
SOP: Utensil and Serving Ware Placement Protocols
This SOP establishes utensil and serving ware placement protocols to ensure hygienic, efficient, and organized
handling during food service. It covers proper placement techniques, cleanliness standards, spacing guidelines, and
handling procedures to prevent contamination, facilitate ease of access, and maintain a professional presentation in
dining and catering environments.

1. Purpose
To define standardized procedures for the placement, handling, and maintenance of utensils and serving ware during
food service, so as to promote hygiene, efficiency, and aesthetic quality.

2. Scope
This SOP applies to all staff involved in food preparation, service, and setup in dining and catering areas.

3. Responsibilities
Food Service Staff: Responsible for the correct and hygienic placement of utensils and serving ware.
Supervisors/Managers: Ensure compliance with SOP and provide training as necessary.
Quality Assurance: Conduct periodic audits of utensil and serving ware placement.

4. Procedures

4.1 Cleanliness Standards

All utensils and serving ware must be washed, sanitized, and dried prior to placement.
Food handlers must wash hands and wear gloves when handling clean utensils/ware.
Inspect for damage or residue before use; replace if cleanliness cannot be confirmed.

4.2 Placement Techniques

1. Arrange utensils according to service standards (e.g., forks on left, knives & spoons on right, blade inwards).
2. Serving ware (plates, bowls) should be positioned in the sequence of use from outside to inside (starter to

main).
3. Utensil handles must face outward for easy and hygienic access.
4. Buffet setting: Place serving utensils with designated dishes, ensuring no direct contact with food surfaces

when at rest.

4.3 Spacing Guidelines

Maintain a minimum distance of 1 inch (2.5 cm) between utensils for accessibility.
Avoid overcrowding to minimize cross-contact.
Place napkins or utensil rolls in accessible, designated areas.

4.4 Handling Procedures

1. Only handle utensils by the handle, not by the eating surface or inside bowls/cups.
2. Replace fallen or contaminated utensils immediately with sanitized replacements.
3. Transport utensils in covered or protected containers when moving to service areas.

5. Monitoring & Non-Compliance
Supervisors will conduct routine checks before and during service periods.
Any observed deviation should be corrected immediately and documented.
Regular staff training and retraining as necessary.

6. Documentation
Record daily cleaning and placement audits on the designated checklist.
Maintain records of training sessions and incident reports.



7. Review
This SOP shall be reviewed annually or as needed based on updates to best practices or regulations.

8. Reference Table: Utensil & Serving Ware Placement

Item Placement Location Notes

Main Fork Left of plate Handles aligned at base

Salad Fork Left of main fork Outer position (first used)

Knife Right of plate, blade inwards Handles aligned at base

Spoon Right of knife Handles aligned at base

Serving Utensils Adjacent to serving dish Handles accessible; avoid direct contact

Napkins Left of forks or on plate Folded or in utensil roll

Plates, Bowls Center of cover or buffet line Stack if multiple; shield with cover if possible

9. Revision History

Version Date Changes Approved By

1.0 2024-06-01 Initial Release Food Safety Manager
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