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COPYRIGHT AND WORKBOOK USE DISCLAIMER

Copyright © 2026 Thomas Butler. All rights reserved.

No part of this workbook may be reproduced, redistributed, sold, copied, stored, or transmitted in any form without
written permission from the author, except for brief quotations used in reviews or permitted uses under applicable law.
This workbook is designed for general restaurant operations planning, employee training support, and management
organization. It is not legal, financial, medical, food safety certification, employment law, insurance, emergency
response, or health department advice.

Each restaurant should customize these templates to match its own policies, local laws, health department
requirements, labor rules, alcohol service rules, insurance requirements, building layout, equipment, menu, and
ownership expectations.

Emergency procedures, food safety procedures, chemical safety procedures, alcohol service procedures, injury
procedures, and employee documentation procedures should be reviewed by qualified leadership and any required
local authority before use.

The author and publisher assume no responsibility for the way individual restaurants customize, apply, enforce, or fail to
enforce these materials.

Printed in the United States of America.
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HOW TO USE THIS WORKBOOK

This workbook is a practical operating tool. It is meant to be written in, copied for internal restaurant training, adapted to
your restaurant, and used during real manager follow-up.

For best results, use the workbook in this order:

1. Read the SOP foundation pages before editing templates.

2. Choose the highest-risk stations first: food safety, opening, closing, guest complaints, allergies, and
emergency response.

3. Customize each SOP so it matches your actual building, equipment, menu, systems, and staffing.
4. Turn important SOPs into short station posters.

5. Train employees from the full SOP, not only from the checklist.

6. Observe employees during real shift conditions before signing them off.

7. Use manager verification forms to make sure the standard is actually being followed.

8. Review SOPs regularly and update them whenever the restaurant changes.

The purpose of this workbook is not to create paperwork. The purpose is to create clarity, consistency, training
structure, and manager accountability.
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CONTENTS AT A GLANCE

Part 1 - SOP System Foundations

Part 2 - Sample Station Posters

Part 3 - Front of House SOP Templates, Checklists & Forms
Part 4 - Bar SOP Templates, Checklists & Forms

Part 5 - Back of House Cook Line SOP Templates, Checklists & Forms
Part 6 - Prep Station SOP Templates, Checklists & Forms
Part 7 - Dish Pit SOP Templates, Checklists & Forms

Part 8 - Cleaning, Safety & Sanitation SOP Templates

Part 9 - Opening and Closing SOP Templates

Part 10 - Manager Process SOP Templates

Part 11 - Emergency SOP Templates

Part 12 - Custom SOP, Poster, Checklist & Form Builder
Part 13 - Final SOP System Review

Tip: This workbook is intentionally organized by operating area so a manager can train one station, one process, or one
emergency procedure at a time.
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PART 1
SOP SYSTEM FOUNDATIONS
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Purpose of This Section
A restaurant cannot run consistently if every employee is working from memory, habit, opinion, or whatever they were
shown on their first few shifts.

Standard Operating Procedures, also called SOPs, give a restaurant a written way to explain how important tasks
should be completed.

An SOP does not replace good management.
An SOP helps management become clearer.

It gives employees a standard to learn from. It gives trainers a standard to teach from. It gives managers a standard to
verify. It gives owners a way to see whether the restaurant is operating with structure or guesswork.

Many restaurants have talented employees but weak systems.

One cook may set up the line one way. Another cook may set it up differently. One server may greet tables quickly.
Another may wait too long. One host may seat by rotation. Another may seat based on habit. One dishwasher may
keep the dish pit flowing. Another may let dirty dishes pile up until the whole restaurant feels the pressure.

The problem is not always effort.

The problem is often that the correct process was never written down, trained, posted, checked, and followed up.
This workbook is designed to help managers build SOPs that can actually be used during real restaurant operations.
Each SOP should answer these questions:

What is the task?

Why does it matter?

Who is responsible?

When should it be done?

What tools or supplies are needed?

What safety or sanitation rules apply?

What steps must be followed?

What does “done correctly” look like?

What mistakes should be avoided?

How will a manager verify the standard?

When should the SOP be reviewed?

The goal is not to make restaurant work complicated.

The goal is to make repeated tasks clear.

Clear systems reduce confusion, protect standards, improve training, strengthen accountability, and help the restaurant
run with more consistency.
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1. Why Restaurant SOPs Matter

Restaurants are busy, fast-moving, people-driven businesses.

During a shift, employees make hundreds of small decisions. They decide how to set up a station, how to greet a guest,
how to enter an order, how to label food, how to clean equipment, how to handle a complaint, how to close a station,
and how to respond when something goes wrong.

When those decisions are not guided by clear standards, the restaurant becomes inconsistent.

Inconsistency shows up in many ways.

Guests receive different service depending on who is working.

Food looks different depending on which cook is on the line.

Closing duties are missed because no one follows the same checklist.

Prep levels change because each employee guesses differently.

Cleaning standards slip because “clean” means different things to different people.

Managers keep correcting the same problems.

New employees learn different methods from different trainers.

A written SOP helps reduce those problems.

An SOP creates one clear standard for a task or process.

It does not have to be complicated. A strong SOP is simple, specific, practical, and easy to train from.

A restaurant SOP should help an employee understand exactly what to do and why it matters.

The “why” is important.

Employees are more likely to follow a standard when they understand the reason behind it. A server who understands
that a quick greeting protects the guest’s first impression is more likely to take the greeting seriously. A prep cook who
understands that proper labeling protects food safety and reduces waste is more likely to label correctly. A dishwasher
who understands that clean dish flow affects the entire restaurant is more likely to prioritize the right items during a rush.
SOPs also protect managers.

A manager cannot fairly hold employees accountable to a standard that has never been written, explained, trained, and
verified.

Clear SOPs make accountability more professional.

A manager can say:

“This is the standard.”

“This is why it matters.”

“This is how we trained it.”

“This is what needs to improve.”

“This is when we will follow up.”

That is stronger than correcting employees based on memory, frustration, or personal opinion.

A strong restaurant does not rely only on good employees.

A strong restaurant builds systems that help good employees succeed and help struggling employees improve.
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Current SOP Problem Review
Date:

Manager Name:
Restaurant / Location:
Department:
Use this worksheet to identify where your restaurant currently needs clearer SOPs.

1. Which station has the most inconsistent performance right now?

2. Which task is performed differently by different employees?

3. Which opening duty is missed most often?

4. Which closing duty is missed most often?

5. Which cleaning task needs a clearer standard?

6. Which food safety task needs a written procedure?

7. Which guest service task needs to be explained more clearly?

8. Which manager process needs a written SOP?

9. Which emergency situation does the restaurant need a clearer plan for?

10. What is the first SOP that should be created or improved?

Why this SOP matters:

Person Responsible:
Target Completion Date:
Manager Signature:
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2. What a Restaurant SOP Is

A restaurant SOP is a written standard for how a task, station, process, or situation should be handled.

An SOP should be clear enough that a manager can train from it, an employee can follow it, and another manager can
verify it.

A good SOP does not simply say:

“Clean the station.”

That is too vague.

A better SOP explains what clean means.

It may include:

What surfaces must be wiped

What products must be stored

What tools must be washed

What floors must be swept and mopped

What trash must be removed

What labels must be checked

What the manager should inspect before the employee leaves

A good SOP turns unclear expectations into visible standards.

SOPs can be used for many parts of restaurant operations, including:

Host stand procedures

Server service steps

Bar setup and closing

Cook line station setup

Recipe execution

Prep procedures

Dish pit flow

Cleaning tasks

Sanitation standards

Opening and closing duties

Guest complaint response

Manager walkthroughs

Cash handling

Labor cut decisions

Emergency situations

An SOP is not only a rule.

It is a training tool.

It helps new employees learn the job correctly. It helps trainers stay consistent. It helps experienced employees stay
aligned. It helps managers identify whether a problem is a training issue, a system issue, or an accountability issue.
An SOP should not be written once and forgotten.

Restaurant operations change. Menus change. Equipment changes. Staffing changes. Health department requirements
may change. Service standards may change. When the restaurant changes, SOPs must be reviewed and updated.
A weak SOP sits in a binder and is ignored.

A strong SOP is used during training, posted where employees need it, checked by managers, and updated when the
operation changes.
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SOP Definition and Purpose Page
SOP Title:
Department:

O Front of House

O Back of House

O Bar

OPrep

O Dish

0O Cleaning | Sanitation
O Management

O Emergency

0O Other:

Station / Process:
Purpose of This SOP:

Why This SOP Is Needed:

This SOP should help employees:

O Understand the correct process

O Follow the same steps every time

O Protect guest experience

O Protect food safety

O Reduce waste

00 Reduce mistakes

O Improve speed

O Improve cleanliness

O Ilmprove communication

00 Complete opening duties correctly
0 Complete closing duties correctly
0 Respond correctly during problems
O Other:

Who should be trained on this SOP?
0 New employees

O Current employees

O Trainers

0O Shift leads

00 Managers

0 All employees

O Position-specific employees:
How often should this SOP be reviewed?

O During onboarding

0O During position training

0O Weekly

O Monthly

O Quarterly

0O After a mistake happens

O After a menu, equipment, or process change
0O Other:

Manager Notes:

Manager Signature:
Date:
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3. What Every SOP Should Include

A strong SOP should be easy to understand and easy to use.

It should not be written like a legal document. It should be written like an operational tool.

Every SOP in this workbook should include the same basic structure so managers and employees know what to expect.
The most important parts are:

SOP Title

The name of the task, station, or process.

Department

The area of the restaurant connected to the SOP.

Station

The exact station or work area where the SOP applies.

Purpose

A short explanation of what the SOP is designed to accomplish.

Why It Matters

The reason the task affects the restaurant, the guest, the team, safety, food quality, cost, or accountability.
Who Performs This Task

The position responsible for doing the work.

When It Is Performed

The time, shift, situation, or frequency when the task should be completed.

Tools | Equipment Needed

The supplies, equipment, forms, or systems needed to complete the task.

Safety or Sanitation Notes

Any food safety, personal safety, chemical safety, allergy, equipment, or health department concerns.
Step-by-Step Procedure

The correct order of steps.

Quality Standard

What the task should look like when completed correctly.

Common Mistakes to Avoid

The errors that happen most often and should be prevented.

Manager Verification

How a manager, trainer, or lead will confirm the SOP was followed correctly.

Training Sign-Off

Confirmation that the employee was trained and can perform the task.

Review Date

The date the SOP should be reviewed or updated.

The “Why It Matters” section should never be skipped.

This section helps employees understand that the SOP is not just paperwork. It connects the task to real restaurant
outcomes.

For example:

A handwashing SOP matters because it protects guests, employees, and food safety.

A table greeting SOP matters because it shapes the guest’s first impression.

A line setup SOP matters because poor setup slows ticket times and increases mistakes.

A power outage SOP matters because lighting, refrigeration, cooking equipment, payment systems, and guest safety
may all be affected.

When employees understand why a procedure matters, they are more likely to take ownership of the standard.
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Basic Restaurant SOP Format
SOP Title:
Department:
Station / Process:
Purpose:

Why It Matters:

Who Performs This Task:

When It Is Performed:

Tools | Equipment / Supplies Needed:

agpLNPRE

Safety or Sanitation Notes:

Step-by-Step Procedure:
1.

2,

3.

7.

8.

Quality Standard:
The task is completed correctly when:

Common Mistakes to Avoid:

1.

2,

3.

Manager Verification:

Manager | Trainer should verify that:

0O Employee understands the purpose of the SOP.
00 Employee understands why it matters.

0O Employee can explain the correct standard.

0O Employee can perform the steps in order.

O Employee can complete the task during real shift conditions.
00 Employee can avoid common mistakes.

0O Employee knows when to ask for help.

0O Employee is ready for sign-off.

O Follow-up is needed.

Follow-Up Needed:

OYes

ONo

Follow-Up Notes:

Training Sign-Off:

Page 12



