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Self Audit 2010

The purpose of this self-audit is to help you take a fresh look at your business and to see it through the eyes of your customers. The idea is for you to step back and pretend that you are seeing your business for the first time -OR- get someone else to do it for you for an independent, honest view!

Audit your premises, with the help of the checklist (which is as exhaustive as we can make it, but no doubt there are other areas which could be added). Also ask your staff and customers for their views on what you are doing well and what could be improved. Consider employing a ‘mystery shopper’ to look at specific areas and to give you an honest view.

If you identify changes that need to be made, think about the estimated cost and also the priority of the work- is it high/medium or low priority (i.e. should it be done immediately, within 6 months, or longer-term).

Section 1: First Impressions
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	What is the outside appearance like? – look at all floors of building, not just ground floor. Step up and look back and around at standards of finish-
	
	
	
	
	
	
	

	Paintwork?
	
	
	
	
	
	
	

	Signage display?
	
	
	
	
	
	
	

	Flowers- window boxes, hanging baskets, tubs?
	
	
	
	
	
	
	

	Litter/Cigarette butts- footpath & Car Park?
	
	
	
	
	
	
	

	Lighting- worked and used correctly?
	
	
	
	
	
	
	

	CCTV- notice displayed correctly?
	
	
	
	
	
	
	

	Clean windows and window sills?
	
	
	
	
	
	
	

	Does it look open?
	
	
	
	
	
	
	

	Tidy garden?
	
	
	
	
	
	
	

	Is the back entrance as good as the front?
	
	
	
	
	
	
	

	Opening times displayed?
	
	
	
	
	
	
	

	If you sell food, is it clear from the outside?
	
	
	
	
	
	
	


	Section 1 Continued
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Door Staff- no lounging, welcoming (not intimidating), first and last impression created, door held open, uniforms, attitude, thanks and goodbye on leaving?
	
	
	
	
	
	
	

	Are you making the most of the entrance?
	
	
	
	
	
	
	

	Is the entrance warm and inviting- would it make you want to go in?
	
	
	
	
	
	
	

	Foyer/entrance- is information displayed re: entry policy, policy on children/underage drinking, food, hours, entertainment, entry charges, house rules?
	
	
	
	
	
	
	


Section 2: Inside/Service Staff and General
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Is there Induction Training (in service standards, customer care, rules & procedures of the house?)
	
	
	
	
	
	
	

	Are staff friendly and welcoming?- Do they banter/converse with customers; do they greet the customer (“I’ll be with you in a minute”), good eye contact, smiles, say goodbye & “hope to see you again” etc
	
	
	
	
	
	
	

	Trained in selling skills?
	
	
	
	
	
	
	

	Good standard of drinks handling & presentation (e.g. which glasses to use, correct use of branded glassware, drinks not lifted by rim etc)?
	
	
	
	
	
	
	


	Section 2 Continued
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Attitude & efficiency (how long do customers wait to get served?)
	
	
	
	
	
	
	

	Good telephone manner? Give name of bar, name, good information, friendly, efficient and a nice goodbye.
	
	
	
	
	
	
	

	Do you have staff uniforms & dress policy (e.g. body piercing, visible tattoos?
	
	
	
	
	
	
	


Section 3: Drinks Service
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Wine list?
	
	
	
	
	
	
	

	Beer list?
	
	
	
	
	
	
	

	Display of drinks at bar?
	
	
	
	
	
	
	

	Bottles properly chilled?
	
	
	
	
	
	
	

	Speciality coffees?
	
	
	
	
	
	
	

	Variety of snacks?
	
	
	
	
	
	
	

	Supply of branded glasses?
	
	
	
	
	
	
	

	Spirits grouped effectively?
	
	
	
	
	
	
	

	Back bar clear of debris?
	
	
	
	
	
	
	

	Facings carefully planned?
	
	
	
	
	
	
	

	Hotspots used well?
	
	
	
	
	
	
	

	Good supply of beer mats?
	
	
	
	
	
	
	

	Shelves stocked from rear?
	
	
	
	
	
	
	

	Consistent point of sale material?
	
	
	
	
	
	
	

	Point of sale material clean and up to date?
	
	
	
	
	
	
	

	Exploit current TV advertising?
	
	
	
	
	
	
	


	Section 3 Continued
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Fresh fruit for drinks?
	
	
	
	
	
	
	

	Drip mats?
	
	
	
	
	
	
	

	Cocktail list (if appropriate)?
	
	
	
	
	
	
	


Section 4: Food Service
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Good quality and well written chalkboards?
	
	
	
	
	
	
	

	Good quality and well written menus?
	
	
	
	
	
	
	

	Children’s menus & highchairs? Room for a baby changer in ladies’ toilets?
	
	
	
	
	
	
	

	Wine and beer lists?
	
	
	
	
	
	
	

	Selling skills training for staff (are extras like desserts & coffees suggested?)
	
	
	
	
	
	
	

	Food serving times clearly displayed?
	
	
	
	
	
	
	

	Is it clear how to get food?
	
	
	
	
	
	
	

	Prompt, efficient and accurate service?
	
	
	
	
	
	
	


Section 5: Premises and General Service Issues
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Do you have a music policy? – appropriate to time of day, audience, think about zoning (e.g. quieter in food area), match music to atmosphere/customers
	
	
	
	
	
	
	

	Daily newspapers available?
	
	
	
	
	
	
	

	Ventilation? – installed and used properly and staff trained in proper use.
	
	
	
	
	
	
	

	Darts/Pool/Fruit Machines etc available?
	
	
	
	
	
	
	

	Up-to-date list of reputable taxis available?
	
	
	
	
	
	
	

	Payphone working and clean?
	
	
	
	
	
	
	

	Disabled access – does premises conform to October 2004 law?
	
	
	
	
	
	
	

	Smoking policy displayed and implemented?
	
	
	
	
	
	
	


Section 6: Inside Appearance & Hygiene
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Does inside appearance match outside impression?
	
	
	
	
	
	
	

	Clear price list displayed?
	
	
	
	
	
	
	

	Statutory measures notices displayed clearly?
	
	
	
	
	
	
	

	Cleaning schedules in place- toilets, bar area, customer area, outside, cellar?
	
	
	
	
	
	
	


Section 7: Bar Appearance & Cleaning
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Glass shelves
	
	
	
	
	
	
	

	Bar floor
	
	
	
	
	
	
	

	Counter tops
	
	
	
	
	
	
	

	Under counter
	
	
	
	
	
	
	

	Dispense heads
	
	
	
	
	
	
	

	Cash registers
	
	
	
	
	
	
	

	Back bar coolers
	
	
	
	
	
	
	

	Back bar shelves
	
	
	
	
	
	
	

	Back bar top
	
	
	
	
	
	
	

	Back fitting wood/display
	
	
	
	
	
	
	

	Back fitting mirrors
	
	
	
	
	
	
	

	Optics and brackets
	
	
	
	
	
	
	

	Bottles wiped & displayed, label to front
	
	
	
	
	
	
	

	Glass washer
	
	
	
	
	
	
	

	Ice buckets full & tongs
	
	
	
	
	
	
	

	Draught tested
	
	
	
	
	
	
	

	Lines cleaned regularly
	
	
	
	
	
	
	

	Product quality checked regularly
	
	
	
	
	
	
	

	Uncluttered
	
	
	
	
	
	
	

	Staff personal effects not on show
	
	
	
	
	
	
	

	No staff mobile phones
	
	
	
	
	
	
	


Section 8: General Cleaning (Check regularly during day)
	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Toilets
	
	
	
	
	
	
	

	Carpets
	
	
	
	
	
	
	

	Tables (including underneath)
	
	
	
	
	
	
	

	Bar
	
	
	
	
	
	
	

	Windows
	
	
	
	
	
	
	

	Upholstery
	
	
	
	
	
	
	

	Mirrors
	
	
	
	
	
	
	

	Ashtrays/Cigarette bins (outside)
	
	
	
	
	
	
	


Section 9: General Issues

	
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Notice boards with up to date with club and society information?
	
	
	
	
	
	
	

	Are AWP machines well it and sited?
	
	
	
	
	
	
	

	Menus displayed?
	
	
	
	
	
	
	

	Price list displayed?
	
	
	
	
	
	
	

	Bar & door staff – uniforms, overall good presentation and appearance
	
	
	
	
	
	
	

	Is it clear whether debit/credit cards are accepted> (NB- it’s still technically against the law to put drinks on credit cards without food- debit cards it’s fine)
	
	
	
	
	
	
	

	TVs – good quality/technology
	
	
	
	
	
	
	

	Overall smell and smell in toilets
	
	
	
	
	
	
	

	Good standard of internal decoration?
	
	
	
	
	
	
	

	Well planned used of lighting?

	
	
	
	
	
	
	

	Section 9 Continued
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date
	Work Done?

	Good supply of toilet paper, soap dispensers filled, hand towels, flowers in ladies, cleaning checklist on show, ventilation vents cleared?
	
	
	
	
	
	
	

	Maintenance – fix problems immediately (e.g. check wonky tables, chairs and stools, locks on toilet doors, cracked tiles, torn carpet, peeling paint, marks on walls, torn upholstery, bulbs changed etc
	
	
	
	
	
	
	

	Air conditioning/ ventilation – position tables relative to units, staff trained in effective usage, machines regularly cleaned and filters changed.
	
	
	
	
	
	
	

	Design – does furniture layout match groups of customers?
	
	
	
	
	
	
	

	Design – has customer flow been planned?
	
	
	
	
	
	
	

	Design – Is furniture suitable for food and drinks?
	
	
	
	
	
	
	

	Section 9 Continued
	YES
	N/A
	NO
	Priority
	Cost
	Completion Date?
	Work Done?

	Signage – Are toilets and other amenities well signposted?
	
	
	
	
	
	
	

	Customer research cards/tent cards? Is there any facility to gain customers’ views on a regular basis?
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