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How to properly set a formal dining room table setting

How will training affect the rest of the organization?

Being able to properly set a formal dining room setting will have a profound effect on the rest of the organization. The biggest impact will be made to the service staff. If the table isn’t properly set, the servers will have a hard time serving the guests. Because perception is everything and guests tend to be very picky about table settings, they will more than likely be in a bad mood if they see a messy table, thus creating more problems for the server before the meal even begins. If a restaurant or catering company begins to gain a reputation for having improperly set tables, more than likely their profit intake will decrease drastically, affecting the managers who make the economical decisions.  

What are the essential tasks for each specific job?

· Knowledge of linens

· Know the difference between a salad fork and a dessert fork

· Know the difference between water/white wine/red wine glasses

· Knowledge of different plates

· Knowledge of placements of each piece of silverware, plate, etc.

· Setting table square to the wall

· Setting silverware an inch off table edge in a straight line

· Knowledge of how to fold napkins
What are the personal strengths and weaknesses of each employee involved?

Weakness:

· Lack of setting in a straight line

· Consistency in place setting

Strengths

· Know the difference between a fork, knife, spoon

Who should attend this training session?


Any new front of the house employee who will have any interaction with the dining room tables should attend this program i.e. wait-staff, bus-persons, etc.

Where will this program take place?


This program will take place inside the restaurant. In order for this to be successful, the newly-hired employees, who are most-likely adults, need to learn in their environment and not in some office or classroom. They need hands-on experience. The only way to do this is to teach and show them the instruments they will be working with. 
When and how long will this training project take?

· Between the lunch and dinner shift
· Should take approximately 60-90 minutes depending on flow of program
Trainee’s Guide to Formal Table Setting in a Dining Room

Most people believe that in a formal restaurant, such as ours, food is what gives us our status. For the most part it does, but another contributor is our atmosphere and most importantly, our table settings. Any restaurant can serve delicious food, but in order to be truly successful in this industry, one needs to know how to properly set a dining room table. Many concepts have failed due to poor display quality in the dining rooms. A lot goes into this process. This workshop is designed to train you how to not only set a dining room, but educate you on every little piece of equipment and its function. As an added bonus, you can carry this knowledge and use it if you ever host your own formal dinner party!
Icebreaker (Pre-test)


The best way to break the ice between newly acquainted co-workers is to test their teamwork skills. In the center of the room there are enough materials to set a formal dinner table for six customers. Your job is to work together to figure out where everything goes. This is a test of dinner etiquette competence, team work, and speed. GO!

Now that you have worked together to attempt to set a table up to our standards it is time to get down to business. The following objectives in this workshop will be your guide to becoming a better co-worker in our restaurant.
Objectives for this workshop include:

· You will learn how to position tables and chairs and discern between the various linens

· Distinguish the many types of silverware and how to position them in their individual place settings
· Tell the difference between drinking glasses and their purpose

· How to set the miscellaneous items to make the table more decorative

· Learn how to properly fold napkins
Tables, Chairs and Linens

While our tables and chairs will, for the most part, remain stationary throughout the restaurant, there will be times when we have a reception that requires movement of them. At the end of the reception you will need to be able to return the tables and chairs back to their original position. In order to maintain equidistant spacing between each table, they have to be placed EXACTLY in their original positions. This task may seem extremely tedious at first, but after a few tries, you will be able move them back without giving it much thought.

Tables:

All of our tables in the restaurant are 54” round tables. Comfortably, they have a maximum seating capacity of six (6) people. 
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· When moving the tables, start with the outside perimeter and fill in from there.
· To leave adequate space for customers against the walls, make sure to leave about 54” or 4.5 ft. between the edge of the table and the wall.

· When lining up the tables, be sure to make sure the legs are parallel to the wall. If you flip a table over you will notice the four legs form a square. Line up two of the legs so that they run parallel to the wall.
· To allow for maximum comfort and spacing for both the customer and the wait-staff, our tables will be set up “checkered” style allowing around 3.5 feet between tables.
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Linens:

Unlike many restaurants, our linens are round and fitted specially for our tables.

· To center the fitted linen on the table, use the fold seams. It will look like a plus sign though the center of the table.
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Chairs:

To maximize capacity, it is essential for each chair to be placed in their correct position.

· Begin by placing one chair facing the north side (front of the restaurant) and another chair facing the south side (back of the restaurant). Center them between the two table legs.

· To fill in the remaining four chairs by placing two on each side of the table

· Avoid pushing the chairs into the linen. This can be done by spacing the chairs about 18” from the edge of the table to the back of the chair.
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· For chairs around the perimeter of the restaurant, remember to keep the chairs 36” or 3 feet from the wall.
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Setting Silverware

This stage of the table-setting process is certainly the most crucial. Table presentation is where other restaurants can fail. Here, though, we strive to be the best in, not only, our food presentation but our table presentation as well. This stage can be particularly tricky, though. While you want to succeed in having a great table presentation, you never want to go overboard. This is because you don’t want to take anything away from the food presentation. After all, the main idea of going to a restaurant is for the amazing food and how it is presented. That doesn’t mean, though, you can’t spruce up a dining room table. You would be surprised as to how many people have no clue how to tell the difference between a fork and a spoon; so before we actually set the table let’s get to know the different types of silverware.

Forks:


Salad Fork: Small, thinner fork used primarily for salads.
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Dinner (Entrée) Fork: Bigger, thicker of the two forks used in our restaurant. Long prongs on the end meant for easy pick up of fish or meat.
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Dessert Fork: Some establishments may have a fork that sort of is in between the salad and dinner fork in terms of size. Others will use an extra salad fork for desserts. For confusion’s sake, we use the salad fork as our “dessert” fork
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Knives:
Salad Knife: There are many restaurants that don’t utilize this mainly to save room. They just use the meat knife as well. The problem is that it can compromise the taste of the meat if you have dressing or other salad materials leftover on the knife. We use a separate knife whose edge is rounded and slightly serrated. It mimics our household butter knife.  
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Dinner (Entrée) Knife: This knife has a distinct edge and point sharp enough to cut into meat and fish.
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Butter Knife: Not to be confused with the salad knife, this knife is much smaller in size. It generally has an exaggerated round edge to aid in spreading butter. There are other restaurants that use what appears to be a mini-salad knife. This can also called a butter knife.
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Spoons:

Soup Spoon: “Over-sized” teaspoon with a large bowl-like end meant for holding soup. This large end makes it easier for the customer to eat his or her soup.
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Dessert Spoon: Very similar to a teaspoon in look. In setting a table at our restaurant, our dessert spoon and teaspoons are the same.
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Teaspoon: Also called a “coffee spoon” this is used to stir coffee or tea. It is brought when coffee or tea is offered.
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Pasta Spoon: This spoon is only brought out when our pasta dishes are served as means of helping twirl pasta onto a fork. 
Stemware

When it comes to a formal dinner setup, there are three glasses that are involved: the water glass, red wine glass, white wine glass. Typically, all three are set out and when wine is offered, whatever glass is not used is then removed to conserve space.

Water Glass: Has a resemblance to a goblet. This glass in standard in most restaurants and is generally the biggest glass on the table.
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Red Wine Glass: Glasses for red wine are characterized by their rounder, wider bowl, which gives the wine a chance to breathe. Since most reds are meant to be consumed at room temperature, the wider bowl also allows the wine to cool more quickly after hand contact has warmed it.
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White Wine Glass: White wine glasses are generally narrower with somewhat straight or tulip-shaped sides. The narrowness of the white wine glass allows the chilled wine to retain its temperature.
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Setting up the Table…FINALLY!!

Now you are ready to finally set a table in our restaurant. The key is to take all of the information that you have been taught and apply it to the job. At first, you may be a little cumbersome, but after a few tries it will be just like riding a bicycle. There are a few simple rules involved with setting a table in a formal restaurant. Follow these and you will 
· When setting a table, align silverware one inch from table.

· As for the order of the flatware, whichever piece is to be used first is placed furthest from center for correct table setting.
· The forks are on the left-side. From the outside is the salad fork, and the dinner fork is found on the inside closest to the plate.

· On the outermost part of the right-side, the soup spoon is found. Sometimes the teaspoon can be found on the outside before the soup spoon, but at our restaurant it is generally brought out with tea or coffee. Next to the soup spoon are the knives; the salad knife coming first followed by the dinner knife last.
· Remember, the blades of the knives need to face inward toward the plate.

· Directly above the area of the plate, the dessert fork and spoon can be found situated on their side. The rule of thumb when setting these two utensils is that the fork lies on the bottom, turned right, facing the knives while the spoon is on top, turned left, facing the forks.

· Next, place the butter plate above the dinner fork on the left side. Lay the butter knife on the top edge of the plate, blade-side down.

· After that, place the stemware down on the right side, beginning with the water goblet above the dinner knife. Next to that place the red wine glass and finally the white wine glass. It is extremely important to make sure that the glasses are CLEAN and CLEAR.
· Lastly, the coffee cup and saucer is brought out later on in the meal with the teaspoon on the right side. The cup is placed on the saucer but having the handle face the 4 o’clock position.

Setting the Center of the Table and Miscellaneous Items

Now the main part of the dining room table is set, you can move on to finishing up the center of the table. The center serves as both a station for salt, pepper, sugar, etc. and for any decorative materials that may fit a theme or season. We try to avoid anything too extravagant or gaudy in order to keep the customers’ attention on the food presentation. There are just a few reminders that need to be given in order to properly set the center of the table

· On the North and South side of the table place the salt and pepper together. Remember to always place the salt to the right of the pepper. 
· On the East side you can find the vinegar and oil for salads. Any other dressing is brought out with the salad.

· The west side is occupied by both the sugar bowl and sweeteners.
· Located in the center is the centerpiece. A nice bouquet of flowers is suitable.

Napkin Folding


The final step in setting a formal dinner table at our restaurant is napkin folding. While it isn’t a necessarily hard task to accomplish, napkin folding can certainly be a tedious one. Luck for you, we primarily stick to two basic napkin folds: the fan and the tent or pyramid. See the next few pages for a step by step guide on how to properly fold napkins. When finished folding a napkin, place it on the center where the dinner plate is located.

Conclusion

This concludes the training session on how to properly set a formal dining room table. Hopefully this information will carry you through your job here and even into your home. Here are the key points that were taught to you during this session and you should know in case of pop-quiz comes up (hint, hint):

· You learned how to set tables, chairs, and linens properly.

· All of the different silverware used on the table was introduced to you so now you can distinguish between a salad fork and a dinner fork.

· You learned about the three pieces of stemware we use: water goblet, red wine glass, and white wine glass.

· You learned how to properly set each piece of utensil, plate, stemware, etc.
· You learned how to fold two types of napkin folds: the pyramid/tent and the fan

The idea of this whole training session is to teach you a skill in hopes that you will be apply it to a real-life setting. Perhaps one day it will be you standing up here teaching this same material to a new group of employees. Good luck.

The Fun has Just Begun (Post-Test)

Now that you know almost everything there is to know about setting a formal dining table, it is time to put that knowledge to the test. Each of you will be assigned a specific table where you will need to FULLY set for tonight’s dinner on your own. All of the materials are provided for you. I am looking for accuracy and speed. While you will not be directly judged on your speed, you need to remember that speed helps in our industry. The faster we can changeover a table, the faster we bring in more customers. Prizes will be awarded to the top three employees who set the table ACCURATELY the fastest. Good Luck.
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