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System Action Plan Template


Title/Code: Timely Meal service
Number: F-6-3-1-1
Date: 2-9-2011
	Result Statement

	Describe exactly the result this system must produce:

To provide meal service in a timely and efficient manner



	Accountable Positions

	Position with overall accountability:

Dining room servers and Chefs

	Participating positions:
Dining room servers on duty
Chefs on duty




Title/Code: 

	System Diagram
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Title/Code: Timely Meal service
	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Check dining room and make sure all tables are set, clean, and ready for service
	Servers on duty
	Start of shift or 30 min. prior

	2.
	Read the menu make sure you are familiar with the meal. Be sure to know if you are serving soup, salad, or both. Prep dressings for salad if being served
	Servers on duty
	After completing #1

	3.
	Check with the chef; ask if there has been any change to the menu. Ask what the dessert is. Ask if you need to portion any items out.
	      Servers on duty

Chefs on duty
	After completing #2

	4.
	Check coffee and hot water station to make sure it is hot and ready for service
	     Servers on duty
	20-25 min. before service time

	5.
	Prep 27 water carafes with ice. 
	Servers on duty
	15 min. before service time

	6.
	Prep one carafe of each juice, soda, ice tea, and soda 
	Servers on duty
	After completing #5

	7.
	Prep soup and salad cart with crackers, spoons, bowls, and dressings
	Servers on duty
	10 min before service starts

	8.
	Check with chef on duty and ask if he/she needs help with anything in the kitchen
	Servers on duty

Chefs on duty
	After completing #7

	9.
	Double check foodservice carts and dining room
	Servers on duty
	5 min. before service starts

	10.
	Communicate with your teammates throughout service if you need help and to ensure efficiency in the dining room  
	Servers on duty

Chefs on duty
	Through out service period


Title/Code: Timely Meal service
	Resource Requirements

	Staffing
	Servers and chefs

	Space and Facilities
	Dining room and kitchen 

	Equipment
	Carts, carafes, coffee air pots, glasses

	Supplies
	Food and Beverage

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

This system will ensure that the flow of the dining room coincides with the service times scheduled, as well as fast and efficient service.


Title/Code: Timely Meal service
	System Standards

	#
	Standard


	1.
	Checking the dining room for full table settings will help alleviate any last minute place settings.

	2.
	Reading the menu helps you know what the kitchen is serving, so when a resident/guest inquires you are prepared to answer without running back in the kitchen to look

	3.
	Reporting to the chef will ensure that the items on the menu have not changed or added items have not been put on the menu.

	4.
	Coffee and water in the bistro should be hot, fresh, and ready at service time.

	5.
	27 water carafes with ice needs to be on every table before service starts.

	6.
	Residents change their minds often. Be sure to have all juices, sodas, ice tea, and, milk ready at service time.

	7.
	The soup and salad cart needs to be stocked and fully ready before service time, so it can go out right on the hour.

	8.
	Teamwork is very important in the food and hospitality industry, it also helps boost morale.

	9.
	Double checking work helps ensure that nothing has been forgotten.

	10.
	Communication is key in an operation such as this. It lets your teammates be aware of what the other is doing. It also helps with the flow of the dining room.

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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