[Restaurant name]
Server Training Checklist
Trainee: ________________________________________
Start date: ________________________________________
Trainer: ________________________________________
Manager: ________________________________________
Day 1: Orientation
☐  New hire paperwork complete
☐  Tour: exits, first aid, hand sinks, staff area
☐  Clocking in and out, breaks and how to report a missed punch
☐  Handbook, tip pooling policy, uniform and meal policy reviewed
☐  Table and seat numbers
☐  Shadow a server for the shift
Day 2: Menu and allergens
☐  Menu walk-through with the kitchen; taste key dishes
☐  Allergens in each dish and how to send an allergy order
☐  What to say when a guest reports an allergy
☐  Drinks list and house pours
☐  Menu quiz: ______ / ______
Day 3: POS and steps of service
☐  Ringing orders, modifiers, coursing and holds
☐  Splitting checks, comps and voids (who approves)
☐  Steps of service, greeting to goodbye
☐  Running food and reading tickets
☐  Takes two tables with the trainer
Day 4: Alcohol, payments and side work
☐  Checking ID and when to refuse service
☐  Payments, card handling and cash-out
☐  How tips are declared and how the pool is split
☐  Opening and closing side work for each section
☐  Takes three tables with the trainer
Day 5: On the floor
☐  Takes a small section; trainer shadows
☐  Handles one guest problem with the manager
☐  Completes own checkout and tip-out
☐  Feedback from trainer and manager
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Ready for own section: yes / needs more time: ________________________________________
If more time, what and by when: ________________________________________
Trainee: ____________________________   Date: ______________
Trainer: ____________________________   Date: ______________
Manager: ____________________________   Date: ______________
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
