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Restaurant Manager Onboarding Checklist

Onboarding & Training

MANAGER NAME START DATE

WEEK 1-2: ORIENTATION

RESTAURANT REPORTS TO

D Full restaurant tour — FOH, BOH, storage, office
D Meet every team member individually
D Work a shift in each position — shadow

D Review all SOPs and operating procedures

MONTH 1: OPERATIONS

0000

POS system — management functions
Scheduling system training
Inventory and ordering system

Health and safety procedures reviewed

D Opening and closing procedures mastered
D Cash handling and daily reconciliation
D Food cost and beverage cost explained

[:] Inventory count procedure

MONTH 1-2: PEOPLE & FINANCE

0000

Ordering process — suppliers and schedules
Maintenance request process
Guest complaint resolution — authority level

Health inspection readiness reviewed

D P&L statement — line items explained
D Labour cost management and scheduling
D Hiring process and interview technique

D Onboarding new team members

MONTH 2-3: COMPLIANCE & GROWTH

0000

Performance feedback and coaching
Disciplinary process and documentation
Payroll and timekeeping system

Team meeting — first one led independently

D Food safety management system understood
D Licensing and permits — what's required
D Alcohol service responsibilities

D Employment law basics for managers

90-DAY SIGN-OFF

0000

Marketing and local promotion opportunities
Online reputation management — reviews
Supplier relationships — key contacts met

30-60-90 day review with supervisor

Strengths demonstrated

Development areas

Manager signature

Regional manager / Owner signature
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