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ABOUT
US!
Your number one
recruitment agency
for the catering
industry

RAMSDEN
RECRUITMENT
Ramsden Recruitment is an Essex based recruitment

Our vision is to provide a reliable trusted service to our

agency and provides bespoke recruitment services to

clients through our extensive database of skilled and

the catering industry. Having worked within the industry

trusted candidates. We have built relationships with our

as catering professionals, we truly understand the value

catering professionals who are equally passionate about

of our clients resourcing needs. As such, we provide

delivering a great service and share the values that are

an around the clock service to be responsive to your

key to our business.

business requirements.
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DRESS CODE WHEN
WORKING FOR RAMSDEN
RECRUITMENT
There is no set dress code when working for Ramsden
Recruitment Ltd but you will be offered opportunities in
some of the most prestigious venues so looking smart
is desired. When you are offered an opportunity, it is
always explained what the dress code and presentation
requirements are for that specific role or placement.
Please note you are under no obligation or requirement
to accept a placement if you don’t have the correct
dress outlined in the offer. If you are unsure or don’t
have the dress code outlined for a placement but wish
to be considered for work, please contact l Ramsden
Recruitment office as we or the client may be able to
loan you the items in question.
Please do not buy or commit any expenditure to buy
or source any items of clothing or uniform from any
clients or third parties in relation to any work placement
opportunities we present to you without our approval.
If you have any questions in relation to this or think you
have the incorrect uniform or can’t
get some before your shift, always call your local
office. They may be able to provide you with some.
If you arrive at a placement in the wrong dress code,
please note you may be turned away as our clients
in some instances may expect their dress guidelines
to be adhered to work with them. We will always work
with you and the client to try and rectify any issues
of this nature to enable you to work.

this type, please speak to your Ramsden Recruitment
office and we will see if it’s possible to loan you one.
BOTTOM HALF:
Nails: Nail varnish and/or fake nails are generally not
permitted by clients.
Trousers: Male or female, clients generally want staff
to wear a pair of plain black trousers. Generally, no
jeans, pinstripes, skinny fit, grey, navy or leggings style
bottoms would be welcomed with a standard school
type of trousers being desired. If you do not have
trousers of this type please speak to your Ramsden
Recruitment office and we will see if it’s possible to loan
you a pair.
Shoes and Socks: Clients generally look for staff to have
plain black socks and enclosed, flat, black, shoes. Please
speak to us if you do not have this style of shoe and
want to work a placement.

For a few top tips on how to look presentable and for
some example dress codes please see below:

Specific Uniform: Many venues and clients will have
specific dress codes for agency workers such as
branded shirts or tops, ties, aprons or name badges.
Any uniform being borrowed should be looked after as
it belongs to the client so please ensure it is returned.

TOP HALF:
Hair: If it is longer than shoulder length it may be
needed to be tied back. If issued to you hair nets
or caps need to be worn correctly.

Specialist Uniform: If you ever need to get any specialist
uniform, clothing or equipment for a placement you
are working with us please contact your Ramsden
Recruitment office to discuss in the first instance.

Face: Make up to a minimum. Many clients request that
workers are clean shaven.

Outside Uniform: If you are working a shift that is
mainly outside you may be allowed to wear warm
layers. Please discuss this with your Ramsden
Recruitment office and the client in question if you are
due to work in cold conditions.

Jewellery: No facial piercings or visible jewellery.
Most clients will specify their own rules and you will be
informed of these, but as a general policy, no jewellery.
Shirts: Some placements want staff to be in plain black
or plain white shirts. Generally, clients want shirts with
no patterns or pinstripes that are long sleeved with no
t-shirts worn underneath. If you do not have a shirt of
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Before your shift, please ensure you have gone through
this checklist so you are ready to work. If you are not
sure about any specifics for the event do not hesitate
to ask your booking manager or ring your Ramsden
Recruitment office.

PRE SHIFT CHECKLIST

PLACE SETTINGS

A FEW DAYS BEFORE THE EVENT:
1.	Where is the event and how are you going to
get there?

3 COURSE PLATED SETUP
Take note of how a table is traditionally set, this may
differ at different venues.

2.	Have you researched the event you are working
at for any extra information about the venue
or the role you are doing?

TABLE LAYOUT
Ensure tables and chairs are all set up to the same
specification.

3.	Do you know the dress code guidelines for the
placement? If you don’t have the correct dress
code and wish to work have you spoken to your
Ramsden Recruitment contact?

KNIVES AND FORKS
Place both sides of the plate, forks on the left and
knives on the right, dessert cutlery at the top of the
plate. Knives should face the same way towards the
left. Place side knife on the side plate, just off the centre
to allow space for the bread.

THE DAY BEFORE THE EVENT:
1.	Have you replied to your confirmation text, so the
booking staff know you are attending?
2.	Are there any planned engineering works or
obstacles that could affect your journey tomorrow?
3.	Have you noted down the name and number of the
Ramsden Recruitment associate meeting you at
the event, so you can contact them if any problems
arise on your journey to your shift?
4.	If food is not provided at your shift, have you got
some food ready to take with you?
5.	Do you need to take anything else with you, pen,
notepad etc?
THE DAY OF YOUR SHIFT:
1.	Have you text your booking manager letting them
know you are on your way?
2.	Have you ensured that you have left any
unnecessary belongings at home?
3.	Have you allowed ample time for travel and any
disruptions that may occur?
4.	Have you located your Ramsden Recruitment
Associate and signed in with them?
5.	Have you remembered to bring your ID? It is
essential for check in at every shift.

GLASSES
Position in a triangle or diamond on the right hand side
of the plate, angled inwards from right to left- meaning
the guest will not reach towards the person next to
them. However this may differ from venue to venue.
It is important that all places in the venue are set up the
same! Red wine glasses are usually bigger to allow air to
flow and the wine to ‘breathe’.
BOXING A TABLE
Tablecloths on buffet tables and drinks stations are
often ‘boxed’ to leave neat square edges without
overhanging excess cloth.
1.	Place the cloth over the table and align the bottom
edge neatly with the floor. Place your index finger on
the front corner of the table to pin the cloth in place
– Keep your finge fixed at this point throughout the
process.
2.	With your other hand pinch the back corner of the
tablecloth and pull the pinched corner to the front
edge so that the cloth is level at the front.
3.	Pull the excess cloth from the side round so it
tightens to give a square. Smooth out any crease
to leave the tablecloth square.
4.	Move the pinched cloth back down towards the
bottom corner.
5.	All of the excess cloth should now be folded inwards
in a triangular shape.
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TRADITONAL
NAPKIN FOLDS

PLATED
SERVICES

THE ROSEBUD
1.	Lay the napkin face-down in front of you. Fold the
napkin in half diagonally, with the open end pointing
away from you.

THE CROWN
1.	Lay the napkin face-down in front of you. Fold the
napkin in half diagonally, so that the open ends are
pointing away from you.

CARRYING 3 PLATES
1.	Place three middle fingers on the bottom of the
base plate, this is the base for carrying and clearing
plates.

BE ALERT:
If a table has not been ‘completed’ and guests are
waiting to be served notify a supervisor or approach
the customer.

2.	Fold the far- right corner up diagonally so that the
point rests on top of the far corner. The edge of this
new flap should lay on the centre line.

2.	Fold the right-corner up so that the point rests
directly on top of the middle-corner. The edge of
this new flap should lay on the centre line of the
napkin. Repeat this on the other side, bringing the
left-most corner up to meet the middle-corner,
creating a diamond shape.

2.	Spread your thumb and little finger across the rim
of the base plate. Keep your thumb and finger
straddling the plate as wide as possible.

GIFT OF THE GAB:
REMEMBER customers are buying the ‘experience’,
not just the food and drink. Try and refrain from generic
phrases such as ‘was everything ok?’. Personalise
the service, ask questions specific to the event, food
or occasion.

3. 	Repeat this step on the other side, bringing the leftmost corner up to meet the far corner, creating a
diamond shape. Flip the napkin over with the open
end pointing away from you.
4.	Fold the bottom of the napkin up about 3/4 of the
way as shown and press the fold down well. Flip the
napkin over. Curl both sides up so they meet in the
middle and tuck one into the other.
5. Stand it up and straighten it out.

3.	Fold the bottom of the napkin up about 3/4 of the
way and press this fold down well, then fold the
smaller triangle down so the point rests on the near
edge of the napkin. Press.
4.	Curl the left and right sides of the napkin up so they
meet in the middle and tuck one into the other.
Stand it up and pull the two corners standing upright
down, curl them to give a palm-tree effect.

3.	Place second plate on forearm, thumb and little
finger completing the all-important ‘three points
of contact’ technique!
4.	Carry the third plate with your free hand.
DINNER IS SERVED
Solid food is served to the guest’s left hand side, liquids
(coffee, soup, drinks) are served to the guest’s right
hand side. The guest is always addressed from the right
hand side.
Serve the table in a clockwise direction. The first guest
to be served is usually distinguishable by the salt and
pepper being in front of them.

MOST COMMON DIETARY REQUIREMENTS
YOU MAY COME ACROSS:
Vegetarian: People who do not eat meat
Vegan: People who do not eat anything that comes
from an animal: meat, eggs, dairy products
Lactose Intolerant: People who cannot eat dairy
products – milk, cheese, cream, butter
Celiac (Gluten Free): People who cannot eat Gluten –
wheat, oats, rice and barley.

When serving customers, try and keep any additional
plates away from the table in order to minimise any
spillages.
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SILVER
SERVICE

FOOD
SERVICE

Silver service is a form of service where food is served
at the table by spoon and fork from platters carried by
waiters. This is a very traditional means of serving. The
spoon is wedged between the fore finger and the little
and middle finger. The fork is pinched close to the top
with the index finger and the thumb- the curved back of
the fork should fit into the curved front of the spoon by
moving the spoon upwards.

TEA & COFFEE
Tea and coffee service is often served following the
dessert course. If cups and saucers are not already on
the table, you should approach the table with a napkin
covered tray with the correct number of saucers, cups
and teaspoons. Setting the saucers in the middle of the
tray, cups around the edge and teaspoons in one cup
will help balance it.

Always remember: serve to the guests left hand side,
bending down low and place the flat tray of food as
close to the plate as possible. Pay attention to the
presentation of the food on the plate and make sure
this is consistent on all plates essential for check in at
every shift.

When arriving to the table you should make the cup and
saucer up on a tray, do not assemble it on the table! You
should place a cup on the top saucer with the handle
facing towards the right and place a teaspoon under the
handle. Pick up the saucer with the cup on top and place
it in front of the customer.

CLEARING
Once the guests have finished their food you will
usually return to the tables to clear away finished plates,
cutlery and glass. Before clearing make sure that all
customers on the table have finished their meal.

Before pouring tea and coffee, check that milk, sugar
and any complimentary mints or chocolate are easily
available for the customer. When pouring tea or coffee,
pick up the saucer with the cup on top and pour away
from the customer to prevent injury if a spillage should
occur. Make sure you leave room for the milk and
be careful not to burn anyone with a hot coffee pot,
particularly if there it is a tight squeeze between tables.

1.	Plates should be ‘cleared’ from the guest’s right
hand side, whilst making sure that any additional
plates are kept away from the table. You may have
to politely ask customers to move aside. Plates are
stacked on the foreman with the same ‘three points
of contact technique’.
2.	Pick up both the knife and fork and scrape any down
onto the plate below. Make sure you are stood well
away from your customer when you do this or turn
to one side if you are pushed for space. Place knives
at 12 o’clock position on the base plate, placing forks
on top of the knives at 3 o’clock, scraping all surplus
food onto the base plate. Always scrape away from
the customers.
3. 	Once cleared, the base plate can be placed on top of
the scraped plates and carried with two hands back
to the kitchen.

DEFINITIONS
“PASS” Usually a long table, where the food
presentation is checked and finalised before it is passed
over to the service staff, It is the main
point of communication between front of house
and the kitchen.
“FRONT OF HOUSE” OR “FOH” The front of house is
the area where diners sit. Front of House staff are the
waiters, waitresses, and hosts who interact with the
guests. These staff are said to be “on the floor,” since
they are visible representatives of the venue.
“BACK OF HOUSE” OR “BOH” The back of house is the
staff area, where cooks and other support staff work.
As a general rule, the back of house is a staff-only area.
The back of house is the area in which food is stored
and prepared, and it typically includes other staff areas
such as a break room and changing area.
“KP” OR “KITCHEN PORTER” A person employed to
wash dishes and carry out other cleaning duties in the
kitchen of a restaurant or hotel.
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BACK OF HOUSE
THE KEY TO AN EXCELLENT FRONT OF HOUSE
IS AN ORGANISED BACK OF HOUSE
Many people believe that the key to excellent front
of house service is having an extremely organised back
of house operation. Kitchen Porters, although back of
house and unseen by the customer, need to possess
initiative and a degree of independence. So whether
you are a kitchen assistant or a customer service
assistant, please make sure you read up on this
to ensure the back of house area is always clean,
tidy and efficient.
AFTER SERVICE Undoubtedly, various bits of crockery
and cutlery will need drying and “polishing” so make
sure you know where to find the relevant things like hot
water, cloths and spray.
Once each bit of equipment is dry and polished, you
should put it back to where it belongs. Usually large
plates get stacked neatly, cling filmed (to stop dust
going on them) and then put into a crate, small plates
the same but into a different sized crate, bowls the
same etc. If you are stacking cups, all handles need to
face the same way.
Large forks need to be separated from small forks; large
knives need to be separated from small knives.
It is essential that this separation is accurate so that the
next time it is all used it is ready to be put out. Clean
glasses need to be put into crates facing down (it is
easier to get them out using the stem then), if they are
dirty use bucket to pour out dregs and store them in the
crate facing upwards so everyone knows exactly which
ones have been polished.

At the end of the night ensure you have swept and
then mopped all the floors. Remember your shift
doesn’t finish until the area is as clean and tidy as
when you arrived.
DISHWASHERS At large volume events it is common
for the back of house team to be given an industrial
dishwasher to speed up the clear down process. When
using this equipment be sure to organise your dirty
crockery before stacking neatly into the loading trays
provided, ensuring that you use the overhead spray to
remove the bulk of the leftovers. It is also a good idea to
pay attention to the cleaning down of the dishwasher at
the end of your shift so that you can do it yourself next
time.

DEFINITIONS
“CLEARING STATION” - A clearing station is an area
where front of house staff will scrape plates into a bin,
separate cutlery into relevant trays and stack crockery
(and anything else like butter dishes sugar bowls etc.)
neatly on top of a table ready to be washed. If clearing
glass, front of house staff will need to pour dregs into
a bucket.
“POLISHING” - Polishing means removing all finger
prints and soap off the item after drying. For this, all you
need to do is spray a small amount of solution onto the
item and use a dry cloth to remove any grease, finger
prints and soap marks.
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BAR SERVICE
DEFINITIONS
OPTIC A device that attaches to a bottle, dispensing
a measure each time you depress it.
MEASURE: gin, rum, vodka and whisky (25ml, 35ml,
or multiples of these), and wine (by the bottle or
specified quantities of 125ml & 175ml or multiples
when sold by the glass or carafe in sizes of 250ml,
500ml, 750ml or 1 litre). Licensing conditions require
that free tap water is available and that beer, cider, gin,
rum, vodka, whisky & still wine are available in
the minimum sizes specified above.
WAITER’S FRIEND: a popular type of corkscrew with
a folding body, similar to a pen knife.
SETTING UP FOR A BAR SHIFT:
·	As with all shifts, get yourself familiar with your
surroundings. Ask yourself: where are the nearby
toilets and cash machines? Where can the guests
buy cigarettes? Have I got a spare pen? What time is
last orders? Do I have change? Do I have ice?
·	Know your products: check the draught beers,
bottled beers/baby and split mixers/alco pops/
alcohol free drinks. Look on the till to see what price
the drinks are, you will often get asked how much
something is! Look at the optics to see which spirits
are available, check the standard measurements as
well as any wine lists.
·	Cut lemons and limes in preparation.
·	Locate and replenish (if needed) the Speed rack
and ice box – located under bar top. The speed

rack is filled with a few of the most common spirits
(normally vodka, gin, rum, tequila) so you don’t have
to go to the bottles behind you. You will also find
store and pour containers with a few of the most
common juices (orange, lime, cranberry).
HOW TO BE A GOOD BARTENDER
Most is common sense, customers will be impressed
with a few simple customer service tips.
Heads up bartending: Service starts as soon as
a customer walks into the bar/event, key to making
people less impatient is catching their attention, let
them know that you know they are there! Greet them
with a smile. Where applicable give them a clean menu
and napkin.
Maximising sales: managers will be impressed if you
can maximise their sales. If a customer asks for a gin
and tonic, ask them positively with a nod of the head
if they want a double or a large. Make them aware of
drinks promotions and let them know if you able to
provide table service at the venue.
If selling alcohol ID everyone who looks under
25 (accept passports and UK driving licence).
Only make the sale if customers are 18 and over.
Always ensure you are wiping the bar down and keeping
it clean during service. You do not want
a customer leaning on a sticky, wet bar. There are
two types of bar cloth – Bar mop which is to clean
the bar top, and a Bar Towel which is used for
polishing glasses.

THE ART OF
DRINKS SERVICE
·	Always place a napkin down in front of the customer
for the drink to go on
·	Drinks to be poured in front of the customer
where possible.
SOFT DRINKS: Ice, garnish (lemon or lime), straw.
SPIRITS AND MIXERS: ESP (every serve perfect)
-meaning a cool clean dry glass, plenty of ice, garnish,
straw. Be aware of different measures, try and
maximise sales.
COCKTAILS: A cocktail is a combination of different
products which create a specific balance of flavours.
Popular types include: Bloody Mary - this is a savoury
cocktail, blending vodka as the spirit with tomato juice
and normally a splash of lemon juice, Worcestershire
Sauce and a dash of Tabasco hot sauce, Mojito a Cuban cocktail that mixes light rum with sugar/lime/
mint leaves mixed together with ice and topped up with
soda water, Margarita - one of the best known cocktails
blending Tequila, sweet orange liqueur such
as Cointreau and sour lime juice, White Russian a blend of fresh cream, Kahlua and Vodka.
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MIXED DRINKS: This is a more simple mix of normally
a spirit and a soft drink. Popular types include: Bucks
Fizz- a combination of champagne and fresh orange
juice, Rum and Coke, Vodka and Orange juice, Gin
and Tonic.
BITTER: Cool clean dry branded glass usually tulip
shaped, open tap and quickly pour, try not to touch
the glass with the nozzle. Hand pull: place nozzle fully
into the glass until touching the bottom, usually 3½
pulls will pour the perfect pint. You may need to pump
some beer through the line before you pour the pint.
Where necessary top-up to give 5-10mm of head. Some
systems may vary.
STOUT/GUINNESS: Use a cool clean dry branded glass,
again tilt at 45degree angle and pull down tap smoothly.
Bring the drink to the top of the harp emblem or
¾ of the way up the glass. Place on the bar facing the
customer (where appropriate) and allow it to settle.
To top up slowly push the tap away from you to fill up
the rest of the pint- creating a domed head.
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TOP TIP!

HOW TO POUR THE
PERFECT PINT
Customers drink with their eyes. The perfect pint
should both look and taste great. A pint should legally
consist of 95% liquid and 5% head, any more or any less
and we may be short-changing the customer or our
place of work! Following these simple instructions will
guarantee a perfect serve, every time, without fail.
STEP 1 Select a cool, clean, dry branded glass. Any
liquids, debris or heat already in the glass will effect
both the taste and look of the drink.
STEP 2 Hold the glass at a 45 degree angle to the tap.
Open the tap quickly to pour. Never touch the nozzle
with the side of the glass. This can affect the taste of
the drink and is considered unhygienic.
STEP 3 Slowly tilt the glass until nearly full. Refrain from
letting the beer hit the bottom of the glass initially,
swishing the glass to create false head or pouring from
a height. Although common techniques by bartenders
these actions disperse the gas in carbonated beer,
create a flat or overly frothy pint and ruin the overall
look. Remember- customers drink with their eyes.
STEP 4 Some lager pumps you will be able to push
the tap back to create the perfect head, some may have
a small button on top of the tap. Ensure that you leave
1cm (5%) head on each pint.
STEP 5 Place the drink on a drip mat, bar towel or clean
napkin with any brand or label facing the customer.
Ask the customer if they would like any other drinks
or products.

AT THE END OF
YOUR SHIFT
·

Collect, wash and polish glasses

·	Empty any bottle bins and take dispose of general
rubbish.
•	Make sure the bar is clean and dry- using the
recommended cleaning procedures. You may be
asked to remove nozzles from the beer pumps.
•	Cashing up a Till- Often if you have used a till during
your shift, you will be required to count all the
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Remember names and orders. refill water
jugs and ice buckets before hte customer has
to ask. Offer to help with other queries even
if they are not drinks related.

WINE WAITING
& DRINKS SERVICE
monies in the till drawer at the close of business and
accurately enter the information on a Cashing up Sheet.
This will then be checked by a team leader. You are
responsible for any discrepancies between the actual
cash and till report.
·	Please note you may be ‘milked’ during your shift.
This will involve a team leader or supervisor taking
away any large amounts of cash you may have
accumulated during your shift.

CELLAR INFORMATION
The cellar is the area where bottled and draught drinks
are stored, chilled and dispensed. This is a notoriously
messy area. It is important that the cellar is kept
clean, well-organised and well ventilated. Store stock
neatly in date order, using the oldest stock first. When
connecting your kegs ensure that the keg connector is
lined up correctly with the fitting on the barrel. Once
connected the barrel line will pressurise. You will need
to ensure the gas is switched on and the fob is full
before bleeding the valve. Any beer drained from the
fob can be poured in to a bucket.
No beer? Check there is beer in the keg, the fob is full
and the gas is turned on and full.

SAFETY
The cellar often contains several possible hazards gas cylinders, chemicals etc. Consumables may also
be stored here, so it needs to be kept clean. Hazards
should be minimised with the following guidelines:
· 	Restrict entry to the cellar. Only trained persons
should be allowed to enter.
·	Clear up spillages immediately to prevent slipping
hazards.

As a wine waiter you will provide a personalised drinks
service to seated guests often at large events. This role
is very customer focused and requires much more than
simply serving drinks. You will have to display excellent
interpersonal skills in order to build a rapport with the
customers.
Drinks: Collect a tray covered with a napkin, take orders
at the table starting with the main guest, if possible
calculate the amount and collect monies at the table,
relay all drinks from the bar back to the table ensuring
everything is always carried on a tray. Be careful
carrying the tray, avoid holding with two hands. Try
and make space at the table to rest the tray if you are
carrying a full round of drinks.
OPENING WINE
•	Place the knife of the bottle opener on the top of the
lip of the bottle neck and turn the bottle to cut and
remove the foil cap
•

 URN THE BOTTLE NOT THE KNIFE
T
TO PREVENT INJURY

•	Screw the cork screw all the way into the cork – only
screwing half way in may cause the cork to snap!
•	Placing the lever on the rim of the bottle, lift the
handle up to remove the cork – take care not to get
cork inside the bottle
•	Pour wine from the right hand side of the guest,
making sure the label is visible. A glass of wine
is approximately 2/3 (175ml) full
•

RED WINE served at ROOM TEMPERATURE

•

WHITE WINE and ROSÉ served CHILLED

Sauvignon blanc – Dry, tart and acidic with herbal
flavours as well as tropical fruit.
Popular Reds:
Cabernet sauvignon – Full-bodied with herbal notes.
Merlot – Fruity, spicy. Very soft, less tannic than
Cabernet sauvignon.
Pinot noir – Delicate and fresh, very soft tannins with
fruity aromas.
Zinfandel – Typically zesty, ranges from medium to full-bodied.
Rose:
A pinkish type of wine that is often very light and crisp

TABLE SERVICE
•	First things first
Introduce yourself clearly to your tables, let them
know you are there for them should they need
anything throughout the evening. First impressions
count for everything in this environment.
•

Tidy tables, happy customers

Clearing glasses, cutlery and rubbish from the tables
is essential to keeping your guests happy. Glasses
shouldn’t remain empty, either Replenish Replace or
Remove. At the end of the shift it is likely that you will
be tasked with collecting any remaining plates, cutlery
and glasses. The more you can collect during the shift
means the less to collect at the end.

BASIC WINE TYPES
Popular Whites:

·	Scrub the floor regularly to prevent mould and
fungal growth.

Chardonnay – Fruity, buttery, with
a velvety feel that’s typical for dry white wines.

·	Keep the cellar at a constant temperature of
10-12°C.

Pinot Grigio (aka Pinot Gris) – Simple, light-bodied, dry
and crisp.

·	Use gloves and safety glasses for using line cleaners
and chemicals in the cellar.

Riesling – Usually very sweet, with intense fruit flavours.
Much lighter than chardonnay.
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CHEF AND
KITCHEN STAFF
“Don’t forget clean whites and sharp knives”, is
the usual line our chefs hear shortly before their
assignment. Our chefs can be placed with either large
brigades in nationally recognised restaurants, corporate
dining, contract catering, match day hospitality on
a permanent or temporary basis. It is important
that you have the right approach to team work.
Whilst working as a Chef with Ramsden Recruitment
Recruitment you might be working a barbecue one day
then plating fine-dining desserts the next. As such it is
vital that we know as much as is possible about
your skills.
Your main tasks will include:
·	Preparing, cooking and presenting food in line with
required standards
·	Making sure that food is served promptly
·	Monitoring food production to ensure consistent
quality and portion size
·	Keeping preparation at the right level
·	Stock control
·	Following relevant hygiene, health and safety
guidelines
To do well as a chef, you will need:
·	The ability to work under pressure
·	A keen interest in food and cooking
·	Strong communication and leadership skills
·	High standards of cleanliness and hygiene
·	The ability to do several tasks at once
·	Creativity and imagination for food presentation
·	The ability to work as part of a team
·	Good organisational skills
Here are some of the tips that our Professional Kitchen
staff have had to offer:
•	Get a good knife from the kitchen on site for
the shift
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CHEF AND
KITCHEN STAFF
·	Sharpen your knife before service on the shift
in question
·	Mis-en-place – if you don’t have your station set
or all ingredients weighed out and portioned in front
of you you’ll be wasting time and playing catch up

Food Hygiene

Cleaning

Good food hygiene is all about controlling harmful
bacteria, which can cause serious illness. The four main
things to remember for good hygiene are:

Effective cleaning gets rid of bacteria on hands,
equipment and surfaces. This helps stop harmful
bacteria from spreading onto food.

·	Cross-contamination

·	Make sure that all your staff wash and dry their
hands thoroughly before handling food.

Tips on starting a dish:
·	Dry fry or fry dried herbs in a little oil to revive
their flavours

·	Cleaning

·	Season lightly

·	Cooking

Tips to finish a dish:
·	Montee au buerre or finish with butter – fat is flavour
and finishing a sauce, risotto, stew with a knob of
butter enriches the dish

Cross-contamination

·	Add a splash of cream to enrich sauces
·	Add a twist of lemon – it freshens the final flavour
•

Taste, taste, taste

In the kitchen:
·	Speak up, acknowledge your chef’s instructions
·	Lookup, what do you have to cook next, and the
check after that…
·	Clean as you go, you have to meet hygiene
standards. See our blog on hygiene standards.
Dress Code
It is important you know the correct dress code for
your placement. Some chef placements may need a
worker to turn up in chef jacket, skull cap, apron and
chef trousers. If you are unsure what to wear or what
you may need or do not have the items desired by the
client please contact your local Ramsden Recruitment
representative. DO NOT BUY any items or equipment
without speaking your local Ramsden Recruitment
office first.
Safety shoes
You may need to have safety shoes for some kitchen
placements. If you do not have safety shoes please
speak to your local Ramsden Recruitment office as we
might be able to loan you a pair out of our stock. Please
DO NOT BUY any items or equipment without speaking
to Ramsden Recruitment first.

·	Chilling

Cross-contamination is when bacteria are spread
between food, surfaces or equipment. It is most likely
to happen when raw food touches (or drips onto)
ready-to-eat food, equipment or surfaces. Crosscontamination is one of the most common causes of
food poisoning. Avoid cross-contamination by doing
the following:
·	Clean and disinfect work surfaces, chopping
boards and equipment thoroughly before and after
preparing food.
·	Use different equipment (including chopping boards
and knives) for raw meat/poultry and ready-toeat food.
·	Wash your hands before preparing food and
thoroughly after touching raw food.
·	Keep raw and ready-to-eat food apart at all times,
including packaging material.
·	Store raw food below ready-to-eat food in the fridge.
If possible, use separate fridges.
·	Provide separate working areas, storage facilities,
clothing and staff for the handling of ready-to-eat
food.
·	Use separate machinery and equipment, such as
vacuum packing machines, slicers and mincers, for
raw and ready-to-eat food.
·	Separate cleaning materials, including cloths,
sponges and mops, should be used in areas where
ready-to-eat foods are stored, handled
and prepared.

·	Clean and disinfect food areas and equipment
between different tasks, especially after handling
raw food.
·	Clear and clean as you go. Clear away used
equipment, spilt food etc. as you work.
·	Use cleaning and disinfection products that are
suitable for the job and follow the manufacturer’s
instructions.
·	Disinfection products should meet BS EN standards.
Check product labels for either of these codes:
BS EN 1276 or BS EN 13697. Do not let food waste
build up.
Chilling
Chilling food properly helps to stop harmful bacteria
from growing. Some food needs to be kept chilled
to keep it safe, for example food with a ‘use by’ date,
cooked dishes and other ready-to-eat food such as
prepared salads and desserts. It is very important not
to leave these types of food standing around at room
temperature.
·	Check chilled food on delivery to make sure it is
cold enough.
·	Put food that needs to be kept chilled in the fridge
straight away.
·	Cool cooked food as quickly as possible and then
put it in the fridge.
·	Keep chilled food out of the fridge for the shortest
time possible during preparation.
·	Check regularly that your fridge and display units are
cold enough.

17

EM PLOY EE H A N D B O O K

CUSTOMER
SERVICE

CODE OF
CONDUCT

People judge each other and form an impression
within the first 7 seconds of being introduced. Their
first impressions will dictate their overall experience.
Presentation plays a key role in providing an excellent
first impression.

When working for Ramsden Recruitment, our Code
of Conduct must be followed at all times, whether
you are working in themed attractions, hospitality,
betting, hawking or any job offered to you by Ramsden
Recruitment.

Complaints: leaving a LASTing impression means
that we…

Attitude and Honesty: We will do our utmost to care
for you as a member of the Ramsden Recruitment
team, abiding by the principle of honesty in every
interaction. In return, we expect you to endeavor to
do your best for Ramsden Recruitment, our clients
and your colleagues. In doing so, together we aim to
succeed in everything we do.

Listen to the customer’s problem
Apologise to the customer even if it was not your fault
Sympathise and imagine how you would feel in their
situation
Thank the customer for bringing the issue to your
attention
Remember: Remain calm and professional throughout.
Customers will expect a solution to their problem so
make sure any issues are not left unresolved. Every
complaint should be the LAST!
Cooking

This is what you need to do to keep food safe:

Thorough cooking kills harmful bacteria in food. So it is
extremely important to make sure that food is cooked
properly. When cooking or reheating food, always check
that it is steaming hot all the way through.

·	Always wash your hands

It is especially important to make sure that you
thoroughly cook poultry, pork, rolled joints and
products made from minced meat, such as burgers
and sausages. They should not be served pink or rare
and should be steaming hot all the way through. This is
because there could be bacteria in the middle. Whole
cuts of beef and lamb, such as steaks, cutlets and whole
joints, can be served pink/rare as long as they are fully
sealed on the outside.

·	Tell your manager if you have vomiting or diarrhea
and do not work with food

·	Wear clean clothes
·	Wear an apron if handling unwrapped food

·	Take pff your watch and jewellery
·	It’s a good idea to tie hair back and wear a hat
or hairnet
·	No smoking
·	No eating or drinking whilst working with food

WORKING WITH FOOD?
WHAT YOU NEED TO KNOW
BEFORE YOU START
It is easy for you to spread bacteria to food without
realising. These bacteria are invisible and could make
customers ill. Your personal hygiene is important.
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·	Avoid touching your face, coughing or sneezing
over food
·	Cover cuts with a brightly coloured waterproof
dressing

Feedback: Working for Ramsden Recruitment is a two
way process. As a company, we enjoy being able to
offer staff work on behalf of our clients. What you may
not realise is that the way you apply yourself during
shifts directly affects the direction of our business.
We regularly receive feedback on the capability of our
staff from clients. This feedback ultimately dictates our
ongoing relationship with the client and our relationship
with you.
Operational Information: Every member of staff is
expected to arrive on time, either via our transport or
by making your own way to the venue. Large amounts
of money or valuable items are to be kept to a minimum
to reduce the risk of loss, theft or suspicion. If you do
have any valuables declare them with the Ramsden
Recruitment management team. We will not tolerate
any illegal activity by means of breaking the law.
Furthermore, if you are ever unfit to work it is essential
to notify us in good time.
Alcohol and Drugs: Food and drink is central to many of
our clients and therefore there is often alcohol around.
We recognise that alcohol is part of our business and
part of people’s social lives outside of work. However,
drug and alcohol abuse can threaten the health and
safety of our staff, it may damage workplace morale
and undermine our relationship with clients and
colleagues. Therefore, we have a zero tolerance policy.
Smoking at Work: We request that staff refrain from
smoking at our clients’ venues and during any customer
facing roles. Smoking may be permitted during
a designated break or mealtime whilst on shift, however
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HEALTH AND
SAFETY
Hygiene
·	Clean hands, clothes, surfaces, equipment, bodies
and habits!
·	Avoid contamination of food surfaces by separating
raw and cooked food, covering, refrigerating, and
cooking.
·	Report any sickness, skin infections, open cuts and
sores to a Supervisor.

this is subject to client and management approval.
Smoking is harmful so we discourage any staff from
smoking at all.

use of social media as a great source of information
but be cautious and regulate to avoid issues with
confidentiality.

Equality and Diversity: Ramsden Recruitment Ltd
operates an active equal opportunities policy based on
mutual respect regardless of gender, race and sexual
orientation. Any intimidating behavior, discrimination or
bullying amongst staff, clients or management will not
be tolerated and must be reported to a member of the
Ramsden Recruitment management.

Security Procedures: Use your initiative when deciding
what to bring to work. Do not carry unnecessary
amounts of cash or valuable items whilst on duty.
Any valuable items brought are done so at your own
risk. We recommend that you only need to bring the
following items to work: mobile phone (switched off),
enough money to get home, car/house keys.

Confidentiality: It may be that during your time as
a member of the Ramsden Recruitment team you
are presented with confidential client, colleague or
supplier information. Confidential information refers to
any information or knowledge you may obtain during
your time with Ramsden Recruitment Ltd including
any written material, business insight or audio/visual
material. It is the right of any Ramsden Recruitment
associate to assume that Ramsden Recruitment
staff will remain professional at all times when in
receipt of any information that may be of a personal
or confidential nature. It is also your right to assume
any confidential or personal information disclosed to
Ramsden Recruitment will be handled professionally.

No unauthorised persons will be allowed to enter our
venues or events. You may encounter VIP or celebrity
guests during your shifts, it is your responsibility to
remain professional at all times and only stay within
your designated work environment. Please respect
a customer’s right to confidentiality.

Social Media Policy: It is unacceptable to discuss
confidential work information online or via any social
media network. Remember once something is posted
online it is there forever. If you ever have any issues
or problems, please call your Ramsden Recruitment
office, where we will be willing to help, as opposed to
posting it on any social media site. We encourage the
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Theft: which includes the removal of company,
colleague’s or client’s property is unacceptable. You
may be searched when entering or leaving the building
or venue, do not be alarmed by this it is standard
procedure at many of our venues. You will be paid for
the time this takes as it is working time if this practice
is used.
Suppliers and Affiliated Businesses: the Ramsden
Recruitment team extends beyond your colleagues and
managers. Transport companies, offices and suppliers
are to be treated with the greatest respect. An example
would be leaving litter on Ramsden Recruitment
transport or not returning a client’s uniform.

•	If you are lifting with someone else, both of you
know what you are doing before you start
You should adopt the following technique when lifting
the load:
·	Put your feet around the load and your body over it
(if this is not feasible, try to keep your body as close
possible to the load and in front of it)
·	Use the muscles of your legs when lifting

Pregnancy

·	Keep your back straight

If you are pregnant, you need to inform your Ramsden
Recruitment office, so we can carry out relevant health
and safety checks and inform clients.

·	Pull the load as close as possible to your body

Manual Handling
Manual handling is any transporting or supporting of
a load by one or more workers. It includes the following
activities: lifting, holding, putting down, pushing,
pulling, carrying or moving of a load. Incorrect manual
handling is one of the most common causes of injury
at work. It’s particularly common in the hospitality
industry. It’s really important you take care of your
health and especially your back.
Before lifting the load, you should plan and prepare for
the task. Make sure that:
·	You think First: assess the task (Access and
Obstructions)
·	You know if you need Assistance: always ask if
heavy/bulky or if you feel uncomfortable performing
the task yourself.
·	You know where you are going, and risks associated
with manual handling in the workplace
·	The area around the load is clear of obstacles
·	Doors are open and there is nothing on the floor
that could trip someone or make them slip
·	You have a good grip on the load

·	Lift and carry the load with straight arms
If you are pregnant, we ask that you please don’t carry
out manual handling and ask for assistance if needed.
Fire and Emergency Procedures
-	When arriving at an event, familiarise yourself with
fire exits and assembly points. On hearing the fire
alarm remain calm and do not panic! Ask clients to
proceed to the nearest fire exit and assembly point.
If you do not know where to go wait in the nearest
available outdoor space.
·	At large venues there may be stewards and
security staff who control any evacuation: follow
their instructions and do not get in their way. Your
responsibility is to yourself- make sure that you
exit the building and report to your supervisor
or Ramsden Recruitment representative at the
assembly point.
·	Doors and fire exits must be left clear at all times
and remember that the entrance you used may not
necessarily be your exit.
·	Remember: do not stop for personal belongings,
do not use lifts, do not leave the assembly point
unless instructed by your supervisor, do not re-enter
the building until informed by management under
instruction from the Senior Fire Officer.

·	Your hands, the load and any handles are not
slippery
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HEALTH AND
SAFETY

FREQUENTLY ASKED
QUESTIONS

FREQUENTLY ASKED
QUESTIONS

Equipment Safety

How do I get told about upcoming shifts?

·	Please take care when using power-operated
machinery. Used wrongly it could cause your or
others serious injury or death.

Your first port of call to find out about shifts is to log
onto Utrac and check your job board. Here you will be
able to apply for shifts which are suitable for you and
in your area. We will sometimes also send out emails
and text messages about available shifts. All messages
will include the key information about location, timings,
dress code etc. but you will receive full information in
a confirmation email and/or text typically 24-48hrs
before the event. It is very important that you reply to
all Utrac job board, email and text messages as quickly
as you can so that we don’t have to chase you to see if
you’re available.

any shift. We may be able to reimburse travel expenses
and travel time for some shifts if this has previously
been agreed.

6 hours in a day you are entitled to a 20 minute rest
break. If you are under the age of 18 you are entitled to
a 30 minute rest break for every 4.5 hours you work.

If you are London staff, we advise you to make your way
to your placement for the day as the majority of venues
are very accessible. If we are providing assistance with
transport, then the exact details of this will be explained
clearly to you before the shift.

How much do I get paid?

·	Please report any faulty equipment immediately
and do not use it.
COSHH- Control of Substances Hazardous to Health
Some chemicals may be harmful to you or others.
Ensure at all times you follow the instructions below:
·	Do not use chemicals unless you have been trained
to do so.
·	Always read the labels and follow all instructions
carefully.
·	Always store chemicals in the correct containers
provided.
·	Wear protective clothing if required.
·	Wash your hands thoroughly after using chemicals.
·	Make yourself aware of all the correct first aid
procedures should any incidents involving
chemicals occur.

How much work will I get?
The flexibility nature of the work means that the
number of shifts offered to you can differ from week
to week. There are no guaranteed hours of work. If you
do a good job you will get more work and so will we!
The Working Time Regulations 1998 provide that the
working time of a worker shall not exceed an average
of 48 hours for each 7-day period unless the worker has
agreed in writing that this limit shall not apply in his/ her
case. Working for Ramsden Recruitment may require
you to sign a Working Time Regulations opt out waiver.

·	All accidents must be reported to your supervisor
and a member of the Ramsden Recruitment team
and then logged in the accident book

A worker over the age of the 18 in most scenarios is
entitled to a period of 11 hours of uninterrupted rest
time in each 24-hour period. A worker under the age of
18 is entitled to a period of 12 hours of uninterrupted
rest time in each 24-hour period.

·	Use your initiative and never put yourself in danger.

What is the dress code?

In the event of an accident

Dress code and presentation requirements vary
between shifts and details will be explained for each
shift in the initial and confirmation placement message.
Refer to the dress code section for more information
about dress code and presentation.
How will I travel to shifts?
If the location of a shift is easily accessible, we will
expect you to make your own way. For shifts that are
more difficult to get to we sometimes arrange transport
by means of minibus or coach as an option. This is only
an option and you are free you make your own way to
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Please be advised that often shifts have approximate
finish times and can sometimes overrun. If your
shift runs later than expected, staff need to plan for
potential late finishes and accordingly their transport
arrangements.
I have confirmed to work a shift but am no longer
available; what should I do?
If you accept a shift you should always do your best to
attend. If you have accepted a shift and your availability
changes you should inform an Ramsden Recruitment
manager with as much notice as possible. You can
contact your booking manager or your local Ramsden
Recruitment office. It is always good to check that a
manager has received your message. Not letting us
know at all, or ignoring phone calls and messages
asking if you’re still available is the worst thing you can
do. It gives a very bad impression and leaves us in a
difficult situation of not knowing if you’re going to turn
up or not. If you do not attend without letting us know
beforehand, it will appear on your profile as a failed to
show. After failing to show, or cancelling last minute
on up to three occasions, your account will be made
inactive and Ramsden Recruitment will not be able to
offer you any more work.
When will I be fed when I am working?
You are not guaranteed a free meal when you are at
work so it is always a good idea to take some food and
drink with you. You should only consume food and
drink when you are on a designated break and are in a
designated break area. When on-site your team leader,
supervisor or manager will allocate a break for you.
Will I get a break when I am working?
If you are over the age of 18 and work more than

You will receive financial entitlement for every hour you
work. You should always sign in and out of every shift
and it is a good idea to keep a note of your hours. The
rate of pay depends on the type of shift and roles which
you will carry out. You will never be paid less than the
National Minimum Wage relative to your age.
At the date of issue of this statement you will be paid
£(basic rate of pay) per hour plus £(12.07% of basic rate
of pay) per hour holiday pay . Particulars of your earnings
and deductions are itemised on your payslip. You will be
paid in arrears by bank credit transfer each week. Rate of
Pay £8.92 + 12.07% of basic rate of pay per hour, holiday
pay = £10.00 per hour. The illustration above is just an
example and does not reflect or agreed per hour salary.
When will I get paid?
You will get paid weekly by BACS transfer on the
following Friday for shifts completed during previous
week. Timesheets will not be processed without an
authorised signature. To ensure prompt payment
please ensure timesheets are emailed to
info@ramsdenrecruitment.co.uk on close of play on the
following Monday. Failure to do so will result you being
paid on the following week.
Will I have to pay tax or other deductions?
Based on your current status you will receive a tax
code for your work with Ramsden Recruitment. This
corresponds to the amount you can earn before you are
required to pay tax contributions. This amount can be
affected by factors such as other jobs you may have. If
you earn over your threshold to pay deductions (such as
tax, national insurance, student loans or pensions), the
respective bodies will make these deductions before
you receive payment to your bank account and this will
be outlined on your pay slip.
For more information about income tax or claiming
overpaid tax back visit www.hmrc.gov.uk/incometax.

23

EM PLOY EE H A N D B O O K

Due to the new legislation which has been recently
introduced in regards to pensions and saving for
retirement as of the 1st January 2014 all staff who work
for Ramsden Recruitment have access to a company
pension scheme. Our pension scheme is with the
National Employment Savings Trust (NEST). If your
earnings are sufficient and you meet the eligibility
criteria you will be automatically enrolled into our
company pension scheme. This process will commence
if you meet the meet the following conditions:

discussed with Ramsden Recruitment management at
the time

·	You are not already a member of a qualifying
pension scheme

Why did I get sent home from a shift, when I turned
up on time and in the right uniform?

·	Are between 22 years old and state pension age

At Ramsden Recruitment Ltd, when we have shifts
that require a high volume of staff, we often provide
clients with more staff than they originally asked for,
to compensate for people who don’t turn up to their
shift and/or last-minute number changes. Most of the
time clients will take all the staff we provide to them,
however, occasionally they don’t and, unfortunately,
that means we have to send staff home. We have to
keep providing clients with extra staff to ensure we
maintain a good relationship with clients and keep
guaranteeing a high number of shifts. If this happens,
you will receive 2 or 3 hours pay as compensation if
you are sent home, depending on the shift in question
and your experience at the discretion of the Ramsden
Recruitment Ltd representative. This is to cover your
time on site and any costs you incurred.

·	Earn at least £9440 a year (£787 per month)
·	Work, or usually work, in the UK
If you earn above £787 in any given month we will
write to you informing you have met the automatic
enrolment criteria. We will then typically review your
earnings over a three month period to check your
earnings are sufficient before you are enrolled into
the company pension scheme. If you have any more
questions about this Pension scheme, don’t hesitate to
call your local Ramsden Recruitment office.
How can I access my pay slips?
You will be emailed your payslip on or just after pay day.
Please email info@ramsdenrecruitment.co.uk if you
have not received it.
Who do I speak to if I have a pay query?
If you think you have been paid incorrectly after
checking your Utrac account and your payslip then
please email info@ramsdenrecruitment.co.uk and we
will deal with your query as soon as possible. Please
include as much information as you can about exactly
where and when you have worked during the month in
question.
Is there opportunity for additional responsibilities?
Ramsden Recruitment managers are always looking
for workers with potential and a great attitude to be
offered additional responsibility. We always receive
feedback (both positive and negative) from clients
and supervisors. We are able to offer team leader,
supervisor, managerial roles, and temporary and
full-time office support staff opportunities to workers
who have proved their commitment and competency.
These roles often have a higher pay rate which will be
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What do I do if I experience an issue on shift or have
a compliant?
If experience something that makes you concerned
or uncomfortable regarding a shift or your experience
with Ramsden Recruitment Ltd, contact us by emailing
info@ramsdenrecruitment.co.uk. We will try our best to
resolve the issue and prevent it happening in future.

Now you have read this employee handbook please sign and date as
acknowledgement that you understand everything that has been set
out within this handbook.
Name: ............................................................................................ Date: ...............................................................

Signature: .................................................................................................................................................................

My shift started at a certain time, but I had to wait
outside the venue after that time, before I was sent in.
Will I get paid for this wait?
Yes. If a shift takes long to organise and staff don’t
go into the venue at the time their shift was supposed
to start, we pay them from the original start time of
their shift.
Friend Referrals
We are always on the lookout for great staff. One of the
best ways to find these is through your friends. If you
have any friends that may be interested in joining our
team, please e-mail info@ramsden recruitment.co.uk
As a little thank you, we will give you £20 per person
you refer once they have completed 4 successful shifts
with us and you get to work alongside your friends.
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MEET THE TEAM

BEN CHARLTON

LUKE ELLIOTT

With solid experience in the catering and

With 15 years in the catering industry working up to

hospitality industry, Ben has extensive connections

a position as Executive Chef, Luke has hands on

and is an exceptional relationship builder.

experience of what it takes to run an operation smoothly.

SARAH NEWMAN

SANDRA MORGAN

Sarah has been with us since the birth

Sandra manages all of the account support for

of Ramsden Recruitment and is responsible

the office including payroll and invoicing for our

for all our social media and marketing campaigns.

clients, fulltime and temporary staff.

Director

Head of Social Media and Marketing
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Director

Accountant
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4 Capricorn Centre, Cranes Farm Road, Basildon, Essex SS14 3JJ
01245 330705 info@ramsdenrecruitment.co.uk
www.ramsdenrecruitment.co.uk

