
 

Employee Training Manual 
August 2020 

Table of Contents 
Who We Are 2 ............................................................................................................

History of The Farmstead Cafe 2 ...................................................................................

Basic Information 2 ...................................................................................................

The Farmstead Philosophy 2 ........................................................................................

Section One: Employee Expectations 3 ..............................................................................

Your Farmstead Community 3 .......................................................................................

Attendance & Punctuality 3 .........................................................................................

Homebase 3 ...........................................................................................................

Schedule Requests & Shift Changes 3 .............................................................................

Standards of Conduct 4 ..............................................................................................

Phone Use 4 ............................................................................................................

Substance Use 4 .......................................................................................................

Harassment Policy 4 ..................................................................................................

Employee Health and Personal Hygiene 4 ........................................................................

Grooming 5 ............................................................................................................

Illness 5 ................................................................................................................

Cuts, Abrasions, and Burns 5 ........................................................................................

Smoking and Gum Chewing 5 .......................................................................................

Food Handling Safety 6 ..............................................................................................

Handwashing & cleanliness 6 .......................................................................................

Glove and Utensil Use 7 .............................................................................................

Food Service 7 .........................................................................................................

Uniform/Dress Code 8 ...............................................................................................

Employee Breaks and Meals 8 .......................................................................................



 
 
 

Everyone Should Know: 9 ..............................................................................................

Sandwich Dressing: 9 .................................................................................................

Ticket Writing/Reading: 9 ...........................................................................................

Ticket Abbreviations: 9 ..............................................................................................

Section Two: FOH Training 10 ..........................................................................................

Day One – Opening Shift 10 .........................................................................................

Day Two – Closing Shift 11 ...........................................................................................

Day Three: Reverse 12 ...............................................................................................

Section Three: BOH Training 16 .......................................................................................

Day One – Opening Shift 16 .........................................................................................

Day Two – Closing Shift 17 ...........................................................................................

Day Three: Reverse 18 ...............................................................................................

KITCHEN/MENU PROCEDURES 19 ......................................................................................

Food Prep Specifics 19 ...............................................................................................

Food Storage Areas: 19 ..............................................................................................

Pulling of Frozen Products: 19 ......................................................................................

Items in the Oven: 19 ................................................................................................

Proper Cooking Temperatures: 20 ..................................................................................

Food Storage Temperatures: 20 ....................................................................................

Closing Specifics: 20 .................................................................................................

Pancake Sizes: 21.....................................................................................................

2018-04-13  1



Who We Are 
History of  The Farmstead Cafe 
     Farmstead Cafe, originally 116 Farmstead Market & Table, got its name from its location: 
116 S. Main Street. Built in 1898 in the center of town, this building has seen lifetimes of history 
within its walls, from saloon hotel and daily newspaper, to veterinarian and mercantile, the walls 
now give home to Farmstead Cafe.  
    We opened our doors in May 2016, and now The 116 is a year-round farmer’s market, coffee 
shop, and farm-to-table café. We offer a delicious, made-from-scratch breakfast and lunch menu, 
locally roasted coffees and teas, and homemade pies, cookies, and bakery items. 

Basic Information 
Store Hours:       Tuesday & Wednesday : 7am to 2pm 
         Thursday & Friday: 7 a.m. to 8 p.m. 

Saturday: 7am to 2pm 
Store Address:      116 S. Main St. Luther, OK 73054 
Store Number:     405.234.6042 
General Manager:  Neil Jones 
Kitchen Lead:   Carrie-Anne Thomas 
Bakery Lead:   Kate Frogge  

The Farmstead Philosophy 
The Farmstead Cafe opened in response to Luther’s growing need for a place to buy and 

sell local foods. Our community is our life source and inspiration. We seek to enhance our 
community by providing excellent products and services, and offering a gathering place to meet, 
mingle, and enjoy the fellowship of our neighbors. We treat every person who walks through our 
front door with kindness and respect, as neighbors should. 

Our goal is to provide high-quality, nutritious food, grown and raised close to home. We 
aim to close the gap between food leaving the ground and landing on the table, and to move 
toward purchasing the bulk of our goods from our immediate neighbors. We believe that the 
benefits of eating locally raised food are numerous for the body and the community. A body 
cannot prosper without proper nutrition, and a community cannot prosper without healthy 
bodies. 
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Section One: Employee Expectations 
Your Farmstead Community 

Being part of the Farmstead Cafe means you have chosen to participate in several circles 
of community. The first circle includes you and the people you work with, your co-workers. You 
respect and serve your first circle community by being on time for your shift, working diligently 
and skillfully, and looking for opportunities to make others’ work lighter. The second circle of 
community is our producers and vendors – the people we do business with on a daily basis to 
provide great food and products to our customers. We treat our second circle as partners in our 
work. The third circle is the customer, providing them hospitality, courtesy, and competency. 

& more 

Attendance & Punctuality 
    It is extremely important that you are present and on-time for all of your scheduled shifts. If a 
schedule conflict arises, it is your responsibility to make sure your shift will be covered if you 
cannot be there. In cases of illness or emergency, you will still be expected to cover your shift. If 
the nature of your illness or emergency means you had no prior notice or time to get your shift 
covered, an absence will require that you provide documentation of such extenuating 
circumstances. 

Homebase 
    At The Farmstead Cafe, we handle all scheduling through Homebase, a program on our 
register that allows each employee to also download the app and handle their schedule requests 
and shift changes themselves. On your first day of training, you should receive a PIN number to 
clock in to your shifts at the register. You will be prompted to enter your email by the register. 
Please enter your email so that Homebase will send you an e-invitation to download the app 
and walk you through setting up your employee account. It is also very important that you fill 
out your employee profile on the Homebase app once you have logged in, especially your phone 
number and availability. Each week, the schedule will be sent out automatically to all 
employees via text. If your phone number is not on your account, you will not get the schedule. 
Your phone number is also how you and other staff will be able to contact one another 
concerning shift trades, scheduling, etc. 

Schedule Requests & Shift Changes 
All schedule requests should be entered into the employee calendar in the Homebase app 

at least 2 full weeks in advance. Any shift changes should be handled between employees in the 
app and approved by the manager. 
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Standards of  Conduct 
    As an employee of The Farmstead Cafe, your conduct both on and off the clock directly 
reflects on our store. We strive to provide our guests with excellent service and hospitality. 
Foodservice is a customer-oriented business. Therefore, professionalism is expected. 
*Lack of respect toward your community fails to meet the minimum job expectations at 
the Farmstead Cafe. We should expect to work with those who carry a community-
oriented attitude. While we all have bad days, a general lack of respect for your 
community may require individual conversations with management or the owner, or our 
agreement that Farmstead Cafe isn’t a good fit for the employee. 

Phone Use 
    Phone and electronic use is prohibited during peak hours of work and always prohibited  in 
the presence of guests. Unless in the case of emergency or for work purposes, we expect that 
phone use will be avoided while on-the-clock. If you do carry your phone with you while 
working, it must be on vibrate or silent at all times. 

Substance Use 
    The Farmstead Cafe has a zero-tolerance policy when it comes to illegal or intoxicating 
substance use while at work. Foodservice requires the use of potentially dangerous equipment, 
and it is for the safety of all that the use of illegal substances and/or consumption of alcohol 
before or during work hours is strictly prohibited. Violation of this policy by any staff member 
will result in immediate removal from current staff, and may be subject to removal from staff 
permanently. 

Harassment Policy 
At The Farmstead Cafe, we value our work staff and strive to treat each employee with 

respect and dignity. Farmstead Cafe strictly prohibits and does not tolerate harassment of any 
person.  Any form of harassment related to an individual’s race, sex, age, disability, religion, or 
any other protected status is a violation of this policy and will be handled by the owner. 
 Harassment can take on many different forms; some common forms include offensive jokes, 
verbal, physical, and/or visual conduct, and threatening reprisals. 

Employee Health and Personal Hygiene 
The health and personal hygiene of all employees is essential to ensure food safety. 

Below, you will find the expectations we have for you while at The Farmstead Cafe. 
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Grooming 
1. Arrive at work clean every day – clean and combed hair, teeth brushed, bathed, and 

having used deodorant. 
2. Nails should be short, clean, and well-maintained. No chipping polish or artificial nails 

are permitted. 

Illness 
Report any flu-like symptoms, diarrhea, and/or vomiting to the Lead.   Employees with 

these symptoms will be sent home with the exception of symptoms from a noninfectious 
condition; employees could be re-assigned to activities so that there is no risk of transmitting a 
disease through food.  

Instances of Corona, Norovirus, Hepatitis A, Nontyphodial Salmonella, Salmonella 
Typhi, Shigella, or Shiga Toxin-producing Escherichia Coli must be reported to the Lead. If 
diagnosed with an infection from Norovirus, Hepatitis A, Nontyphodial Salmonella, Salmonella 
Typhi, Shigella, or Shiga Toxin-producing Escherichia Coli, the employee will not be permitted 
to return to work until cleared. 

Cuts, Abrasions, and Burns 
Any cut, abrasion, or burn that has broken the skin must immediately be bandaged. Cover 

bandages on hands with gloves and finger cots, and change as appropriate. 
Inform Lead of all wounds and injuries. 
*If you have a cut, abrasion, or burn that has broken the skin, you cannot handle 

any food items until your injury has been properly attended to and bandaged. 

Smoking and Gum Chewing 
1. No smoking or chewing tobacco is permitted inside the building. 
2. Please refrain from chewing gum or eating mints/hard candies while working. 
3. If you do wish to take a smoke break, you must clear it with the Lead on duty first. If you use 

your allotted break time per shift for smoking, you will not be allowed additional breaks to 
eat or drink. Please manage your breaks and time wisely. 

4. Employees who smoke on break must be at least 20 feet from the rear exit of the building. 
Smoking is never allowed in front of the building. 

5. Employees who smoke on break may not come back smelling like smoke. You must wash 
your hands and mouth before returning to work. 
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Food Handling Safety 
    There are many things that go into ensuring the food we serve at The Farmstead Cafe is 
handled safely and in a manner that does not put consumers at risk for cross-contamination or 
foodborne illness. While much of this is done in the kitchen during preparation, it is your 
responsibility as a front-of-house employee to deliver the food to the guests and make sure 
everything makes its way to the table safely. Please be sure to carefully read the following food 
handling safety procedures before your first shift. 

Handwashing & cleanliness 
    Handwashing is extremely important to preventing cross-contamination. All employees in the 
restaurant should wash hands using the following steps: 
Wash hands (including under the fingernails) and forearms vigorously and thoroughly with soap 
and warm water for at least 20 seconds. 

1. Wash hands using soap and warm water in designated handwashing sinks. Do not wash 
hands in production area sinks.  

2. Lather soap between fingers and on hands thoroughly for 10-15 seconds. Rinse with 
warm water. 

3. Dry hands and turn off faucets using a paper towel to prevent recontamination of clean 
hands. 

You should always wash your hands: 
• When entering the facility before work begins. 
• Immediately before preparing food or handling equipment. 
• As often as necessary during food preparation when contamination occurs. 
• In the restroom after toilet use and when you return to your work station. 
• When switching between working with raw foods and working with ready-to-eat 

or cooked foods. 
• After touching face, nose, hair, or any other body part, and after sneezing or 

coughing. 
• After cleaning duties. 
• Between each task performed. 
• Before putting on gloves and after taking them off. 
• After eating or drinking. 
• Any other time an unsanitary task has been performed – i.e. taking out garbage, 

handling cleaning chemicals, wiping tables, picking up a dropped food item, etc.  
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Glove and Utensil Use 
    When handling ready-to-eat foods, gloves or utensils must be used to prevent contamination. 
If you are handling food or utensils, you must: 

1. Wash hands thoroughly prior to putting on gloves and when gloves are changed. 
2. Change gloves: 

• When beginning each new task. 
• If they become soiled or torn. 
• If they are in continual use for four hours. 
• When finished handling raw meat and before handling cooked or ready-to-eat foods. 

3. Utensils, such as deli-tissue, spatulas, or tongs may be used as an alternative to gloves. 
4. Cover cuts and sores on hands, including fingernails, with clean bandages. If hands are 

bandaged, clean gloves or finger cots should be worn at all times to protect the bandage 
and to prevent it from falling into food. 

Food Service 
    All front-of-house employees will at some point, be handling food. Therefore, it is important 
that you observe the following procedures: 
Cleaning and sanitation: 

1. Wipe down area as needed throughout service with cloth stored in sanitizing solution 
away from food. 

2. Cloths used for cleaning food spills should not be used for anything else. 

Service utensils/service ware: 
1. Store utensils properly, with the handle extended above the container, or on a clean, 

sanitized food-contact surface. 
2. Use serving utensils with long handles to keep hands away from the food item. 
3. Clean and sanitize utensils before using.  
4. Use separate utensils for each food item. 
5. Handle glassware and dishes properly, so hands are not in contact with surfaces that will 

be touched by food or guest’s mouth. 
6. Hold and present flatware and utensils by the handles. 

Practice good personal hygiene: 
1. Wash hands before handling place settings or food, and after bussing tables. 
2. Never touch cooked or ready-to-eat foods with bare hands. Always use gloves or utensils. 
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Uniform/Dress Code 
    At The Farmstead Cafe, we want our employees to feel comfortable while at work and present 
themselves in a modest manner. This means there is no strict uniform requirement, but you will 
still be expected to dress appropriately and in a way that is professional, and meets the following 
expectations: 
1. Because the food-service industry is fast-paced, you must be able to move quickly. Long 

pants or skirts need to be worn. Pants should be clean, solid colored, with no rips, tears, or 
excessive embellishment. Skirts must be knee length or longer, and should not limit mobility. 

2. There may often be slippery areas in the kitchen or behind the register; this means tennis 
shoes or other closed-toe shoes or non-slip shoes are highly recommended. Heels and flats 
are not allowed. 

3. Clothing should cover any visible tattoos. 
4. Jewelry should be limited- dangling and oversized earrings are not allowed, as they are at 

risk for falling in food. Long necklaces and scarves are also prohibited, as they are at risk for 
dragging through food or getting caught on equipment. 

5. Facial piercings are not allowed, and will need to be removed before coming to work. 
6. Employees will be expected to have natural-colored hair; no bright colors please. 
7. Any hair past the shoulders should be contained. Ponytails are only allowed if the length of 

the ponytail does not fall below the shoulders. If ponytail falls below shoulders, employees 
will be required to wear their hair in a bun or braided. Any hat is acceptable, although the 
Farmstead Cafe or All Hat logo caps are preferred. 

Employee Breaks and Meals 
    It is your responsibility to eat before your shift or to pack your own meals and snacks as 
needed. You may also order food from the kitchen if you wish. Shift meals will be discounted 
25%. However, there is no employee discount on food while off the clock, or on market items. 
    Employees may take their breaks in the front of house, preferably during a slow period so as 
not to take away from guest service, or to take tables away from guests that need seating. While 
on break, you are still representing The Farmstead Cafe, so we ask that you remain professional, 
and refrain from making personal calls or excessively using your phone in front of guests. Even 
when on break, it is important to remain aware of guest needs. 
    Breaks should not exceed 20 minutes. If you need a break, make sure you clear it with the 
Lead. This way, we can ensure there is no work or tasks that need immediate attention before 
you do so. You must also inform a Lead if you ever leave the premises while on the clock or on 
break. 
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Everyone Should Know: 
Sandwich Dressing: 
All sandwiches come with mayonnaise standard.  Unless otherwise stated for specials, etc. 
In the event of a change the following abbreviations will be used: 

Must = stone ground mustard, Ingelhoffer (the standard mustard for 116) 
Yel must =  plain yellow mustard 
Pest = pesto mayo 
CB = comeback sauce 
BC = blue cheese dressing 

Ticket Writing/Reading: 
When writing the ticket for multiples of the same thing use the following format: 
IE: two orders of a single biscuit and gravy = 1 BG x2 
      Two orders of double biscuits and gravy = 2 BG x 2 
      One order of a double biscuit and gravy = 2 BG 

Ticket Abbreviations: 
The following abbreviations on order tickets shall be used: 

116 Club = CLB  
116 Signature Salad = 116 Sal  
116 Slaw = Slaw  
American Cheese = Am  
Avocado = avo 
Bacon = BAC  
Balsamic Vinegar = BV 
Biscuit and gravy = BG 
Blue cheese dressing = BC 
Breakfast Burrito = BB 
Grande Burrito = XLBB 
Build Your Own = BYO 
Cheddar Cheese = CHED 
Cheese Quesadilla = Quesa 
Chicken (add) = Chick 
Chicken Salad Sandwich = CSS 
Chicken Salad Wrap = CSW 
Comeback sauce = CB 
Egg salad = DEV 
Gluten Free = GF 
Grilled Cheese = GC 
Loaded GC = LGC 
Honey Mustard = H Must 
Kid Pancake = KPan 
Kid Sandwiches = K (GC, BYO) 
Luther Caviar = LCAV 

Lydia Salad = LYDIA 
Ole’ Smokie = OLE 
Onion = on 
Orange chicken salad = orange 
Over easy = OE 
Over Medium = OM 
Over Hard = OH 
Pancake = Pan 
Panini grilled = PG 
Pepperjack cheese = PJ 
Pimento Cheese = PIM 
Potato Salad = POT SAL 
Power Panini = POW 
Provolone Cheese = Prov 
Quiche = Q 
Ranch Dressing = Ranch 
Sausage = Saus 
Seasonal Salad = GREEN Sal 
Side salad = SIDE (side sea – 
seasonal, side Sig – signature) 
Side Sampler = SS 
Avo toast = AVO 
Smoked Sausage = SMO 
Soup, Bowl = Soup, Bowl 
Soup, Cup = Soup, Cup 

(if more than one soup possible 
that day please state which 
kind the customer wants) 
Southwest Cobb = Cobb 
Spinach = spin 
Sunny Side up = Sunny 
Swiss cheese = Swiss 
Taco salad = taco 
Tomato = tom 
Whole wheat = WW 
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Section Two: FOH Training  
Day One – Opening Shift 

Trainee shadows trainer for entire shift, and should have no communication with guests 
unless prompted. Trainee should be attentive, observing the flow of service and asking 

questions. 

Breakfast Items, Sides, and Coffee 
Pre-Shift: 

• Attitude of Hospitality/ How to Act Around Guests 
• Tour 
• Ice & Glassware 
• Water Pitchers 
• Bus buckets 
• Answering the phone 
• Food Service bell 

During Shift: Opening Procedures 
• Lights & Stereo 
• Raising Blinds & Unlocking Door 
• Outdoor Tables & Chairs 
• Communication Log 
• Brewing Coffee & Tea 
• Seasonal Drink 
• Cold Brew, French press, and Espresso Machine 
• Coffee Station setup (creamer & sweeteners) 
• Self-serve Fridge 
• Bakery Service 
• Blackboard Menu 
• Sanitizing buckets and Bus tubs 
• Market Produce 
• Taking Food to Tables 
• Bussing Tables/Keeping Chairs Straight 
• Rolling Silverware 
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Day Two – Closing Shift 

Trainee should take on more responsibility- trainee will write all café orders with trainer, and 
trainer will walk trainee through ringing in all items on the register. Trainee should continue 

to observe the flow of service and ask questions. 

Lunch Items and Bakery 
Pre-Shift: 

• Review Day One 
• Breakfast to Lunch Transition 
• Call-in/Takeout Orders 
• Bakery Orders and Forms 

During Shift: Closing Procedure 
• Beef & Pork Orders 
• Taking a Call-In Order 
• Packing a Takeout Order 
• Togo Silverware and Spoons 
• Soup Spoons 
• Hot Tea Setup 
• Latte Training 
• Hot Chocolate 
• Cold Press 
• Washing/Putting Away Dishes 
• Turn Off/Clean Coffee & Tea Maker 
• Empty/Clean Creamers 
• Restocking Bags & Takeout Items 
• Restocking Coffee Items 
• Restocking Self-Serve Fridge & Chips 
• Putting Away Baked Goods 
• Cleaning Bathrooms 
• Sweep & Mop Ramp Floor 
• Sweep & Mop FOH 
• Emptying Trash 
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Day Three: Reverse 

Trainee will handle all interaction with guests at the register, ringing in, writing orders, and 
learning to count back change. Trainer will act as support, only assisting trainee and 

answering guest questions as needed.  

Pre-Shift: Review 
• Review any item or product questions 
• Review ringing up items on register 
• Review ticket-writing abbreviation 
• Review counting back change 
• Review any additional questions the trainee may have 

During Shift: Practice 
• Ring in and write all guest orders 
• Answer guest questions 
• Follow tasks and procedures 
• Ask for help when needed 
• You’re ready for a shift on your own! 

2018-04-13  12



Menu Knowledge Review: Lunch Items/Soups & Salads 
Menu Quiz: Breakfast Items and Coffee 

Pancake (_____) $3 
One Buttermilk pancake, comes with______, _______, can add choice of topping seasonal 

______ & ______. 

 Quiche (_____) $5 
Scratch quiche made with ___________, __________, _______, cream cheese, _______, 

________, & _______, and seasonings. 

Grilled Breakfast Burrito (_____) $7 
Egg, _______ or ______, __________, cheese, _______, _______, and fresh salsa. 

Or try our Grande Burrito, 20% larger for $_____ 

Double-Barrel Oatmeal (_____) $5 
Hearty bowl of steel cut oats comes with ______, _______, can add seasonal ______ & 

_____, and _______ ________. 

Kid’s Pancake (________) $3.5 
Two dollar sized pancakes, topped with butter and syrup. 
All kid’s meals are served with _____ & a _____ ____. 

For the following side items we offer during breakfast, please fill in the blank with the 
appropriate ticket-writing abbreviation. 

Yogurt, Granola, and Fruit Parfait (_______) 
Fresh Fruit Bowl (_______) 

Side Bacon (_________) 
Avocado Toast (____________) 

What brand of coffee do we brew here at The Farmstead Cafe, and where is it roasted?    
__________________________________________________________________ 
Do we offer decaf coffee? _______________________________________ 
Can we make lattes upon customer request? _________________________ 
Do we currently offer any flavored coffees or blended coffee drinks? ________________ 
Can guests purchase coffee beans from the market? ____________________ 
What do we always ask guests who purchase coffee beans? __________________ 
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Menu Knowledge Quiz: Lunch Items and Bakery 

116 Club (_____) $8.50 
Roasted _______. ________, and  _________ with _____________ cheese, ________, 

___________, and _____ onion. Double-stacked with choice of ________. 
All Sandwiches can be made on either _______ or _______ bread. 

Build Your Own (_______) $7 
Choice of ______, ________, or _________ with choice of _________ & _________, topped 

with ________, __________, and red _________. 

Chicken Salad Sandwich/Wrap (_______) $6 
Scratch chicken salad made with roasted ___________ ________, mayonnaise, boiled eggs, 

___________, ___________, and _______ _______. 

Lone Star Grilled Cheese (_____) $7 
Made on the panini press with _______, ________, and _______ cheese. 

Choose Two (____) $6 
½ Sandwich with a side _______ or cup of  _______. 

Choose Two excludes _______ Sandwiches and ______ Salad. 

Kid’s PB&J (__________) $5 
½ PB&J sandwich served with fruit and a juice box. 

Kid’s Grilled Cheese (_________) $5 
½ Grilled Cheese made with __________ cheese, served with fruit and a juice box. 

Kid’s Sandwich (__________) $5 
½ Sandwich with choice of meat, cheese, and spread. Served with fruit and a juice box. 

Avocado can be added to any sandwich for $______ 
Extra Meat can be added for $______ 

Sandwich Spreads: 
_________________   ________________ 
_________________             ________________ 
_________________             ________________ 

Seasonal Green Salad (______) $6 
A delicious _________ ________ salad with tomatoes ____________, _____________, 

_______ ______ cheese, and choice of dressing.* 

2018-04-13  14



Southwest Cobb Salad (______) $9.5 
Fresh greens, all natural ________, cheese, ______, ________, __________, ________-

__________ egg, tortilla crisps, and choice of dressing. 

Salad Sampler Plate (_____) $11 
Generous portions of our delicious _______ salad, Luther _______, and choice of _____ 

more sides with corn chips. 

116 Signature (______) $8 
Fresh greens, ______ _______ crumbles, _______ slices, ________, red ________, and 

choice of dressing.* 

*The Seasonal Green and 116 Signature Salads are available as side salads. 

Homemade Dressings 
___________________ 
___________________ 
___________________ 
___________________ 

For the following side items we offer during lunch, please fill in the blank with the 
appropriate ticket-writing abbreviation. 

Deviled Egg Salad (________) 
Potato Salad (_________) 
Cole Slaw (_________) 
Side Salad (_________) 

Luther Caviar (_________) 

Can guests pre-order bakery items? _______________________________ 
Who provides our pork products? ___________________________ 
Who provides our beef products? _________________________ 
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Section Three: BOH Training  
Day One – Opening Shift 

Trainee shadows trainer for entire shift, and should have no communication with guests 
unless prompted. Trainee should be attentive, observing the flow of service and asking 

questions. 

Breakfast Items & Sides 
Pre-Shift: 

• Attitude of Hospitality/ How to Act Around Guests 
• Tour 
• Dish area 
• Appliances 
• Bus buckets 
• Stations 
• Food Handling 

During Shift: Opening Procedures 
• Lights  
• Turning on appliances 
• Handwashing Station 
• Filling Dish Sinks 
• Proper Dish Washing Procedure 
• Drying and putting away dishes 
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Day Two – Closing Shift 

Trainee should take on more responsibility- trainee will assist with café orders with trainer, 
and trainer will walk trainee through plating. Trainee should continue to observe the flow of 

service and ask questions. 

Lunch Items  
Pre-Shift: 

• Review Day One 
• Specials 
• Making Flavored Tea syrup 
• Line Setup 
• Items needed/Daily Board 
• Breakfast setup 
• Making of Food Items/Quantities 
• Breakfast to Lunch Transition 

During Shift: Closing Procedure 
• Washing/Putting Away Dishes 
• Turn Off/Appliances 
• Taking Out Trash 
• Restocking Line Items 
• Resetting Line for Breakfast 
• Putting Away Food 
• Cleaning Grill 
• Cleaning Sinks 
• Bleaching Tables 
• Sweep & Mop 
• Locking Up Back 
• Turn Off Lights  
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Day Three: Reverse 

Trainee will perform Duties assigned by Trainer. Trainer will act as support, only assisting 
trainee and answering guest questions as needed.  

Pre-Shift: Review 
• Review any item or product questions 
• Review ticket-reading abbreviation 
• Review any additional questions the trainee may have 

During Shift: Practice 
• Making Menu Items/Dishwashing 
• Follow tasks and procedures 
• Ask for help when needed 
• You’re ready for a shift on your own! 
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KITCHEN/MENU PROCEDURES 
Food Prep Specifics 
Farmstead Cafe has some specific standards for maintaining consistency and quality of services. 
They include the following. 

Food Storage Areas: 
All refrigerators should be checked daily, preferably at the beginning of the shift, for any product 
needing pulled because of date or spoilage.  This includes soup to go and produce in the front 
fridge, and produce, prepared items in kitchen and counter refrigerators. Items should be 
maintained in a neat fashion and, if marked, shelves should be organized as such.  (ie: the kitchen 
refrigerator has a cheese shelf were the cheeses are kept) 
The Line Fridge should be cleaned out/checked daily as well to ensure all product is safe to serve. 
The freezer should be maintained in an organized fashion to ensure continuity and to make it 
easier to retrieve products. 
The shelves should be maintained in such a fashion that food items are readily viewed and able to 
be easily retrieved to assist in work flow. Items should be kept in air tight containers or tightly 
closed to prevent spilling. 
Bread Rack: the top area is for chips, then in descending order is Panini bread, white bread, whole 
wheat bread, specialty items for specials, & then tortillas.  On the bottom is where the pancake 
and GF pancake mixes are stored.   
The shelves in between shall be for bakery items (ie: sheet cakes, lemon bars, brownies, etc.)  
All leftovers/foods prepared should be properly labeled with name of food and date made.   

Pulling of  Frozen Products: 
All meats will be put in plastic or metal bins to contain any and all fluids from thawing. They will 
be placed on the bottom of the kitchen fridge. No raw/thawing meat shall ever be placed over 
prepared, ready to eat foods. 
Meats should be pulled the day prior to use if able.  Meats can also be thawed in plastic containers 
on the prep sink with cold water running as per health codes.  
Liquids in packages will be placed in a container to contain condensation from thawing. 

Items in the Oven: 
If you place anything in the oven, (ie: ham, other meats, baked goods, etc.) then you are 
responsible to remain until the product is finished or able to be pulled from the oven and put 
away properly. Unless you have made other arrangements with persons on duty.   
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Proper Cooking Temperatures: 
Critical Limits: 
Poultry  165°F for 15 seconds  Whole roast  130° F for 12 seconds 
Ground Beef  155°F for 15 seconds  Other foods  145°F for 15 seconds 
Eggs, Fish, Beef, Pork 145°F for 15 seconds  Reheated foods   165° for 15 seconds 

Food Storage Temperatures: 
Refrigerated Items:  Frozen Items: 
Air Temp: 38°F 0°F or below 
Food Temp: 41°F or below Holding Items: 
Seafood: 30°F - 34°F Hot Items: 140°F or higher 
Fresh Produce: 41°F - 45°F Cold Items: 41°F or below 

Reheating Items: 
Items should be brought to a minimum of 165°F before serving. 
  

Closing Specifics: 
The line fridge should always have every spot refilled with appropriate items to prep for next day.  
No slot should be left empty, always place an empty tub in it at least to prevent overtaxing the 
fridge and ensure proper refrigeration.   
Ensure that insta-pot is unplugged 
Ensure oven, Panini grill, toaster oven, griddle, and cooktop are all turned off 
Ensure back door to the stairs is locked 
Empty and clean all sinks 
Clean and bleach all tables/surfaces 
Clean Panini grill & microwave 
Dry and put away all glasses, dishes, pans, and utensils 
Take out trash and put in new trash bags 
Sweep the floors 
Mop as needed and according to schedule 
Turn off lights 
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Pancake Sizes: 
Pancakes should be made to following sizes for consistency and product pricing. 
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ADULT PANCAKE = 7.5 TO 8”

KID PANCAKES = 3.5”



Menu Quiz Keys 

Menu Quiz: Breakfast Items and Coffee 

One Buttermilk pancake, comes with butter , syrup, can add choice of topping 
seasonal  FRUIT   &   NUTS  , and        WHIPPED  CREAM. 

Quiche (Q) $5 
Scratch quiche made with    EGG  ,   Cream  , cream cheese,   Broccoli,   Red bell pepper  , 

  Red onion   ,    SAUSAGE  ,    BACON  , and seasonings. 

Grilled Breakfast Burrito (  BB, BAC  or  BB, SAUS) $7 
Egg,   SAUSAGE   or   BACON  ,   POTATOES  , cheese,   PEPPERS  ,   ONIONS  , and 

fresh salsa. 
Or try our Grande Burrito, 20% larger for $ 8.50  

Double-Barrel Oatmeal (  OAT  ) $5 
Hearty bowl of steel cut oats comes with   CREAM  ,   BUTTER , can add seasonal  FRUIT 

  &   NUTS  , and   Brown sugar  . 

Kid’s Pancake ( K PAN ) $3.5 
Two dollar sized pancakes, topped with butter and syrup. 

All kid’s meals are served with   FRUIT   & a   JUICE    BOX  . 

For the following side items we offer during breakfast, please fill in the blank with the 
appropriate ticket-writing abbreviation. 

Yogurt, Granola, and Fruit Parfait (  PARF  ) 
Fresh Fruit Bowl (  FRUIT  ) 

Side Bacon (  BAC  ) 
Avocado Toast (  AVO  ) 

What brand of coffee do we brew here at The 116, and where is it roasted?  _EOTE 
COFFEE IN OKLAHOMA CITY__ 
Do we offer decaf coffee? __YES_______ 
Can we make lattes upon customer request? __YES_______ 
Do we currently offer any flavored coffees or blended coffee drinks? __YES_______ 
Can guests purchase coffee beans from the market? __YES_____ 
What do we always ask guests who purchase coffee beans? _DO YOU NEED US TO 
GROUND THOSE FOR YOU?___  
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Menu Quiz: Lunch Items and Bakery 

116 Club (  CLB  ) $8.50 
Roasted   HAM  .   TURKEY  , and    BACON   with   CHEDDAR   and   PROVOLONE 

  cheese,   LETTUCE  ,   TOMATO, and   RED   onion. Double-stacked with choice of 
  SPREAD  . 

All Sandwiches can be made on either   WHITE  ,   WHEAT, or gluten free   / bread. 

Build Your Own (  BYO/WRAP  ) $7 
Choice of   HAM  ,   BACON  , or    TURKEY   with choice of   CHEESE   &   SPREAD  , 

topped with   LETTUCE  ,   TOMATO  , and red   ONION  . 

Chicken Salad Sandwich/Wrap (  CSS/CSW  ) $6 
Scratch chicken salad made with roasted   CHICKEN     BREAST , mayonnaise, boiled 

eggs,   CELERY  ,   ONION  , and   DILL    WEED  . 

Lone Star Grilled Cheese (  GC  ) $7 
Made on the panini press with   CHEDDAR  ,   PROVOLNE  , and   SWISS  cheese. 

Choose Two (  CH2  ) $6 
½ Sandwich with a side   SALAD   or cup of    SOUP  . 

Choose Two excludes   CLUB   Sandwiches and   COBB   Salad. 

Kid’s PB&J (  PB&J  ) $5  
½ PB&J sandwich served with fruit and a juice box. 

Kid’s Grilled Cheese (  KGC  ) $5 
½ Grilled Cheese made with   CHEDDAR   cheese, served with fruit and a juice box. 

Kid’s Sandwich (  KBYO ) $5 
½ Sandwich with choice of meat, cheese, and spread. Served with fruit and a juice box. 

Avocado can be added to any sandwich for $  2.00   
Extra Meat can be added for $   2.00    

Sandwich Spreads: 
          MUSTARD               S             MAYO                       
        RANCH                              MIRACLE WHIP                  
SPICY LUTHER COMEBACK 

Seasonal Green Salad (  GREEN SAL  ) $6 
A delicious   SEASONAL     GREENS   salad with tomatoes,   CUCUMBERS  ,   BELL 

PEPPERS ,   COTIJA    cheese, and choice of dressing.* 
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Southwest Cobb Salad (  COBB  ) $9.50 
Fresh greens, all natural   CHICKEN  , cheese,   BACON  ,   CORN  ,   AVOCADO  , 

  HARD- BOILED   egg, tortilla crisps, and choice of dressing. 

Salad Sampler Plate (  SS  ) $11 
Generous portions of our delicious   CHICKEN   salad, Luther   CAVIAR  , and choice of 

  TWO   more sides with corn chips. 

116 Signature Salad (  SIG SAL  ) $8 
Fresh greens,   BLUE   CHEESE  crumbles,   APPLE   slices,   PECANS  , red   ONION  , 

and choice of dressing.* 

*The Seasonal Green and 116 Signature Salads are available as side salads. 

Homemade Dressings 
            RANCH            S                   BLUE CHEESE                  

      BALSAMIC VINAIGRETTE     S     SPICY LUTHER COMEBACK    S 

For the following side items we offer during lunch, please fill in the blank with the 
appropriate ticket-writing abbreviation. 

Deviled Egg Salad (  DEV  ) 
Potato Salad (  POT SAL  ) 

Cole Slaw (  SLAW  ) 
Side Salad (  SIDE SAL  ) 
Luther Caviar (  LCAV ) 

Can guests pre-order bakery items? ___YES______  
Who provides our pork products? __RALPH’S MEAT         
Who provides our beef products? _ALL HAT CATTLE       
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