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Unit 410 Understand How to Plan Food Service 
 
 
Legislation and Food Service 
There are a number of laws and regulations relating to the sale of food and care of customers. These 
include: 

• The Trade Descriptions Act 1968 and Consumer Protection from Unfair Trading 
Regulations 2008 

• The Sale of Goods and Services Act 1994 
• Health and Safety at Work Act (including COSHH) 1974 
• The Food Safety Act 2009 
• The Data Protection Act 2003 

 
Legislation Information 
Understanding the law can be complicated. There are a range of sources of information about the law 
and codes of practice to ensure your procedures are up to date. These include: 

• Your Local Authority Office 
• The Health and Safety Executive (HSE) 
• The Office of Fair Trading 
• Food Standards Agency 
• The British Hospitality Association (BHA) 

 
It is important that you quickly identify any breaches of legislation, regulations and codes of 
practice to ensure you and your team are not vulnerable to penalties and that you are not putting 
staff or customers at risk.  

 
This can be achieved by: 

• Close monitoring of the food service operation 
• Informing staff of any non-compliance promptly 
• Taking corrective action to prevent any immediate risk 
• Reporting problems to the right senior personnel / authorities 
• Taking longer term preventative action such as staff training  

 
Equipment 
In order to provide effective food service you must ensure that equipment is available and in good 
working order. Before service commences check that: 

• You have the right equipment for the job  
• You have the correct number of items 
• It is safe and in good working order  
• It is clean and hygienic 
• Staff know how to use the equipment correctly and safely 
• That it is set up in the right place and is switched on (if applicable ) in good time 

In the event of equipment failure you should: 
• Remove the item from services or place a warning sign to prevent use 
• Inform staff and appropriate senior staff about the problem  
• Arrange repair or replacement as soon as possible, completing any relevant documents 
• Seek alternative ways to deliver the services 
• Inform customers of any likely impact to their service 
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Managing your Time 
Managing a food service operation requires a considerable amount of organising. If you do not manage 
your own time effectively you can easily become overwhelmed by the pressure which will then transfer 
to your team. To manage efficiently you should: 

• Work out a ‘time line’ or schedule to calculate time required for each stage of the operation 
• Identify all the tasks needed and delegate responsibilities appropriately 
• Communicate instructions clearly 
• Prioritise tasks and ensure the most important things are always dealt with first 
• Monitor activities and change your priorities to take into account any changes which arise 

 
Organising Resources and Managing the Team 
An efficient food service operation relies heavily on the activity of food service staff. As a supervisor or 
manager it is your responsibility to calculate the optimum (best) level of staff numbers and the mix of 
skills needed to carry out the work. 

   In order to ensure staff follow procedures and standards you must: 
• Provide the team with information about expected standards 
• Train staff to required standards 
• Provide briefings and update the team about changes to systems and procedures 
• Delegate tasks to individuals with suitable experience 

 
 
Service Problems 
  It is important to resolve any problems quickly in order to minimise disruption to service.  
  You should ensure that you have the authority to deal with a problem. If not, or you unsure 
  about what to do, you should consult your line manager. 
 
 
 
Typical problems might include: 

Service problem Potential solutions 
 
Short of staff 
 

 
Contact staff on rest days and ask them to do 
overtime 
Contact another branch and ask for cover 
Use an agency 
Rearrange duties 
 

 
Supply shortages 
 
 

 
Contact supplier and request emergency delivery 
Contact another branch and ask them to provide 
emergency supplies 
Purchase items from local supplier 
Change the menu 

 
Accident 

 
Arrange appropriate medical treatment 
Record details of accident 
Ensure any hazards are removed 
Warn others of any remaining potential hazard 
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In order to minimise disruptions to food service you need to: 

• Plan ahead and organise the resources you need 
• Communicate clearly with all those involved in service delivery 
• Keep people informed and let them know of any changes to service routine 
• Ensure that equipment is regularly maintained and replaced where necessary 
• Ensure that back up plans are in place 
• Assess any problems without delay and take corrective action 
• Report to appropriate senior personnel if necessary 
• Inform staff and customers of any enforced changes to service 
• Identify alternative products and services to minimise the impact on service and 

sales 
• Follow up with appropriate investigation as to why the problem occurred 
• Complete any necessary reports explaining what happened and actions taken 

 
Identifying Trends 
To ensure that you have sufficient staff to cope with the levels of demand, you need to be aware of 
trends and sales patterns (for example busiest periods of the week, seasonal variations). 
You can do this by: 

• Using your experience of daily customer activity 
• Examining bookings  
• Looking at historical sales information 
• Taking into account seasonal trends (such as Christmas / New Year) and special 

calendar events (such as Valentine’s Day) 
• Identifying any local events (such as nearby festivals, concert venues etc.) 
• Observing factors such as the weather which could change your usual volume of 

business 
As well as analysing information from the past and identified or predicted business in the future, you will 
need to calculate the staff, equipment and supplies needed by using your experience and those of 
others within the team  

  
The table shows examples of resources and what you will need to look at to help you plan for your 
needs. 

Resources Look at 
Staff Likely volume of customers 

Range of job roles and responsibilities 
Experience of staff available 
Non-availability of staff 

Equipment Inventory (numbers) of items available 
Condition of equipment / damage and breakages 
New products, services and methods requiring a change to 
equipment currently available 

Supplies Sales  
Turnover of different stock items 
Lead time for delivery (how long to get items) 
Availability from suppliers  
New items on menu 
Special events, parties etc. requiring additional supplies 



4 
 

 
Organising Staff Duties 
When organising staff to cover duties you need to consider: 

• Volume of customers and type of service (e.g. a buffet will require fewer staff than 
silver service) 

• Staff skills and experience 
• Holidays, sickness and maternity/paternity leave 

 
 
Communicating Procedures 
It is important to communicate clearly and appropriately to ensure procedures are followed correctly. 
This requires: 

• Effective use of company manuals, policies and procedures 
• Clear job descriptions 
• Team briefings and meetings 
• Regular staff training 

 
Contingency Planning 
 A contingency plan is a plan devised for a specific situation when things could go wrong. Contingency 
plans are often devised by businesses who want to be prepared for anything that could happen. They 
are sometimes known as "Back-up plans", "Worst-case scenario plans", or "Plan B". 
Examples of occasions when contingency action may be required include complete power failure, 
serious injury or death, outbreak of illness (e.g. swine flu), fire and terrorist acts. 
 
When developing a contingency plan you should ensure that: 

• Clear policies and procedures are in place. 
• Key individuals are identified to take charge of the situation.  
• Staff are trained in what to do. 
• Links to support services such as the police are in place. 
• Backups are in place (such as a portable generator). 

 
Staff Training 
To ensure staff deliver the best possible service it is important that they receive training and updates on 
the standards required. You can do this by: 

• Ensuring you have clear set standards for all staff to follow 
• Providing good induction and support to new staff 
• Providing staff with information (such as Health and Safety Policy / new menus) 
• Identifying training needs by observing business and staff activity 
• Setting a clear plan of when and how training will take place 
• Identifying the right people to carry out the training (e.g. external organizations or internal 

staff) 
• Ensuring staff are given the time to attend training 
• Monitoring business activity to identify any changes where additional training might be 

needed (such as changes the law, policy / new menus) 
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