Preparation Checklist

	Current

Status
	Policies & Procedures
	Action Required
	To Be

Completed By

	
	Standard recipes are used to prepare all products
	
	

	
	Laminated recipe cards are organized, easily accessible and kept in good condition
	
	

	
	Photos of menu items are displayed in the final prep area
	
	

	
	Kitchen staff uniforms are proper and clean
	
	

	
	Kitchen staff exhibits proper hygiene standards
	
	

	
	All employees wear slip resistant shoes
	
	

	
	“No cut” gloves are available and used in cutting areas and dish room, if needed
	
	

	
	Quantities issued into production are controlled and based on production pars
	
	

	
	Frozen products are properly thawed
	
	

	
	Prep tools are available in sufficient quantities
	
	

	
	Portioning tools are available and used in preparation areas
	
	

	
	Management regularly conducts portion tool audits to verify proper tools are being used
	
	

	
	Refrigerated products do not sit at room temperature any longer than necessary
	
	

	
	Bottles of sanitizing solution are plentiful and used to keep prep surfaces clean
	
	

	
	Prep cooks are trained to get the maximum yield from products and minimize waste
	
	

	
	Prep par quantities are based on current business activity are evaluated regularly
	
	

	
	Daily prep lists are prepared and posted prior to each shift
	
	


	Current
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	Policies & Procedures
	Action Required
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Completed By

	
	Realistic standard prep times should be developed and used to assign work assignments
	
	

	
	Prep cooks work in an organized manner and “clean as they go”
	
	

	
	Batch recipes are taste-tested before being used
	
	

	
	Portioning scales are used and are check regularly for accuracy
	
	

	
	No smoking or eating is allowed in prep areas
	
	

	
	Kitchen employees use beverage cups with a lid and straw
	
	

	
	The contents of kitchen trash cans are regularly inspected by management
	
	

	
	Containers of prepared products are date labeled
	
	

	
	Containers of individual portions are date labeled
	
	

	
	A system is in place to maintain sharp knives and blades 
	
	

	
	Rubber scrappers are available and used to get all the product out of “empty” jars, cans and bowls
	
	

	
	Staff members can not consume “mistakes”
	
	

	
	At the start of each shift one person is responsible for the safe utilization of the previous shift’s leftovers
	
	

	
	At the end of each shift one person is responsible for the collection and storage of leftovers
	
	

	
	A leftover report is prepared if quantities exceed a certain amount
	
	

	
	Line checks are conducted at the start of each serving period
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	Policies & Procedures
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	A system is in place to get hot food from the kitchen to the tables “HOT”
	
	

	
	A system is in place to get cold food from the kitchen to the tables “COLD”
	
	

	
	Expo maintains awareness of ticket times
	
	

	
	There is a constant sense of urgency to achieve target ticket times
	
	

	
	Management is made aware of late tickets
	
	

	
	Servers communicate to the kitchen through expo
	
	

	
	Quantities of key products used are compared with quantities of key product sales
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