcher

ack ———

Placemat

Napkin

Dinner
Fork

Salad & S
Fork el

Dinner Knife
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Written Test

Bread and
Butter Plate Sugar Server

O or Rack\

Placemat —-}

g?aigt l,, greakfast
L late

Napkin

Dinner Knife

Coffeepot

on Underliner
\

Cup and
Saucer

Teaspoon

Bread and 1= == o Ashtray
Butter Plate Sugar Server Lo

or Rack\ - Salt and

Placemat —»] 1
Napkin o

Salad L
Plate ’

Salad
Fork

Dinner Fork

Cup and
Saucer
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. Written Test

Salad Bowl
or Plate

Underliner

L«—— Dinner Knife

T
Salad easpoon
Fork

Dinner Fork

Ashtray——1 _ ! Salt and

Pepper
Napkin
(Crown Fold)

Soup Spoon

W«Cocktail
Fork

Teaspoon

Dinner Knife

*Permisslon to duplicate this test Is granted.
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Unit 3

Unit Evaluation Form

Student Name

Unit Rating

Job Sheet 1—Set a Basic Restaurant Cover

Comments:

Rating

Job Sheet 2—Set a Complete Breakfast Cover

Rating

Comments:

Job Sheet 3—Set a Complete Luncheon Cover

Comments:

Rating

Job Sheet 4—Set a Complete Dinner Cover

Comrments:

Rating .

Job Sheet 5—Set a Dinner Appetizer Cover

Comments: .

Rating

Written Test Scores
Pretest Posttest

Other

Other

Teacher Signature

Date

Student Signature

Date

*Permisslon to duplicate this form is granted.

1 a0
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Food Service: Service, Unit 3
Teacher Page 19




FS.5-55

Table Setting
' Unit 3

Information Sheet

1.  Terms and definitions
a. Condiments — Spices or flavorings that enhance the flavor of a prepared food
Examples: Salt, pepper, catsup, steak sauce

b.  Cover— Arrangement cf china, silverware, napkin, and glassware at each place
setting

C. Cover plate — Dinner plate underliner placed with the cover and on which the
appetizer/underliner is placed

d. Dirnerware — Plates of all sizes, including dishes, cups, saucers, and
underliners

Note: Dinnerware may also be called china.
' e.  Entree — Main dish
f. Flatware — Knives, forks, and spoons, regardless of style or use
Note: Flatware is often called silverware.

g. Glassware — Glass decanters, pitchers, and all drinking vessels used at the
table or bar

h.  Hollowware — Service items of some depth and volume, inciuding platters and
trays

i, Hor d’oeuvre — Appetizer usually eaten with the fingers

ji Linen — Part of the table setting used to cover the table before piaces are set
or to serve as a lap cover for a guest

k. Silence cloth — A cloth that is placed between the table and the tablecloth to
prevent noise

Underliner — Extra item of dinnerware placed under the service pieces

Example: A small plate placed under a dessert bowl or soup cup




Information Sheet

2. Cover items (Figures 1-3)

a. Dinnerware

Figure 1
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. Dinner plate [1]
. Lunch plate [2]
. Salad or dessert plate [3]
. Bread and butter plate [4]
. Soup or salad bowl [5]
. Dessert bow! [6]
Note: Dessert bowls are sometimes called monkey dishes.
. Vegetable bowl [7]

Note: A vegetable bowl is similar to a dessert bowl, but holds a 4-ounce
portion.

. Soup cup (bouillon cup) (8]
. Saucer [9]

. Cup [10]
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b. Glassware

Figure 2
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. Small juice glass (2 o0z.) [1]

. Large juice class (4 0z.) [2]

. Water or milk glass (8 0z.) [3]
. Iced tea glass (10 oz.) [4]

. Sherbet glass [5]

. Parfait glass [6]

. . Cocktail glass [7]
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C.

Information Sheet

Flatware
Figure 3
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Linen

Cocktail fork or oyster fork [1]
Salad fork [2]

Dinner fork 3]

Dinner knife [4]

Butter knife [5]

Steak knife [6)

Iced tea or parfait spoon [7]
Serving spoon [8]

Teaspoon [9]

Soup or bouillen spoon [10]

Tablecloths
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. Napkins
J Placemats
. Bibs

. Silence cloth
3. Table accessories
a. Sait and pepper shakers
b.  Ashtrays

Note: Many restaurants today allow smoking only in a designated smoking area.
Ashtrays should not be placed on tables in no-smoking areas.

c. Bread baskets

d. Candles
' e. Flowers
f. Condiment server
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g. Hollowware (Figures 4 - 8)

. Pitcher

Figure 4

. Creamer

Figure 5

. Sugar bowl
. Ice bucket

. Tea or coffee set
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Platter

Tray

Figure 6

. Bowil

Tureen

Figure 7
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Information Sheet

. Punch bowil
. Supreme set
Figure 8

h. Serving pieces (Figure 9)

Figure ©
m S 7 =
—— C=—
Cake Breaker Pie or Cake Serving Knife Olive or Pickle Fork Jelly Server

Tomato or .

Flat Server Bonbon or Nut Spoon Salad Serving Set
<=1 5 (=2 C_)/g\j_ﬁfj -

Butter Serving Knife ~ Sugar Spoon Salad or Serving Fork Serv?n% SO;;oon

6 (—o 3 & —0

Cheese Serving Knife  Gravy or Sauce Ladle Table or Serving Fork

4 (/—L\:’) b e e
Soup Ladle Lemon Fork Cold Meat or Buffet Fork

2

Table or
Serving Spoon

=—o 1

Pastry Server

. Pastry server [1]
. Serving spoon [2]

. Serving fork (3]
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. Soup ladle [4]
. Sugar spoon [5]
. Gravy or sauce lacie [6)
. Pie or cake serving knife [7]
4. Basic rules for setting all table covers
a. Knives and spoons are placed on the right side of the cover.
b. Knives are always placed with the cutting edge toward the plate.
c. Forks are placed on the left side of the cover.

d. Flatware is placed in order of use starting from the outside, with forks from left
and knives and spoons from right.

Example:  Salads are eaten first, so the salad fork is placed outside (to the left
of) the dinner fork.

. e.  The napkin is placed to the left of the forks, under the forks, or in the center of
the cover.
f. The water glass is placed above the dinner knife.

g. Any china, flatware, or glassware used in the cover should be impeccably clean
and shiny; cover items having water spots or dried foods on them should be
replaced.

h. The handle ends of all flatware should be aligned 2 inches from the edge of the
table.

i. If the napkin is placed to the side of or under the forks, its bottom edge should
be aligned with the ends of the flatware.

j. All cover items must be handled in a sanitary manner: surfaces that will contact
food should not be touched.

k. Handles of pitchers and cups should always face a five o’clock position.
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5. Traditional American cover
a.  Breakfast and lunch (Figures 10 and 11)

Figure 10: Start of Service
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. Bread and butter plate [1]
. Dinner fork [2]

. Dinner knife [3]

. Teaspoon [4]

. Napkin [5]

. Butter spreader (optional)

. Water glass [6]
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Figure 11: After Food Is Served

. Plate for breakfast toast or luncheon salad [1]

. . Entree plate [2]

. Cup and saucer [3]
b. Dinner (Figures 12 and 13)

Figure 12: Start of Service
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Dinner forks [1 and ]

Dinner knife [3]

. Bread and butter spreader [4]
. Teaspoons [5 and 6]

. Cover plate (optional)

. Napkin [7]

. Bread and butter plate [8]

. Water glass [9]

Figure 13: As Food Is Served

. Salad plate [1]

. Service plate [2]

. Cup and saucer [3]
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6. Traditional formal cover (Figure 14)

Note: This cover can be used for both French and Russian service.

Figure 14
' 10
2

r
5
@ V
a.  Butter plate [1] f, Dessert spoon [6]
b.  Butter spreader (2] g. Dessert fork [7]
C. Dinner fork [3] h.  Hors d'oeuvre plate [8]
d.  Dinner knife [4] i Napkin [9]
e.  Soup spoon [5] j. Water glass [10]

135
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7. Common types of restaurant covers (Figures 15 - 24)

a.

Basic restaurant

Figure 15

Sugar Server
or Rack

Placemat

Napkin

Dinner
Fork

Salad
Fork

Salt end
Pepper

Water
Cream <Glass
Pitcher

’ e

Cup and
Saucer

Dinner Knife” "~ Teaspoon
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b.  Complete breakfast
Figure 16

Bread and Ashtray Coffeepot

Butter Plate Sugar Server e

' Salt and on Underliner

or Rack Lo
™ géf Pepper
Water
/\/ Glass

Placemat

Breakfast
Plate

Cup and
Saucer

. Dinner Fork ~______ ir Knife” ~ Teaspoon
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C. Complete luncheon

Figure 17

Bread and 1= = = o~ Ashtray
Butter Plate Sugar Server Lo

or Rack \\ - Salt and

Placemat —» HNRE SRR T e Creamer
Napkin—_ |

Salad = .,-:-:f:' Saucer
Plate B ) ‘ N B

Salad
Fork

Dinner Fork
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d. Dinner with appetizer

Figure 18

Ashtray—— !

---! Salt and
6( Pepper

Napkin
(Crown Fold)

Soup Spoon

Teaspoon

Dinner Knife
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e. Dinner with salad

Figure 19

Butter
Spreader

/\
Cracker Basket
or Plate : : —~Bread and

Butter Plate

Salad
Fork g
Napkin ——
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f. Complete dinner

Figure 20

Bread and

Butter Plate Sugar Server

or Rack

Ashtray -..

N

Napkin
(Tent Fold)

Salad
Plate

Salad
Fork
Dinner Fork

Dinner Plate

Dinner Knife

141
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Salt and

g Pepper
Water
Q Glass

Creamer

o]

Cup and
Saucer

S

Teaspoons
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g. Salad served before entree

Figure 21

Salad Bowl
or Plate

Underliner

L« Dinner Knife

Napkin ——]

Salad A =~ Teaspoon
Fork/

Dinner Fork —
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h. Salad served with entree

Figure 22

Underliner
Salad Bow!
@ Salad B <>/ Water Glass

— Dinner Knife

Napkin —

~+—Teaspoon
Salad Dinner Plate P

Fork

Dinner
Fork
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Entree served with side dish

Figure 23

Dessert

Figure 24

Dinner Plate

o)

Dinner Knife
/

Teaspoon
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Table Setting
. Unit 3

Student Supplement 1— Review the Techniques of Setting a Basic Restaurant Cover

Name

Directions: Read the tasks listed below and then check the box under "Right" or "Left" to
indicate on which side the cover item should be placed. Refer to the job sheets as
necessary. After you have completed this activity, check your answers against those on the
following page.

Task Right Left
1. Placing the salad fork O O
2. Placing the dinner fork in relation to 0O O
the salad fork
3. Placing the bread and butter plate O O
. 4.  Placing the salad plate O O
5. Placing the dinner knife O O
6.  Placing the cocktail fork O O
7. Placing the teaspoon in relation to O O
the soup spoon
8.  Placing the soup spoon O
9.  Placing the coffee cup and saucer d O
10.  Placing the water glass O
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10.

Left
Right
Right
Left
Right
Left
Left
Right
Right
Right

Student Supplement 1

116
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. Unit 3

Job Sheet 1—Set a Basic Restaurant Cover

Name Attempt Number

Date Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of prot < jure (performed from memory)

‘ Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A. Cover materials

Table Water glass

Placemat Cup and saucer
Teaspoon Sugar bowl or rack
Dinner knife Ashtray (optional)
Dinner fork Napkin

Salad fork Salt and pepper shakers

Creamer or rack
B.  Procedure (Figure 1)

Note: When setting a cover, all cover items must be hardled in a sanitary manner.
Do not touch any part of the cover items that would come in contact with food.
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Job Sheet 1

Figure 1

10.

Place the placemat [1] on the table 2 inches from the edge of the table.

Place the napkin [2] on the left side of the placemat, its folded edge to the right
and its bottom edge even with the bottom of the placemat.

Place the dinner fork [3] on the right side of the napkin, its base even with the
bottom of the napkin.

Place the salad fork {4] to the left of the dinner fork, its base even with that of
the dinner fork.

Place the teaspoon [5] to the right of the placemat, its base even with the bottom
of the placemat.

Place the dinner knife [6] to the left of the teaspoon, its base even with the base
of the teaspoon and its cutting edge facing left.

Place the water glass [7] at the tip of the dinner knife.

Place the cup saucer [8] to the right of the teaspoon, its bottom rim 1 inch from
the tab's edge.

Place the cup on the saucer, its handle facing five o’clock.

Place the creamer or rack [t] directly above the center line of the placemat.
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11.  |If setting for a smoking area, place the ashtray [10] in the center of the table.

O

12. Place the sait and pepper shakers [11] above and at one o’clock from the
creamer or rack.

O

[ 13. Place the sugar server or rack [12] above the placemat at eleven o'clock from
the creamer.

Evaluator's comments:
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Job Sheet 2—Set a Complete Breakfast Cover

Name Attempt Number

Date : Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness

Sanitation

Smoothness of procedure (performed from memory)

. Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A. Cover materials

Table Brnad and butter plate
Placemat Water glass

Toast plate Salt and pepper shakers
Dinner fork Crearner

Breakfast plate Coffeepot on underliner
Knife Sugar bow! and spoon
Teaspoon Napkin

Cup and saucer Ashtray (optional)

B.  Procedure (Figure 1)

Note: When setting a cover, all cover items must be handled in a sanitary manner.
Do not touch any part of the cover items that would come in con*~ct with food.
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10.

Job Sheet 2

Figure 1

lace the placemat [1] on the table 2 inches from the edge of the table.

Place the breakfast plate [2] in the center of the placemat, its bottom edge even
with the bottom of the placemat.

Place the napkin [3] on the left side of the breakfast plate, its folded edge toward
the plate and its bottom edge even with the bottom of the placemat.

Place the dinner fork [4] on the right side of the napkin, its base even with the
bottom of the napkin.

Place the dinner knife [5] to the right of the breakfast plate, its base aven wiin
the bottom edge of the placemat and its blade facing the plate.

Place the teaspoon [6] to the rignt of the knife, its base aligned with the base of
the dinn .* knife.

Place the water glass [7] at ine tip of the dinner knife.
Place the creamer [8] to the right of the teaspoon, its handle facing five o'clock.
Place the coffeepot underliner [9] at one o’clock to the right of the creamer.

Place the coffeepot on the underliner.
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‘ Job Sheet 2

[J 11. Place the coffee saucer [10] directly below the coffeepot, to the right of the
teaspoon and even with the bottom of the breakfast plate.

12. Place the coffee cup on the saucer.

]

13.  |f setting for a smoking area, place the ashtray [11] in the center of the table.

O

[J 14. Place the salt and pepper shakers [12] above the breakfast plate at five o'clock
from the ashtray.

[J 15 Place the sugar server or rack [13] above the breakfast plate at seven o'clock
from the ashtray.

[ 16. Place the toast plate [14] to the left of the napkin, with its top edge even with top
edge of breakfast plate.

[J 17. Place the bread and butter plate [15] above the toast plate, its right edge even
with the left edge of napkin.

Evaluator's comments:
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Unit 3

Job Sheet 3—Set a Complete Luncheon Cover

Name Attempt Number .

Date Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (performed from memory)

. Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A.

Cover materials

Table Bread and butter plate
Placemat Water glass

Dinner fork Creamer or rack

Salad fork Sugar bowl or rack
Dinner plate Salt and pepper shakers
Dinner knife Napkin

Teaspoon Ashtray (optional)

Cup and saucer
Procedure (Figure 1)

Note: When setting a cover, all cover items must be handled in a sanitary manner.
Do not touch any part of the cover items that would come in contact with food.
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Job Sheet 3

Figure 1

Place the placemat [1] on the table 2 inches from the edge of the tabie.

Place the dinner plate [2] in the center of the placemat, its bottom edge even
with the bottom of the placemat.

Place the napkin [3] on the left side of the breakfast plate, its folded edge toward
the plate and its bottom edge even with the bottom of the placemat.

Place the dinner fork [4] on the right side of the napkin, its base even with the
bottom of the napkin.

Place the salad fork [5] to the left of the dinner fork, its base aligned with the
base of the dinner fork.

Place the dinner knife [6] to the right of the breakfast plate, its base even with
the bottom edge of the placemat and its blade facing the plate.

Place the teaspoon [7] to the right of the knife, its base aligned with the base of
the dinner knife.

Place the water glass [8] at the tip of the dinner knife.

Place the creamer or rack [9] to the right of the teaspoon, its handle facing five
o'clock.
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10.

1.
12.

13.

14.

15.

16.

Evaluator's comments:
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Job Sheet 3
Place the coffee saucer [10] to the right of the teaspoon, its bottom rim even with
the bottom of the dinner plate.
Place the coffee cup on the saucer, its handle facing five o’clock.
If setting for a smoking area, place the ashtray [11] in the center of the table.

Place the salt and pepper shakers [12] above the dinner plate at five o'clock
from the ashtray.

Place the sugar server or rack [13] above the dinner plate at seven o'clock.

Place the salad plate [14] to the left of the napkin, its top edge even with the top
edge of the dinner plate.

Place the bread and butter plate [15] above the salad plate, its right edge even
with the left edge of napkin.

BEST COPY AVAILACLE



N

FS:5-91

Table Setting
Unit 3

Job Sheet 4—Set a Complete Dinner Cover

ame Attempt Number

Date Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (performed from memory)

‘ Instructions: When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A

Cover materials

Table Bread and butter plate
Tablecloth Water glass

Dinner fork Creamer

Salad fork Sugar bowl

Dinner plate Salt and pepper shakers
Dinner knife Square linen napkin
Teaspoon, 2 Ashtray (optional)

Cup and saucer
Procedure (Figure 1)

Note: When setting a cover, all cover items must be handled in a sanitary manner.
Do not touch any part of the cover items that would come in contact with food.
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Job Sheet 4

Figure 1

Place the tablecloth on the table, smothing it free of wrinkles and making sure
that it hangs evenly on all sides.

Place the dinner plate [1] in the center of the cover, its bottom edge 2 inches
from the edge of the table.

Place the dinner fork [2] to the left of the dinner plate, its base 2 inches from the
edge of the table.

Place the salad fork [3] to the left of the dinner fork, its base aligned with the
base of the dinner fork.

Place the dinner knife [4] to the right of the dinner plate, its base 2 inches from
the edge of the table, and its blade facing the plate.

Place the two teaspoons [5] to the right of the dinner knife, their bases aligned
with the base of the dinner knife.

Place the water glass [6] at the tip of the dinner knife.

Place the creamer {7] to the right of the water glass, its handle facing five
o'clock.

Place the coffee saucer [8] to the right of the teaspoons, its bottom rim even with
the bottom of the dinner plate.
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O

10.
1.
12.
13.

14,

15.

16.

Evaluator's comments:
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Place the coffee cup on the saucer, its handle facing five o'clock.

If setting for a smoking area, place the ashtray [9] in the center of the table.
Place the salt and pepper shakers [10] at five o’clock from the ashtray.
Place the sugar server or rack [11] at seven o'clock from the ashtray.

Tent fold the napkin [12] (See Unit 6, Job Sheet 3), and center above the dinner
plate.

Place the salad plate [13] to the left of the forks, its top edge even with the top
edge of the dinner plate.

Place the brear and butter plate [14] above the salad plate, its right edge
aligned with the left edge of the salad fork.

o
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. Unit 3

Job Sheet 5—Set a Dinner Appetizer Cover

Name Attempt Number

Date Overall Rating

Evaluation criteria Rating
Speed

Accuracy
Neatness
Sanitation

Smoothness of procedure (peiformed from memory)

. Instructions:  When you are ready to perform this task, ask your instructor to observe the
procedure and rate your performance using the above criteria.

A. Cover materials

Table Dinner knife

Tablecloth Teaspoon

Dinner fork Cocktail fork

Salad fork Sugar bowl

Cover plate Water glass

Underliner plate Salt and pepper shakers
(salad or butter plate) Square linen napkin

Cocktail glass Ashtray (optional)

B.  Procedure (Figure 1)

Note: When setting a cover, all cover items must be handled in a sanitary manner.
Do not touch any part of the cover items that would come in contact with food.
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Job Sheet §

Figure 1

Place the tablecloth on the table, smoothing it free of wrinkles and making sure
that it hangs evenly on all sides.

Place the cover plate [1] in the center of the cover, its bottom edge 2 inches
from the edge of the table.

Place the dinner fork [2] to the left of the dinner plate, its base 2 inches from the
edge of the table.

Place the salad fork [3] to the left of the dinner fork, its base aligned with the
base of the dinner fork.

Place the dinner knife [4] to the right of the dinner plate, its base 2 inches from
the edge of the table, and its blade facing the plate.

Place the tea~poon [5] to the right of the dinner knife, their bases aligned with
the base of the dinner knife.

Place the soup spoon [6] to the right of the teaspoon, its base aligned with the
base of the teaspoon.

Place the cocktail fork [7] to the right of the soup spoon, its base aligned with the
base of the soup spoon.

Place the water glass [8] at the tip of the dinner knife.
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10.
11.

12.

13.
14,

Evaluator's comments:
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Place the underliner plate [9] on the cover plate.
Place the cocktail glass [10] on the underliner.

Tent fold the napkin [11] (See Unit 6, Job Sheet 3), and center above the cover
plate.

Place the salt and pepper shaker [12] above the napkin.

If setting for a smoking area, place the ashtray [13] in the center of the table.
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‘ Dining Room Personnel
Unit 4

Objective Sheet

Unit Objective

After completing this unit, the student should be able to identify the responsibilities and
perform job duties of dining room personnel. The student will demonstrate these
competencies by completing the assignment and job sheets and by scoring a minimum of 85
percent on the written test.

Specific Objectives

After completing this unit, the student should be able to:
1. Match with their definitions terms related to dining room personnel.

2. Complete organizational charts for formal and traditional organization of dining
room personnel.

. 3.  Select true statements about grooming habits and personal hygiene for dining
room personnel.

4. List clothing requirements for dining room personnel.
5.  Select from a list duties and responsibilities of a server (waiter/waitress).

6. Select from a list duties and responsibilities of a dining room attendant
(busperson).

7.  Select fror. a list cuties and responsibilities of a host/hostess.
8. Select from a list duties and responsibilities of a cashier.

9. List guidelines for good teamwork in the dining room.

10. Label the parts of a credit card.

11. Handle specific credit card situations. (Assignment Sheet 1)
12.  Set up a cash drawer. (Assignment Sheet 2)

13. Balance and total a cash drawer. (Assignment Sheet 3)

14, Take cash and make change. (Job Sheet )

. 15.  Process a credit card sale. (Job Sheet 2)
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Dining Room Personnel
Unit 4

Suggested Activities

Instructional Plan

1.

10.

Read the unit carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present them.

Review the teaching suggestions below, and plan classroom activities. Integrate
workplace 3kills as they apply to your vocational program.

Plan your presentation to take advantage of student learning styles and to
accommodate special needs students.

Make transparencies from the transparency masters included with this unit. The
masters appear in the teacher guide only and are intended to be used with the
following objectives:

TM 1—Good Posture (Objective 3)

TM 2—Proper Appearance (Objective 5)

TM 3—Travel and Entertainment Cards (Objectives 11 and 15)
TM 4—Bank Cards (Objectives 11 and 15)

Obtain films, videotapes, posters, charts, and other items to supplement instruction of
this unit. See ordering information in the "Suggested Supplemental Resources"
section.

Obtain credit card documents, including sales draft forms, necessary for completing job
sheets.

Review instructions for evaluating student outcomes/performance and make copies of
unit evaluation form.

Provide students with unit of instruction.
Discuss unit and specific objectives.

Discuss student supplement, and assign as appropriate. Explain to students that
supplement exercises are not evaluated.
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1.

12.

13.

14.

15.

16.

Suggested Activities
Discuss assignment sheets and schedule due dates. Review criteria for evaluation of
assignment sheets.
Note: The answers to Assignment Sheet 1 are suggestions only, designed for general
application. The real value of the assignment sheet is for the student to think about
and discuss these situations. The instructor should guide the discussion toward correct
responses, fitting answers as specifically as possible to local and restaurant policies.

Discuss and demonstrate the job sheets, and review the evaluation criteria for each.
Schedule performance dates.

Discuss the use of the unit evaluation form with the students, and select and discuss
the rating scale that will be used for student evaluation.

Give written test.

Compile assignment and job sheet ratings and written test scores on the unit evaluation
form.

Reteach and retest as required.

Teaching Suggestions

1.

Review informaiion in Unit 1 related to the different types of service jobs and their
qualifications.

Schedule a field trip to a large hotel or resort so that students may meet and observe
the formal organization of a variety of service personnel.

Invite a restaurant or dining room manager to speak to the class about the service
personnel he or she supervises.

Have students practice setting up and balancing a cash drawer with an actual cash
register and money. Skill area: Math.

Have students practice using a calculator to total receipts and payments. Skill area:
Math.

Invite a hairdresser or beautician to demonstrate proper hair care and styles,
appropriate hand and nail care, and the proper use of make-up.

Divide students into groups to demonstrate proper grooming, posture, and dress for
dining room personnel or to create display posters or pictures of well-groomed and
uniformed service personnel. Skill areas: Teamwork, learning to learn, creative
thinking.

Food Service: Service, Unit 4
Teacher Page 2 1 ( ; . ;




Suggested Activities

Have students interview a waiter or waitress using the following questions. Add
questions that apply to your locale. Have each student prepare an oral report
developed from the answers received during the interview session. Skill areas:
Listening, creative thinking, oral commun.cation.

. What are your general duties and responsibilities?
. What do you consider ideal characteristics of a waiter or waitress?

. What type of training program is provided for a waiter or waitress before starting
work and how extensive is it?

. What dress and grooming codes are established for waiters or waitresses?

. Who furnishes the uniform? Who is responsible for laundering? How are soiled
uniforms exchanged for clean ones?

. How do you remember what each guest has ordered?

. Is there a procedures manual available where you work? Does it include your
job description?

. Are there any services you perform that you don't consider part of your normal
duties?

Examples: Tossing salads, portioning desserts, resetting tables
Have students interview a dining room attendant using the following questions. Add
questions that apply to your locale. Have each student prepare an oral report
developed from the answers received during the interview session. Skill areas:
Listening, creative thinking, oral communication.
. What are your general duties anr responsibilities?

. What do you consider ideal characteristics of a dining room attendant?

. What type of training is provided for a dining room attendant before starting work
and how extensive is it?

. What dress and grooming codes are established for dining room attendants?

. Are written procedures established for the dining room attendant?

. Co you have a written job description?
. How many waiters or waitresses will you work with?
. What are the two main complaints about your job?
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Suggested Activities

Resources Used in Developing This Unit

1.

Aikin, Brenton R. The Waiter/Waitress Manual. New York: McGraw-Hill Book Co.,
1976.

Dahmer, Sondra J. and Kurt W. Kahl. The Waiter and Waitress Training Manual.
Boston: Cahners Publishing Co., Inc., 1974.

Goodman, Raymond J. The Management of Service for the Restaurant Manager.
Dubuque, IA: Wm. C. Brown Co., 1979.

Suggested Supplemental Resources

1.

2.

Film series: Smart Waitress I-IV.

Set of four posters: Hospitality Is . . .

Pamphlet: Courtesy Checklist.

Videotape: Teamwork (emphasizes key role each restaurant employee plays).
rResources 1-4 available from:

Educational Materials

National Restaurant Association

1200 Seventeenth Street, NW

Washington, DC 20036

Note: Order additional films, filmstrips, charts, booklets, and posters from the National
Restaurant Association (NRA). Write for specific information.

Film: Handling Credit Cards (Color, 10 minutes, 1973).
National Educational Media

21601 Devonshira Street
Chatsworth, CA 91311
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Suggested Activities

Instructions For Evaluating Student Performance

When the student is ready to perform a specific task, obtain a copy of the job sheet which
may be found in either the teacher guide or stude.it manual. Then observe the student
performing the procedure.

Process evaluation—Place a mark in the box to the left of each designated checkpoint if the
student has satisfactorily achieved the step(s) fo<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>