Standard Operating Procedure (SOP)
Meal Preparation, Serving, and Dining Management

This SOP details meal preparation, serving, and dining management processes, encompassing food safety
standards, kitchen hygiene, meal planning and scheduling, proper food handling techniques, efficient serving protocols,
dining area organization, customer service best practices, allergy and dietary requirement accommodations, waste
management, and staff roles and responsibilities to ensure a seamless and safe dining experience.

1. Purpose

To provide clear, standardized procedures for preparing, serving, and managing dining operations that ensure food
safety, customer satisfaction, and operational efficiency.

2. Scope

This SOP applies to all staff involved in meal preparation, food service, and dining area management.

3. Responsibilities

Kitchen Staff: Food preparation, hygiene maintenance, adherence to recipes, and safe food handling.

Serving Staff: Food delivery, customer interaction, adherence to serving protocols.

Dining Manager/Supervisor: Oversight of operations, staff supervision, dining area organization, and customer
complaint resolution.

Cleaning Staff: Waste management, dining area cleanliness, and sanitation checks.

4. Procedures

4.1 Meal Planning and Scheduling

1. Designate menus according to dietary requirements and preferences.
2. Schedule meal preparation and serving times.
3. Verify ingredient availability and freshness prior to preparation.

4.2 Food Safety Standards & Kitchen Hygiene

. Wash hands and wear protective gear before handling food.

. Sanitize work surfaces and tools before and after use.

. Store raw and cooked foods separately to prevent cross-contamination.

. Monitor food storage temperatures (cold storage %o 4A°C, hot holding a%o¥ 60A°C).
. Label and date all stored foods.
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4.3 Meal Preparation

1. Prepare food according to standardized recipes and portion sizes.
2. Use clean, sanitized equipment and utensils.

3. Regularly wash hands after handling raw ingredients.

4. Avoid direct hand contact with ready-to-eat foods.

4.4 Serving Protocols

1. Assemble orders promptly and accurately.

2. Confirm customer allergies and dietary restrictions before serving.

3. Serve food at appropriate temperatures using gloves and proper utensils.
4. Greet each guest courteously and address any concerns promptly.

4.5 Dining Area Organization
1. Arrange seating and tables for ease of movement and comfort.

2. Ensure the availability of clean utensils, napkins, and condiments.
3. Maintain cleanliness and tidiness before, during, and after meal service.



4.6 Allergy & Dietary Accommodation

1. Maintain an updated list of ingredients and allergens for each menu item.

2. Clearly label menu items with allergen warnings.

3. Train all staff in the importance of cross-contact avoidance.

4. Offer appropriate alternatives for common dietary requirements (gluten-free, vegetarian, vegan, etc.).

4.7 Waste Management

1. Dispose of food waste in designated bins.
2. Recycle eligible waste materials as per local regulations.
3. Sanitize waste bins daily and monitor for pests.

4.8 Customer Service Best Practices

1. Maintain a welcoming, respectful, and attentive demeanor.
2. Act promptly on customer feedback and complaints.
3. Handle customer property and dining space with care.

5. Documentation

Daily cleaning and temperature logs
Incident/accident reports

Allergen and dietary accommodation records
Inventory and waste reports

6. Review and Update

This SOP will be reviewed annually or when significant changes in standards or operations occur.

7. Appendix
Task Responsible Person Frequency
Hand washing & hygiene checks All staff Before & after each shift/meal service
Work area sanitation Kitchen & cleaning staff Before/after meal prep and service
Temperature monitoring Kitchen staff Twice daily
Customer allergy record update Dining manager As needed

Waste disposal Cleaning staff End of each service
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