Mario’s Italian Steakhouse

 Busser Training Manual

Busser Training Schedule

Day 1 – Orientation, Building Tour and New Hire Paperwork

Employee fills out proper tax and new hire forms and submits two proper forms of I.D.

Manager leads new hires through the Mardanth, Ent. Handbook.

Manager leads new hires through facility tour and Manager introductions.

Floor Training – Manager introduces new employee to Busser Trainer.

Goals – Learn table numbers, Learn proper table clearing and resetting techniques, Learn proper tray carrying and unloading techniques.

Day 2 – Train with Busser Trainer / Test 1

Primary goal will be to assist the Busser Trainer with every responsibility 


Goal:
How to correctly open and close the busser station.



Learn how to properly cook rolls.  



Learn how to properly “begin” a table: rolls, butter, oil.

Learn when it’s important to shift priority from “beginning” a table to “finishing” a table.

Daily chore description and expectations.

Test 1 – Covers general policy, tour and clearing/resetting techniques covered during Day 1.

Day 3 – Train with Busser Trainer / Test 2
Primary goal will be to assist a Busser team member with every responsibility.  The expectation being they can do every aspect of the job with minimal guidance in their own specific section of the restaurant.   The Busser trainer will have the opposite section.

Goal: Be able to complete every aspect of the Busser role to the exact expectation of the Busser trainer, server and management with little or no guidance. 

Test 2 – Covers how many rolls per table.  How to carry a tray.  What glasses go in which racks.  How to properly fill a glass of water.  Where to find certain tools to help a busser accomplish their job.

Day 4 – Train with a Lead Server / Test 3

Manager assigns new hires Identification numbers and guides them through clock-in/clock-out procedures.

Primary task will be to shadow a server.  

Understand what a server would need and when.  

When it’s proper to provide service, and understand how to provide that service.

How to properly fill water, pre-buss tables.

How to break down a tray, what items go where?

Goal – understand the server’s expectations. 

Test 3 – Dipping Plate, how to cook rolls, daily chore description and expectations, “the perfect table” description.

DAY 1

Table numbers:  The Dining Room tables are numbered as the diagram attached displays.  Understanding where each table is, how many they can accommodate and how they can be re-arranged is an important aspect of working with the Dining Room team. 

Booths: tables 11through 17, 21 through 25, 41 & 42, 61 through 64.  

Each one of these booths can accommodate 4 guests comfortably, and must always be set for 4 guests, unless otherwise directed.  One salt and pepper shaker set with the salt shaker placed towards the front of the restaurant (lobby), one square candle and one fried pasta glass is proper for each table.  

*Tables 41 & 42, 61 through 64 can be set for 5 guests in certain situations and should only be done when instructed to do so.


Floor Diagrams:

Table Setting: (intro)
Tables 11 through 17 & 21 through 25 should be set as detailed below:

	


Tables 41 & 42, 61 through 64 should be set as detailed here:

	


Tables that can be set for 2, such as 51 through 54 or 92 through 94 as follows:

	


Table Clearing:  

When approaching any table that needs to be reset, always come prepared with the following items.  

1. Tray – Large table (5 or more guests) a large tray is to be used with a tray jack.

2. The proper amount of new linen.

3. The proper amount of silverware rolls, plates and wine glasses.

**This description should be used in conjunction with a visual demonstration**
Fold a side of the dirty linen over on the table.  Place the new silverware, plates and glasses on the edge of the table, on the green linen.  The candle, pasta glass and salt & pepper shakers should then be placed on the green linen (not on the booth or chair, nothing dirty should ever go where the guest sits).  

Clear the dirty utensils onto your tray, being sure to keep items together (silverware in one pile, glassware together, plates stacked neatly) to ensure a stable tray and efficient placement in the kitchen.  Once cleared, remove the dirty linen, fold and place on top of your dirty tray.  (Be sure you’ve cleared everything, pick up napkins to check for silverware.  No garbage should be wrapped into the linen and check the floor around and underneath the table).  

Place the clean linen on the table properly, replace candle, S&P shakers and pasta glass in the center, then move clean settings onto the table.  Arrange the settings on the table properly, lift your dirty tray off the table, then “straighten” the table making it ready to present to a guest.

Tray carrying:  

Tray carrying is a responsibility you must be confident with in order to succeed at any position on the Dining Room team.  Servers are moving fast, guests are moving slow and everyone else seems to be in your way.  In order to navigate the floor with a tray skillfully refer to the description below and practice with lighter amounts of dishes.  

**This description should be used in conjunction with a visual demonstration**
When carrying a small tray, balance the tray on one hand, using the other hand for support or opening/closing doors.  Carrying a large tray is a more demanding task, and should be done with great care.  First, be sure you haven’t over-loaded the tray.  An over loaded tray can easily be dropped.  Bend down with your knees, placing your strong hand underneath the tray at the center  (it should be parallel with your shoulder).  Your other hand should be placed at the front, helping you to steady the tray while you stand.  With back straight and knees bent, lift with your knees straight up, being sure to properly steady with your hands.  Once you have your balance, carefully carry the tray to the kitchen.  

**When carrying any tray, or walking through the restaurant in general, 

develop a habit of saying “behind” when near someone.**

**When entering or leaving the kitchen, never kick the door open**

DAY 2

This day is intended to give you an understanding of when certain things need to be done on a smaller scale, rather than the entire restaurant.  It is also a time when the leading server describes the timing of service and what a server would need at certain points of the evening.  How to deliver rolls and oil plate, how to fill a water glass, how to clear a plate and what level of cleanliness is expected in their section.  You are to focus on doing every aspect of the job to the exact expectation of management and policy.  Tables must be perfectly reset and the section must remain clean.

Other items you must understand before the day is over…

· Breaking down a tray

· Dish area etiquette 

Breaking down a tray:  

Knowing where certain items go in the kitchen will meet the expectation of an efficient running restaurant.  Below is a reference guide to where certain items go.



- Water Glasses: Gray rack with yellow stripe



- Dining room wine glass: Gray rack with red stripe



- Coffee cup: brown rack

- Pint glass:  same as the water glass rack

- Espresso cup: brown rack “coffee rack”

- Cappuccino cup: brown rack “coffee rack”

- High ball glass: Brown rack with gray stripe.



- Silverware: placed in a soaking tub located beneath the dish pit.

- Metal ramekins, tea pots and gravy boats: placed in a soaking tub located on the left side of  the dish pit, behind the garbage can.

- Plates: should be completely scraped clean into the garbage and stacked neatly in the dish pit.

- Linen: placed in the linen bag to the left of the dish area.  When this bag is full, it is the bussers responsibility to take it downstairs and place it in the blue textile bins.

(Note: Bar glassware, i.e. martini glasses, large wine globes, rock glasses, snifter must go to the front bar to be cleaned, not placed in racks.)
Dish area etiquette: 


1. Never leave a tray unattended at the dish pit. 



2. Bread baskets must not be left to collect at the dish pit.


3. Always be sure to check and unroll all linen ensuring you have not unintentionally thrown 
    something away.


4. Bottles are to be placed in milk crates underneath the schedule board.


5. When the linen bag is full, take it downstairs.


6. Be aware of how your tray balances on the dish area counter.  If you unload the back end of 
    your tray and leave the front heavy, it will fall to the floor.

7. Always look for full bar racks or wine racks that have clean glassware.  They must be 
       
    brought to the front bar.


8. WALK DON’T RUN – The floor is always slippery.  We cannot have any one hurt.

DAY 3


Day three begins with you assisting in every facet of opening the busser station.  Understand how 
much and where to find all the items necessary to open the station.  Ask questions of the busser 
trainer, they will point you in the right direction on where to find things.  You will also learn how to 
properly cook rolls, how to “begin” a table and how to determine what tasks are your priorities at 
certain times of the evening.
Busser station opening checklist:

1. Busser table should be stocked with the appropriate linen, being sure to have at least 60 white 54s, 200 white napkins, 10 white 85s and 20 green 64s.  The only colors that should be under this table are white and green.  Other linen must remain downstairs unless otherwise instructed.
2. Turn on the bread warmer and check the water level.  If the light is green the level is correct, red add more.

3. Convection oven turned on and set at 400 degrees.

4. 10 take out cups each of honey butter, cheese and oil/vinegar should be stocked.

5. Frozen rolls brought upstairs from freezer to adequately handle the guest count of the evening.  Remember, each box holds 8 dozen rolls.  Follow the graph below:

0 to 50 reservations – 2 boxes of rolls.

51 to 100 reservations – 3 boxes of rolls.

101 – 150 reservations – 4 boxes of rolls.

Never bring up any more than 4 boxes, there are always more downstairs if we need them.

6. Prepare rolls for baking by placing them on baking sheets.  Approximately 40 rolls fit on each rack.

7. Have a container of honey butter at your station.  Prepare 10 at the beginning of the night to get you started.  Use the orange handled ice cream scoop, usually found in the dish area.  This will give you the proper amount of butter.
8. Have a container of shredded cheese at your station.  Grated cheese can be found downstairs in the prep cooler.
9. Prepare 10 to 12 dipping plates at the beginning of the night to get you started.  A dipping plate is made of oil, vinegar, cracked black pepper and grated cheese.
10. Stock each server station.  Being sure each station is full of white 54s, B & B plates and rolled silverware.  These stations are to be watched and restocked through the evening.  Understand that there are 4 to 5 different types of B & B plates.  One particular type, smaller with patterns on the lip, are exclusively used for the banquet department only.
Cooking rolls:

The convection oven should be given approximately 10 minutes to warm up to the cooking temperature of 400 degrees.  Place no more than 2 racks of rolls in the oven at once and cook for 4 minutes.  Use the magnetic timer on the side of the oven to ensure proper cooking time.  When the timer sounds, open the door carefully, there will be steam coming out of the oven.  Check the rolls to be sure they are cooked properly.  Rolls are to be slightly crispy on the outside and cooked thoroughly, hot in the middle.  If the rolls are even slightly burned do not serve them.

Beginning a table:

Each table that is sat in the dining room is to be served rolls, honey butter and dipping plates.  If the table is a booth, they will require only one basket of rolls, one honey butter and one dipping plate.  A table with 5 to 10 guests requires two of each.  One that has 11 to 18 should have three.   

Priorities:

One of the most difficult parts of a busser’s job is to understand when tables are needed versus getting bread to new tables or assisting servers. Below you will find a few pointers on what to do when. Instruction from your manager should be followed immediately on what is needed next.  


Bring bread vs. clear tables?  Observe the following…

Is the lobby full?  If it is full and the front desk is “backed up” tables are needed.  Next, overview the floor.  If the lobby is full then any tables that leave are immediately important.  Are there tables dirty?  Chances are guests are waiting for them. 

When to assist servers?

Are servers busy?  If servers are busy chances are their sections are full, meaning they need assistance.  Don’t forget about your priorities, bread and clearing, but if your caught up the “in between” time you have is to be spent assisting servers.  Carry their trays, water their tables and check their empty tables for cleanliness.


Daily chores:

Below you will find descriptions of you daily chores.  Your manager will go through their expectation of each.

MONDAY – DEEP CLEAN BREAD WARMER  

· Clean bread warmer inside & out.  Remove rack holders from the sides and

         have them run through the dish machine.  Clean the bottom and door with

                      degreaser then soapy water.

TUESDAY – DEEP CLEAN LINEN TABLE

· Clean and organize bread/linen table inside & out.  All linen must be in neat

         piles and folded correctly.  Remove vinegar, oil, pepper and plates then clean

                      base of table with soapy water.  Clean doors and door seals.

WEDNESDAY – BREAD BASKETS

· Run all small bread baskets through the dishwasher 
THURSDAY – DEEP CLEAN CONVECTION OVEN

· Clean convection oven.  The oven must be cool.  (This can only be done at the
         end of your shift or at the beginning.)  Wipe down the entire inside and door

                      with degreaser then soapy water.

FRIDAY – WALLS / DOORS … UPPER SHELF

· Wipe down the walls and doors in bread station.  Use soapy water.

· Clean upper shelf of bread station.  Remove every item before cleaning, then

         wipe down with soapy water.

SATURDAY – WALK-AROUND … DEEP CLEAN LINEN TABLE

· Walk around parking lot and the perimeter and pick up litter.

· Clean and organize bread/linen table inside & out.  All linen must be in neat 

         Piles and folded correctly.  Remove vinegar, oil, pepper and plates then clean

         base of table with soapy water.  Clean doors and door seals.

SUNDAY – VACUUM OFFICES

· Vacuum stairs to the office (after 6:00pm to ensure no office staff will be
         bothered), clean ledges and mop floor at top of stairs.  
DAY 4

Day four is a day where you will find yourself taking the lead on most tasks in the dining room.  The busser trainer will be following you.  The expectation is that you will be able to show the busser trainer how to cook rolls, how to open the station, how to close the station, how to clear etc…

They are there for assistance and will be helping you throughout the night, you will not truly be “alone”.

This is also the day to erase any doubts you may have about the expectations of the restaurant.  Again, ask questions and take direction.  

At the end of day four you can look forward to your next shift and being tipped out for your job.  

Final pointers…

Smile!! You are in the service business.  Our guests are here to have a good time and your helping to provide that.  A smile on your face is something that must come automatically when approaching guests.  

T.E.A.M.  Together Everyone Achieves More

We are a team at Mario's Via Abruzzi and only through teamwork can we properly provide for our special guests.  If you are behind or need help, ask for it.  Anyone will be glad to give you a hand if you need it.  If someone else needs a hand, offer it.  A good habit to get into is routinely asking others if they need a hand with anything.  

Courtesy and Respect

We fully expect you and others to treat each other and our guests with respect and courtesy.  If a customer is coming into your path, you must ALWAYS give them the right of way.  Always smile, and always follow through with their requests.  If they request something of you, provide it and/or inform their server of the request.  Another habit to gain is treating each employee as if they were guests.  

Dress Code Standard:

Black slacks, black shoes (not sneakers), white button down long sleeve dress shirt, black bowtie, black vest, watch, crumber, lighter.  A Black Vest will be provided to you.  After 60 days you will be given an embroidered vest.
Tipping Policy:

At the end of an evening you will receive tips from the serving staff.  If there are two or more bussers on the tips must be divided equally according to the hours each has worked.  To figure this, follow this formula:

Total Hours worked / Total tip amount = a per hour tip rate.  Each busser should be paid out the appropriate tips according to the hours worked.


$100 tips total

busser A -  4 hours worked


busser B – 6 hours worked


10 total hours worked / $100 = $10 per hour

busser A $10 times 4 hours = $40


busser B $10 times 6 hours = $60

