IHMCT – THIRUVANANTHAPURAM FBS-III

DUTY ROSTERS

OBJECTIVES: As a student you should be capable of drawing up staff attendance rota’s and duty rosters for a variety of F & Outlets.

The objective of a duty rota is to ensure that all  the  necessary duties are covered in order that efficient service may be carried out.  It also provides basis for staff training. Tasks and duty lists for each of the tasks and duties are drawn up. These will also identify the standards to be achieved.

There are two types of rosters / rotas to be considered  by  the restaurant supervisor. First is the attendance rota, usually done on  a two weekly basis or four weekly basis showing starting  and finishing times, days off etc. Staff should know well in  advance what  their  duty will be particularly if it involves  shifts  or changes  from morning  to evening duty. Days off should  be  as constant as possible. Everyone has the right to private life and having  a  regular day off in a week means  forward  planning  is possible.

Second is the duty roster which allocates the daily  duties  required of everyone in the restaurant. It is important that these jobs  are rotated to alleviate boredom, and also to  ensure  that all tasks are understood by all concerned.

Shift tasks include:

1. Floor cleaning (when not done by the housekeeping staff ).

2. Cleaning the furniture.

3. Polishing glasses, mirrors, shelves, and decorative pieces.

4. Cleaning service articles like chaffing dishes etc.

5. Changing linen.

6. Restocking sideboards.

7. Laying the buffet tables / covers etc.

8. Polishing cutlery and glassware.

9. Laying tables.

These tasks should all be noted on the rota and staff allocated the various jobs.

It must also be remembered to include duties at the end  of  the shift like linen counting and packing -- stacking of  chairs  or whatever may be thought to be necessary.

The larger the restaurant the more complicated the rota -- particularly if shifts are involved. This can become quite a headache for the person drawing it up. Split or break shifts are considered  normal for restaurants which operate 2 meals --  lunch  and dinner. The waiter will arrive at about 11.00 am, assist with the mis-en-place,  serve  lunch and go off duty at  around  3.00  pm,  returning for a repeat performance at around 6.30 pm /7.00 pm. Of course it  is important that someone remains in  the  restaurant throughout  the day, and consequently some staff will  also  work straight shifts.

Meal time is obviously the busiest when more staff  are  needed than at  preparation time. It is a hazard of our industry  that this  should be so; many staff object to the  concept  of split shifts, as it means probably spending 12-14 hours away from home at  a  stretch, and often hotels do not offer  rest  facilities-- however there are compensations -- particularly financial......

*******************************
CLASS ROOM ASSIGNMENT
Assuming that you are a Restaurant Manager prepare a Duty Rota for any one of the following:

1. A specialty restaurant which functions for lunch and dinner(100 covers)

2. A 24 hour coffee shop ( 75 covers )

3. A Bar which is open from 11 Am to 11 Pm

4. For a Room service Department which operates 24 Hrs.

5. A specialty restaurant cum Discotheque which operates from 7pm to 00 hrs  

Hint: First make an organization hierarchy and then calculate the staff requirements  

