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Supervisors & Event Manager 

 
Supervisors: Who are they?  

• They are passionate and take pride in executing events with excellence and our TC values at the 
forefront.  

• They care about our clients as well as our team members.  
• They see the big picture, manage timelines, and can motivate diverse groups of people to give 

their best for the duration of an event.  

Supervisors: What do they do?  
• Work together as one team  
• Manage and hold team members accountable  
• Review event paperwork  
• Check in their specific team members  
• Lead their specific team Pre-Shift  
• Manage the event timeline with collaboration of all Supervisors and Event Manager  
• Post event clean up and break down   

 
Supervisors: Who do they supervise?  

• Front of House Supervisor 
• Event Servers 

• Bar Supervisor 
• Bartenders 
• Bar Backs  

  
• Back of House Supervisor 

• Back of House Support 
• Expo 
• China Processor  
• *Event Chef – work together throughout the event   

 
 
Event Manager: Who are they?  

• Day of client ambassador  
• They are passionate and take pride in executing events with excellence and our TC values at the 

forefront.  
• They care about our clients as well as our team members.  

 
Event Manage: What do they do? 

• Blends TC’s operational capabilities with the designer's details and executes the event as 
planned 

• Navigates last minute changes with the client 
• The expert on the client throughout the event 
• Manage the event timeline with the collaboration of the FOH/BOH/BAR Supervisors.  
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Event Team Vision Statement  
"Our vision for the Special Events Team is that EVERY member feels connected to the work we do. Our 
team understands what a successful event looks like and what their purpose in the process is, that 
each team member has a voice and will be heard, and they have the ability to impact the success of 
every event. Special Event Team Members will feel ownership for our success by being accountable to 
our values and understanding the company vision. We will invest in the development of our Special 
Events Team and every member will be given opportunities to grow personally and professionally." 
 

Special Event Team Expectations 
1. As the face of Together & Company, you should be living our company values personally and 

professionally every time you clock in for a shift. Refer back to page 3 to review our values! 
2. Read your Banquet Event Order (BEO) Sheet before the event. All questions should be asked 

at least 48 hours prior to event. 

• Make sure you are aware of driving and parking directions, food and menu items, and the 
general timeline. 

3. Be on time! You can clock in 5 minutes before your scheduled shift.  
"On time" means that you are dressed and ready to work at the scheduled shift start time. 
Always give yourself enough time to park, find your event location, and get settled before 
clocking in. Being late does not set up your fellow teammates and the event for success! 

• If being late is unavoidable, call and inform your Supervisor immediately. Their contact info 
can be found on the BEO. 

4. Our clients and guests are our #1 priority! Always do everything you can to take care of them 
and provide the best customer service possible!  

• Maintain a pleasant, professional disposition. Do not show frustration or stress to a client.  

• If you are approached by a client or guest with a question that you do not know the answer 
to, or don’t feel comfortable answering, politely tell them you will ask the Supervisor.  

5. Follow all direction from your Supervisors. They have been entrusted to lead this event to 
success! 

6. No smoking in the building, in a delivery vehicle, or anywhere a client or event attendee can 
see you. 

• If you must take a smoking break, check with your Supervisor for an appropriate location 
and a time not conflicting with production or guest service. 

7. No gum chewing during an event.  
8. No eating or drinking within view of the client or guests.  

• Any personal food or drink must be kept with personal items and only eaten when the 
Supervisor gives the OK. Per the Ohio Health Department, all drinks must have a lid or cap.  

• Our catered food was paid for and is property of the client. No TC catered food should be 
consumed by staff unless the event is over, and the client has instructed the Supervisor to 
feed the staff. 

9. Absolutely no consumption of alcohol or any illegal substance prior to or during work hours. 
10. Cell phone are not permitted to be out during pre-shift meetings and events with the 

exception of Supervisors. 

• Please keep your phone with your other personal belongings. If you need to use your cell 
phone, check with your Supervisor first  

11. Keep work a positive place and keep everyone’s spirits up! Do not discuss personal problems 
with your coworkers while on the clock. Avoid participating or feeding into gossip. 
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Together & Company Time and Attendance Policy 
Being on time for your shift, or even a few minutes early is an excellent display of our core values. “All 
for one, one for all,” and “Do what it takes.” 
 
Attendance expectations 
Team members are expected to report in uniform and prepared to start their shift at the scheduled 
time. They are expected to work until the estimated out-time unless business demands allow for an 
early or late release. Out time adjustments will be determined by your shift supervisor. Ongoing time 
and attendance issues can lead to disciplinary action up to and including termination. 
Together & Company has a ‘strike policy’ for any attendance infractions or failure to meet attendance 
expectations.  
All variable, part-time and full-time team members are eligible to earn strikes if not meeting schedule 
expectations. Ongoing time and attendance issues can lead to disciplinary action up to and including 
termination.  
 
Planned Time Off 
For team members eligible for Paid Time Off, requests should be submitted at least two weeks in 
advance. Last-minute requests will be considered on a case-by-case basis knowing not all time off is pre-
planned. 
 
Unplanned Time Off 
Multiple days of absence due to the same illness or injury will only earn one strike. If your illness or 
injury requires extended time off (3+ days) or if you have medical restrictions or limitations when you 
return, details must be included in the doctor’s note before returning to work. Human Resources may 
ask for additional documentation as needed. Absences due to a death in the family are considered 
excused. 
 
Leave of Absence 
The strike policy does not apply to absences covered by the Family and Medical Leave Act (FMLA) or 
leave provided under the Americans with Disabilities Act (ADA). If an extended leave of absence is 
required, please contact Human Resources.  
 
Communication Process  
You must properly call off or call in late by following departments protocols. All team members must 
contact their direct supervisor if they will be late or not able to work their shift that day. If you are 
unable to call in yourself, be sure to have someone call in for you.  
 
Shift Modifications 
A shift modification is a request for any adjustment to the originally scheduled shift for any reason. The 
department manager will consider shift modifications on a case-by-case basis and should be requested 
via below protocol.  
To request a modified shift the team member would do the following: 

• Text or email your manager the needed shift modification  

• If approved, your manager will adjust the scheduled time according to the requested 
modification  

• If denied, appropriate strikes will be assigned if you do not work as scheduled 
If you need a shift modification because Together & Company had to change your original scheduled in 
time, follow the same procedures above for a penalty free shift modification. 
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Attendance Infractions  
Attendance infractions will be tracked with a strike system. All variable, part-time and full-time team 
members are eligible to earn strikes if not meeting schedule expectations. Receiving five strikes within a 
6-month period is grounds for termination. A strike will be removed from the team members 
accumulating total once six months have passed from the date the strike was received. Team members 
will be notified via email when a strike has been issued, and a written warning will be issued once a 
team member has reached three strikes. We do realize, however, that there are times when absences 
and tardiness cannot be avoided (such as illness or personal injury). This is why we have a no-fault 
system that allows you to accumulate some points before any disciplinary action is taken. It is expected 
that everyone will accumulate some points under this system. It is only when points become excessive, 
and warnings are issued, that a team member needs to be concerned about their attendance practices. 
Strikes are earned by: 

• Clocking in more than 10 minutes late for your shift = ½ strike 

• Clocking in more than 1 hour late for your shift = 1 strike 

• Clocking out more than 10 minutes before the end of your shift, without approval = ½ strike  

• Calling off within 24 hours of the start of your shift = 1 ½ strikes 

• Calling off within 1 week of your shift = 1 strike 

• No Call / No Show = 3 strikes 

• Shift modification requests within 2 weeks = 1 strike  

 
Any questions on this policy should be directed to your immediate supervisor or Human Resources. 
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StaffMate Overview 
When are Events Published? 

• Events are published mostly sometime throughout the day on Tuesdays and Thursdays.  

• There are other times throughout the week that events will be published.  
 
Picking Up & Approval of Shifts  

• Most events are published for everyone all at once and whoever picks it up first, will most likely 
be the one to fill that shift.  

• However, there are times that certain team members are requested for certain events which is 
why you may not see an event but another team member will.  

• There are also times that you may not be approved to work a certain shift even though you 
picked it up first.  

• If you ever want clarification regarding being denied for a shift, please contact the staffing 
phone.  

 
If you get a request to work a shift and you can’t work it, please deny the request as soon as possible so 
that I know you are unable to fill the shift. 
 
Please make sure that you are clocking in/out on StaffMate and signing in/out on the sign-in sheet for 
each event you work 
 
Always use the address on the BEO, not the one listed on StaffMate unless they are the same. 

 
In the below Screenshot, the "Account Settings" will need to be clicked. This will open a sub header 
with the "Pay" option.  

 
 

 
Once "Account Settings" has been clicked, the "Pay" subheader will be visible  
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• After hitting "Pay" you will have visibility into the hours worked, hourly wage, and dollar 
amount total made.  

• However, this pay does NOT include any tips that would have been added to the event.  
• The pay will also not be immediately visible; only once the hours have been approved will the 

pay be visible to the team member.  

 
 

Uniform Standards  
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Employee Parking 
 
High Line Car House (HLCH) Parking Lot 

• Always back-in when parking in the HLCH lot. 

• Make sure your parking pass is always visible. 

• Never park in front of the garage doors or block anyone in. 

• Always lock your doors and keep personal belongings and valuables out of sight! 
 
On event days, the parking lot will be closed for employee parking 
WHERE do I park? 

• The information about where to park for each event will be included in the Confirmation Emails 
that are sent out prior to each event, so please ensure you are diligently reviewing these when 
you receive them.   

• For any events that take place during the week (Mon-Fri) and begin before 7P, staff will park in 
the Grange Garage 600 S Front St 

o If you park in this garage, you receive a parking fob to enter into the garage prior from 
Manager of Food & Beverage  

o A parking validation sticker will still be needed; these stickers will be placed in the ES 
box for each event 

• For any events that take place on the weekends (Saturday & Sunday), staff will park in the 
Blenkner Garage 16 W Blenker St.  

o A parking validation sticker will still be needed; these stickers will be placed in the ES 
box for each event.  

 
HOW do I park in the garage? 

• Team members will be provided with validation stickers to ensure parking is free. When you 
enter the garage, you will receive a ticket. Before you leave the garage, place the validation 
sticker on the ticket before putting it into the machine. 

• Events Team: Supervisors will hand out validation stickers 

 
Fives Parking:  

• Park in lower level of garage – once you come in the garage, turn right and park  

• Come up through enclosed staircase at the south end of the garage  
 
 
Parking Reimbursement: 

• Together & Company will not reimburse the cost for parking for those working events at the 
HLCH.   

• When working offsite events, Together & Company will only reimburse for parking when it is 
stated on the paperwork and charged to the client.   

• Always plan for the time necessary to park and arrive on-time ready for success! 
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Shift Expectations: Before, During, & End 

 
Preparing for the Event: Team Member Roles 

 
Before Your Shift:  
Confirmation Email  

• Confirmation email is sent approximately 5 days ahead of the event 
• Confirmation email contains on site supervisors contact information 
• Attachments include BEO, bar details, event diagram, contract 
• Trainers/Trainee and guest staff information (Upshift)  
• Reminders on company values 
• Look for Red Bolded text at the top of the confirmation email that will pertain any important 

information for the event 
o Example: bring id, parking instructions, HLCH parking lot open or closed, etc.  

• Any event changes/edits will be cascaded with a “reply all” to that initial email 
 
Before Your Shift: BEO  

• A BEO (Banquet Event Order) is where all important event details are captured 
• BEO is where you can find 

o Uniform  
o Menu  
o Allergen information 
o Custom orders 
o Staff Parking 
o Event Timeline  
o Setup/tear down instructions  
o Venue information  
o Staffing/Staff Arrival Time  

Sales Partner:

Initial contact and closes 
the deal

Event Designer: 

Client point of contact, 
curates the event and 

brings client vision to life

Filed F&B Manager:

Schedules all staff and 
manages entire events 

team

Event Manager:

Day Of client ambassador

Event Supervisors:

Day Of team leaders
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Uniform Standards  
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During Your Shift: 
Pre-Shift:  

• Expectations during Pre-shift 
o No Phones  
o Ask questions! Participate! Be on Time! Pay Attention! 

• Supervisors hold pre-shift meetings. May be department specific or with the whole event team. 
o Share company announcements 
o Provide special event details 
o Set expectations of the team 
o Give team members assignments for the event 

 
Event Assignments: 

• Will include any one of the skills you’ve been trained on tonight.   

• Ask questions if you don’t know how to do your assignment 

• Always be aware of the timeline so you are in the right place on the right time, and you 
complete your tasks on time 

• Ask to learn something new and understand that there are some complicated events where you 
will be used at the tasks you most excel at.  Don’t take the supervisor delegating to you 
personally, they have absorbed many details before the event and are making decisions best for 
the event, the client and the company.  

Expectations during your shift:  

• Work as a team and remember our values at all times!  
o Do What it takes:  What’s an example of this (cross train and learn how to carry a tray, a 

new HORS… 
o Love What you do: What’s an example of this (Listen, Be prepared for the night, don’t 

lose steam… 
o Have Fun Doing it: What’s an example of this (pre-shift, returning to the same guest for 

a 2nd meatball, tell someone else they’re doing great… 
o Leave it better than you found it: What’s an example of this (Clean up spills, restock 

restrooms… 
o All for one, one for all:  What’s an example of this (taking food to the station chef, 

helping with dishes, loading & unloading the van together… 
 

BOH Etiquette  

• Be aware of your surroundings and noise level during event  

• Do not shout your needs into the air – communicate with supervisor and expo During event  

• Keep BOH area tidy and organized 

• Clean up after yourself 

• Do not turn this into “social hour” 

• If you are unsure of where something belongs, just ask! 

• Be a team player - assist your BOH team members when possible 

• Do not remove any food from the area without checking with BOH supervisor or Expo first 

• Be familiar with who is filling what role for the event 
This is extremely important for the success of the event! 
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End of Your Shift:  
• Make sure you complete your assignments the correct way and ask your supervisor for feedback 
• Leave the space better for the next team, pay it forward 
• Check out with your supervisor before leaving the venue 
• Clock In and Out on StaffMate 
• Sign In and Out on Sign In Sheet  
• Have fun and make friends with your peers!   
• Sign up for another event! 

Underage Drinking in Ohio: Child Permission to Drink Under Parent (legal Guardian) or Spouse 

Supervision 

Ohio state law does allow for parents to allow their children (or spouses who are over the age of 21 to 
allow their underage spouse) to consume alcohol, under certain circumstances.  
 
For a parent to consent for a minor to consume alcohol, the parent has to be physically present with the 
minor and supervising the minor at all times. The parent assumes all responsibility and consequences 
should the minor cause damage or injury.  

Restaurants, Event Venues, and Bars are legally allowed to serve alcoholic beverages to parents, 
knowing it will be consumed by a minor, but are also allowed to refuse to serve alcohol to a minor. It is 
at the discretion of the individual establishment. 

Together and Company Policy 

Together and Companies policy is that we do not serve any minors. 

If a parent/legal guardian or spouse orders for a minor, the bartender is to ask for the ID of the 
individual that they are ordering for. 

If ANY staff member witnesses a guest ordering/serving an alcoholic beverage to an underage guest, it is 
the staff members responsibility to tell the FOH or Bar Supervisor. 

• The FOH or Bar Supervisor should then ask for the underage guests ID 

• If they do not have an ID, then the drink is to be taken away and explain that is our company’s 
policy to serve only individuals 21 years of age  

• If the parent/guardian or spouse becomes upset about this, it is our companies right to refuse 
to continue to serve that guest 

• If the situation escalates, the guest/guests will be asked to leave the venue  

 
NOTE: Servers are not to get drinks for guests at tables.  If a guests ask you to get them a drink, kindly 
explain that per our company’s policy, you are not able to.   
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Alcoholic Drink Etiquette / Policies 
Servers DO NOT go up to the bar and get drinks for guests.  Bartenders are not able to monitor how 
intoxicated guest is if a server is coming up to get drinks for guests.  If a guest asks you to get them a 
drink, politely let them know that you are not able to do this per our companies’ policy.  
 
Together & Company Alcohol Serving Policy 
Together & Company believes in responsible service of intoxicating beverages.  There are five basic 
policies that you must adhere to at all times when bartending responsibly:   

1. Do not serve anyone under the age of 21. 
2. Do not serve anyone to the point of intoxication. 

3. Do not serve anyone who is already intoxicated. 

4. Do not allow someone to drive that appears to be intoxicated. 

5. Document any incidence that may happen as a bartender.  For example, if you cut someone off 

from drinking.   
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Operations Etiquette and How to load/unload Equipment  

There will be times when you will be helping to load and unload a van at an offsite an event.  The 
following outlines the steps for both.  

 

Operations Etiquette  

• Review of dish tank and cooler area  
o Overview of dish tank – turn on/off, draining  
o Cooler – review of donation/return to TC shelf  

• Review of Operations – Location of items and Etiquette  
o Tour of where items are kept, chaffers, disposables, linens, bar equipment, etc.  
o Hot Boxes – wipe out when returning from an event  

• Review of beverage area downstairs  

• Drop Zones – what to do when you do not know where something goes 

• Employee Areas/Personal Stuff  

 

Loading- Use Van #2  

Remind the group the following when loading vans  

• Try to keep like items together  

• Desserts packed on top 

• Temperature sensitive items kept together 

• Hot with hot, cold with cold  

• Keep hot boxes closed as much as possible 

• Make sure vans are packed securely 

• Use bungee cords  

• Do not try to move a hot box by yourself 
 
Callouts for Van #2  

• Proper way to operating the lift gate  

• Van MUST be turned on and the driver side window down when operating lift gate 

• What are the bungee cord straps inside the van used for  
o To lock speed racks in  
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Loading 
1. Before loading, review what you will be loading 

• Prioritize items which need to be unloaded immediately in the field, set them aside to be 

loaded last.  

• Some examples of items loaded last would-be linens, worktables, risers, and ice 

2. The FOH Supervisor should be calling off the items to be brought to the vehicle and highlighting 

items as they are counted and loaded on the delivery vehicle 

• NEVER highlight an item before all of it has been placed on the vehicle 

3. Begin by calling for the largest and most stable items 

• Equipment: large kitchen equipment, glass racks, china crates, flatware, buffet equipment, 

serving  utensils, chafers, service equipment, tables, chairs, and linens  

• Beverages: bar set-ups, beverages, and ice 

• Decor: props, votives, draping, centerpieces 

• Food: all food items and kitchen small wares 

4. One person should be on the delivery vehicle to organize the vehicle load, under the guidance of 

the FOH Supervisor 

5. Organize the delivery vehicle with consideration for weight and stability in transport 

6. Consider the entirety of your load when determining how high to place the racks, crates, tables, 

and chairs.  

7. Tables should lean against the side of the delivery vehicle if other equipment provides stability 

in your load; otherwise, tables lie flat on the floor of the vehicle 

8. Make sure all food and beverage Cambro’s are secure as they tip over easily 

9. Hang all rental linens 

Unloading  

1. Unload in the specified area per FOH Supervisor  
2. All items grouped together and brought to proper area by function 
3. Ensure all labels on bins are facing forward so everyone can read and know where things are 
4. Trash and recycling area should be first area to set up after you have unloaded 
5. Never store glassware or plate ware directly on the floor  
6. Discuss how to handle rental equipment vs. our equipment 
7. EVERYTHING should be clean, neat, and organized 
8. During the event, the blue bins should be organized to keep like items with like  

• Dirty dishes should be kept together, any items that belong in the Ops Department, 
etc.   

9. It is always wise if the FOH Supervisor is leading the repacking of the van as they know the 

amount of items brought that need to be put back into the van 

10. When loading the van before departure, keeping the blue bins separated and loaded by their 

contents will make unloading at the shop more efficient 

10. Trash and food should be loaded last.   

• Use a bungee cord to secure the garbage/compost to ensure it does not fall over and 

consequently soil the van 

11. Make sure you are keeping track of your unloaded items and putting all of them away at HLCH  

12. If you do not know where something goes, leave it on the Operations desk with your name and 

the name of the event you worked. 
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Table Set Up, Service Etiquette, and Bussing Tables  

Table Setup and Service 

The following activity will have you learn how to properly set up a table of 10 people for event service. 
During this activity, you will learn/practice the following: 

• Correct place setting 
o Plate ware, silver ware, napkins, place cards (meal card), and table décor   

• Checking of the chairs, floors around the table 

• Proper chair setup  

• Correct glassware placement  

• Dressing boats 

• Dessert plate  

• Beverage display  

• Discuss outdoor space setup – terrace and downstairs patio  

• How to wrap tray jacks  

• How to build a cab table  

• Two-hand serve 

• Tray service  

• Tableside wine service  

 

Service Etiquette  

• Host behind the host, what does it mean to be friendly but not familiar  

• Correct way to approach a table  
o Smoothly follow the person in front of you when delivering the food  
o The head of your line should be looking for your floor person 
o Know your place card indicators  
o Keep your thumbs on the edges of the plates when serving food 
o Leave left remove right  
o Confirm as you set down the dish: here is your Short Rib   

▪ Lead from your left, place the plate with your left hand over the left shoulder 
▪ Do not just drop and go  

o When placing your second plate, transfer your plate from your right hand to your left 
hand before placing in front of the guest 

o When you must reach across a guest, always excuse yourself 

• Find a way to say YES 
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Clearing/Bussing Tables  
It is the responsibility of every front of the house event staff member, including bartenders, to help with 
clearing/bussing tables and refilling waters during an event.  The following are the steps to follow:  

1. Always check with guests before removing questionable items from their table 

2. If there are guests present at the table, do not place your tray on the table to clear 

• For intimate dinner parties do not remove plates until all guests are finished 

• At banquet style events, begin clearing as guests are finished  

3. Remove all china and flatware from the right side of the guest 

• Leave teaspoon, dessert fork, and beverage glasses 

o Leave water glasses on the table up to a ½ hour before the event ends  

o Leave napkins on the table until after the cake/dessert has been served  

4. The importance of correct procedures for loading a tray cannot be overstated 

• Stack the heaviest items (i.e. plates) in the center of the bussing tray 

• If the tray is loaded in any manner of disorganization the chances of breakage are 

high 

• Don’t over stack your tray carry what you are comfortable with 

• Never leave dirty dishes on a tray in the view of any guest   

• If you do have breakage, let your ES know 

• If the breakage results in a guest getting drinks or food on themselves let your ES or 

EM know ASAP 

• It is far too easy to lose control of an off-balanced tray when the dishes are not 

loaded in the correct fashion 

5. Remove the flatware from the plates prior to stacking and neatly place them on the tray as 

close to the center dishes as possible 

6. Continue to maintain your table with water refills as needed 

7. Glasses and cups being of lighter material should always be arranged around the outer edge 

of the tray 

8. Coffee cups can be stacked on one another, but never more than two high 

9. The tray should be free from paper with few exceptions being cracker wrappers, and sugar 

or sweetener packets 

10. Normally it is safe to say that the tray is restricted to dishes, china, glassware, and 

silverware 
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Appetizer Display/Buffett Setup  

There will be times when you will be helping to set up buffet service for an event.                                                   
The following outlines the steps: 

1. Set up your buffet layout during the 2 hours of setup time before the event 
2. Fill your chaffers with 1 to 1 ½ water at this time. 
3. Tie a napkin to the lid of the chaffer to protect yourself when removing the lids  
4. Light the chaffers about a half hour before the buffet is set to open 
5. Have extra gloves and utensils in a bin under the table for quick access to replace  
6. Place Menu Cards in front of each item  
7. Drop all food (hot and cold) on the buffet 15 minutes prior to service 

• Generally speaking, the order in which food should be on the buffet is as follows: 
o Plates 
o Soup 
o Salad  
o Starch 
o Vegetable 
o Entrée/meat 
o Sauce for entrée 
o Silverware and Napkin (if not preset) 
o Dessert  

8. When removing the lid off of the chaffer, ALWAYS lift straight up, then tip the lid so the 
water/condensation drips back into the chafer and not on to the tablecloth  

9. When replenishing a chaffer, you should always take the entire food pan out and replace it with 
a fresh pan   

• Never leave a chaffer empty with steaming water in front of the guest, this is a burn hazard. 

• Always have the replacement pan ready to go into the chaffer immediately during service  

• Never transfer remaining food items into the fresh pan in front of the client  
10. Do not use kitchen towels to hold hot pans of food, use black service napkins 
11. Pans should be replaced when they are ¼ of the way full 
12. Do not use the serving tong/spoon that is in the food to help you remove the pan from chaffer 

• You may carry a teaspoon or butter knife in your apron pocket for this task 
13. When replenishing always make guests aware that there will be steam never leave an open pan 

of hot chaffer water or open fuel lit where the guests can come into contact 
14. Be sure to leave the serving utensil when replacing pans or platters 
15. When plattered food is in use and if there isn’t a backup platter, as the food depletes, rotate the 

platter so the full side is facing the guest 
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Serving The Food  
Passing Hors d’oeuvres 

In general, when passing hors d’oeuvres, there should always be at least 1 platter being passed at a 
time for every 50 guests.  

• Have more passed in the beginning of the party 

• Then begin to taper off as the evening progresses and the desire for food lessens 

• While passing, it is important approach the guests using the 10-5-2 rule: 
o   10 feet from the guest, make eye contact 
o 5 feet from the guest, smile 
o 2 feet from the guest, greet them verbally 

 
Directions on the proper way to pass Hors d’oeuvres at a special event 

1. When butlering, you should use a platter of hors d’oeuvre that is small and light enough to be 

held on one hand (your dominant hand). 

2. In your other hand, you should carry a stack of cocktail napkins 

3. When approaching the guests, it is important approach the guests using the 10-5-2 rule: 

• 10 feet from the guest, make eye contact 

• 5 feet from the guest, smile 

• 2 feet from the guest, greet them verbally: “Would anyone care to try the Firecracker 

Shrimp Crostini?” 

4. Try not to interrupt a conversation, and do not “worm” your way into a tight group of guests. If 

they ignore you, move on 

5. If anyone expresses interest, offer them a napkin first and then the platter 

6. If your particular hors d’oeuvre is served on a skewer, toothpick, or plate, or if it has a shell/tail 

(i.e. shrimp or oysters), you should collect these items from the guests.  

• Do not leave trash on your passing platter 

7. Once you have made your way to most of the guests, exchange your platter for another item 

and repeat 

8. Try not to approach the same guest with the same hors d’oeuvre more than once every 10 

minutes 

9. Use your discretion; if it seems as though you are annoying guests, or if the same group 

continually turns you away, you can reduce the number of times or even stop approaching them 

10. If the venue is full closest to the kitchen area that you are coming from with the platter, try to go 

around (when possible) to reach the guests on the farther side of the room to ensure they are 

getting passed hors d’oeuvres 
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Two-Handed Serve  
The two-handed serve is used a lot as the style of service at our events.  The following outlines how to 
serve a meal using this method 

1. In the BOH, line up in the order designated by your ES with your team of servers  

• You will have an experienced server leading you 

• Be sure you have two service napkins (black napkins) in case the plate is too warm 

for you to carry it barehanded 

• There should be no talking at this time. Everyone needs to be quite to focus 

2. When you are next in line, walk up to the expediting table 

• Do not take any plates until instructed to by the Expo  
3. Take your plates from the expeditor in the correct order they are given to you  

• Remember you will be serving the plate from your left hand first 

• This is important to remember this if it is a choice entrée, or if you are serving a 

vegetarian 
4. Line up with the rest of the servers that will be serving the table and begin to walk out to 

the event floor when instructed to do so by the expeditor 

5. If something shifts on your plate before you walk out the door take back to the expo 

and request a fix 
6. Stay in order in your line 
7. Follow the server in front of you, but not to close 
8. You will serve the guests at the table counterclockwise 
9. Serve from the left of the guest with your left hand 
10. Transfer the next plate from your right hand to your left hand and serve the next guest from 

the left 
11. Place the plate with the main entrée (the protein) at the 6 o’clock position of the guest 
12. Once both plates are placed, continue going around the table, NEVER turn around to go 

back 
13. Make sure you check back to see if the guests are satisfied with the entrée 
14. If when placing a meal and a guest has a request for a different meal, do the following: 

• If it a mix up of entrees take the plate back and communicate directly with expeditor 

and say I need a name of item on the fly  

• ONLY communicate to the expeditor  

• If the guest wants to change their order, let the guest know that we will try to 

accommodate as soon as possible but we need to ensure the rest, or the meals are 

served first 
o Let your FOH Supervisor know of the guests request  
o If the guest has an allergy, communicate the allergy request to your FOH 

Supervisor  
▪ FOH Supervisor will communicate with expeditor and with the guest  

• Never shout your needs into the air directed at no one 
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Loading/Carrying Large Oval Trays for Service 
The following outlines the proper and safe way to load and carry large oval trays 

1. Load larger, heavier pieces toward the center of the tray 

2. Load lighter, smaller pieces toward the edges of the tray 

3. Do not stack hot dishes on cold dishes, or vice versa 

4. When stacking dishes with covers, do not stack more than three high  

5. Place spouts of coffee and tea pots inward, but away from food and plates 

6. When lifting trays, bend at the knees, place carrying hand under the center of the tray while 

using your other hand on the edge to balance 

7. Raise tray to shoulder height and lift with your legs 

• The center of the tray should be positioned just above your shoulder 

• Do not hold the tray out in front of you 

8. Reverse process to set down on tray jack 

9. If you cannot lift a tray and carry it safely, DO NOT ATTEMPT IT 

10. Do not scrape plates on an oval tray in front of the guests 

11. Place silverware to the side, not between plates 
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