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The standards of performance for the techniques of service 
presented in this program are based on the IBGS of Hospitality, that
is the:

International Business & Gourmet Standards of Hospitality

The Beverage Service Standards portion of this course, which is
also included in the IBGS Standards, has received:

The International Sommelier Guild (ISG) Seal of Approval

The International Sommelier Guild is the only Sommelier 
certification body in the United States to be licensed by each State’s
Board of Higher Education for their 30+ satellite locations across
North America. 

An important part of the material used in this program is directly
parallel to the Certified Dining Room Apprentice certification, which
is a requirement in a growing number of culinary programs across the
United States.

This program is endorsed by and is the recipient of the:

American Culinary Federation (ACF) 
Educational Assurance Award

Standards of Performance

Educational AAssurance AAwardApproved
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Dining Room Associate

FDRP Service Certification Tiers

Certified 
Associate Wine StewardTM

Dining Room AssociateTM

Certified 
Dining Room

ProfessionalTM

Certified 
Dining Room
ApprenticeTM

Certified 
Hospitality

Grand MasterTM

Although the models photographed in this book wear uniforms often associated
with the performance of service in a dining room of high standing, the techniques
and principles exemplified apply to all full-service establishments--regardless of
standing or style.  

“There is a misconception that service is ‘simple’, 
but service is simple only when it is at its finest.”TM

Cindy Martinage, Director, FDRP

Certified 
Dining Room

MasterTM
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1 Equipment Identification
Equipment Handling

T h i s  l e s s o n  s h o w s  h o w  t o :

- L i s t  t a b l e w a r e  c o m m o n l y  f o u n d  i n  
c o n t e m p o r a r y  d i n i n g  r o o m s .

- H a n d l e  d i f f e r e n t  k i n d s  o f  g l a s s w a r e  
a n d  f l a t w a r e  a p p r o p r i a t e l y .

- I d e n t i f y  t h e  p r o p e r  w a y  t o  h a n d l e  
a  p l a t e .

- H a n d l e  n a p k i n s  a p p r o p r i a t e l y .

- I d e n t i f y  t h e  p r o p e r  w a y  t o  c a r r y
a  B a r  t r a y .
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LESSON ONE

Introduction / Equipment Identification
Equipment Handling

15Dining Room Associate Program
Lesson 1: Objectives

Objectives

By the end of this lesson, the associate should be able to…

Describe the intent of this program.

List the flatware commonly found in contemporary dining rooms.

Differentiate the most commonly used plate sizes and their applications.

Differentiate the most commonly used glasses, including an explanation 
of their ranging sizes and applications.

Handle different kinds of glassware / flatware appropriately.

Identify the proper way to handle a plate.

Organize the storage of linen.

Training Aids:

Napkins, already folded and stacked for service

Bar Tray

Flatware of different shapes and sizes

Chinaware, three plates for demonstration (examples of more elaborate chinaware)

Glassware, stemmed glass and non-stemmed glass of different sizes

References:
Associate Handbook, 4th Edition: Chapters 1 and 2



Welcome introductions
1. Your name, title and objective: translate

your study into credentials.

2. Nine components to this program:
a. Introduction
b. Seven Lessons
c. Examinations

3. Five levels of certification:
a. [certificate]: Certified Dining Room

Apprentice (APP)TM

b. [CA]: Certified Dining Room 
Associate (DRA)TM and Certified 
Associate Wine Steward (WSA)TM

c. [CDP] Certified Dining Room 
Professional (CDP)TM

d. [CPT & DRM] Certified Dining 
Room Master (DRM)TM.  The CPT
pin recognizes a Captain
credential that is extended to 
Master Candidates whom complete 
their practical examination.

e. [HGM] Certified Hospitality Grand 
Master (HGM)TM

4. This program’s intent is for the pupils 
to become both Certified Dining Room 
Associate (DRA)TM and an Associate 
Wine  Steward (WSA)TM.

A. Overview of course

B. Lesson Introduction

Welcome the class by:
1. Introducing yourself.

2. Outline components of program.

3. Describe FDRP Certification 
program levels.

4. Describe the program’s intent.

A. Describe the steps /components of 
the DRA and WSA programs and
its components:

1. Briefly review the schedule (outlining your
organization training/teaching schedule.

2. Smoothly transition to this lesson. 

B. Begin with the Objectives for this lesson.

Content Instructional Notes
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C. Equipment Identification

1. Three types of Equipment:
a. Flatware  
b. Chinaware  
c. Glassware

2. Flatware Uses
a. Spoons

(1) ‘Demitasse’ = Espresso coffee
(2) ‘Bouillon’ = Consommé cup
(3) ‘Soup/Dessert’ = soup | dessert
(4) ‘Sauce’ = saucy items
(5) ‘Dinner’ = serve food

b. Forks
(1) ‘Cocktail’ = eat small food items
(2) ‘Fish’ = specialty fork for fish
(3) ‘Dinner’ = with dinner plate
(4) ‘Salad/Soup/Dessert’ =

put with matching plate
c. Knives

(1) ‘B&B’ = Bread & Butter
(2) ‘Salad/Appetizer/Dessert’ =

put with matching plate
(3) ‘Fish’ = fish items (not seafood)
(4) ‘Steak/Dinner’ = Steak/Dinner . 

3. Chinaware
a. Materials common in chinaware:

(1) Porcelain
(2) Pottery
(3) Pyrex
(4) Ceramic
(5) Glass

b. Common named chinaware:
(1) ‘Show Plate’
(2) ‘Dinner Plate’
(3) ‘Salad / Appetizer’
(4) Bread & Butter (B&B)
(5) ‘Soup Bowl’
(6) ‘Consummé Cup’

C. Discuss and point out as appropriate using 
demonstration equipment, if available.
1. Review that all equipment falls into three

categories.

2. Emphasize that a restaurant can have many
flatware options or only a few, which can
satisfy many different types of food courses. 
The size and shape of flatware is determined 
by its intended use, and should match the 
chinaware used for the course. For example, 
B&B Knife or Dinner knife.

Note: Steak knife are used for steak only.

3. Review the different shapes and materials of 
chinaware. 

a. Emphasize that there are almost no 
limitation in the size/shapes or 
patterns/styles that a restaurant can use 
for each course.

b. Chinaware styles are a reflection of the
style of the restaurant.

c. Discuss different plate size options for 
different courses.

d. Emphasize that bowls are also chinaware.

Note: Smaller plates are used for starters, 
appetizers, small plated foods, while larger 
plates are used for main courses/entres/larger 
plated food items.

Content Instructional Notes

17Dining Room Associate Program
Lesson 1: Chapter 1

Slide
7

Slide
8

Slide
10

Slide
13

Slide
17

Slide
6

Sup-Sld
9

Sup-Sld
11

Sup-Sld
12

Sup-Sld
14

Sup-Sld
15

Sup-Sld
16

Sup-Sld
18

Sup-Sld
19

Sup-Sld
20

Sup-Sld
21

Sup-Sld
22



4. Glassware: Stemware

a. Four categories:
(1) Wine glasses.
(2) Degustation glasses.
(3) Sparkling wine glasses.
(4) Cocktail/Beer glasses.

b. Match the glass to the type of wine:
(1) White & Rosé wines in smaller 

glasses (D, E, F).
(2) Red wines and water in larger 

glasses (A, B, C).
(3) ‘Degustation’ glasses are 

oversized glasses often designed 
for a specific wine.  The two 
shown are a Bordeaux glass
and a Burgundy Glass.

(4) Champagne & Sparkling wine 
in ‘Flute’ or ‘Coupe’.

(5) Cocktail / Beer Glasses, which 
will be reviewed in detail later 
in this program.

c. Red wines need to ‘breathe’ so the 
glass should allow the wine to have 
more contact with air.

d. White and Rosé wines are generally
kept cold and are served in smaller
glasses so they do not warm up
quickly.

4. Review that the category of glassware 
includes all types of glasses, which stemware 
is one and generally refers to wine glasses that
have a ‘stem’.

a. Briefly review the different categories of 
glasses. 

b. Briefly review the differences between 
the shapes of wine glasses and champagne
/ sparkling wine glasses. 

Note:  Overall size is relative to the restaurant.
What consitutes a red wine glass in one
restaurant could a be white wine glass in 
another.

c. Discuss why red wines are usually poured
into larger glasses than other wines.

d. Discuss why White / Rose wines are 
served in smaller sized glasses.

Content Instructional Notes
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e. Very few glasses exist that MUST be
used for a specific purpose or wine.

D. Equipment Handling: Safety First!

1. Glassware is the equipment most often
damaged. To minimize risk, keep one 
hand free while carrying glasses, no 
matter if it is in your hand or on a tray.

2. Minimize touching glasses using these 
techniques:
a. Stemmed glasses are held by the stem.
b. Glasses without stems are held

between the bottom and middle of
the glass (by the lower half ).

3. Two main ways to carry glasses:
a. With your hand.
b. On a tray.

e. Emphasize that each restaurant will use
different styles of glasses, but will usually 
stay within the size of glass that matches 
the wine type. Learn to use your eye for 
sizing glasses.

D. Emphasize that good handling skills will make
the server and the restaurant look more 
professional plus make the guests’ experience 
more enjoyable.
1. Review the reasons why servers should keep

one free hand while carrying items:
a. You can use the free hand to keep

distance between you and other objects
or persons.

b. You can cushion a fall.
c. You can reposition a load if it starts to

become unbalanced.

2. Emphasize that it is important to give 
customers clean items that they will eat and 
drink with. Therefore, NEVER put your 
fingers inside a used glass to pick it up from 
the table. You don’t know what has been in 
the mouth of the guest and is now on your 
fingers!  Think sanitary at ALL times.

3. Discuss the preferred method and most 
convenient way of carrying stemmed glasses 
by hand:
a. It is easier to move around and balance

than carrying glasses on a tray, thus 
reducing the risk of dropping/breaking 
glasses.

b. It is less intrusive for guests seated at a
table.

c. It is faster to bring glasses to a table. 
d. It is more sanitary as the servers touch 

the glasses less. Who wants fingerprints
on their glass?

Content Instructional Notes
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4. Plate handling rules:
a. Decide how to carry a plate by

considering the following:
(1) Temperature of the plate.
(2) Food presentation on the plate.

b. Do not put your thumb on the
plate’s rim to balance it.

c. Do keep the plate horizontal.
d. Decide the placement of the thumb

considering if there is a need to hold
the plate with a napkin.

5. Review the three techniques to carry 
multiple plates at the same time.

a. Practice Technique 1: The easiest
(1) Practice loading plates onto

one hand.
(2) Practice un-loading plates to a

table.

b. Practice Technique 2: Good for tall
food items on plates
(1) Be aware that all the plates

should remain level at all times.
(2) Remind the associate that they

should always be comfortable
with the position of each plate in 
their hand before adding another.

4. Discuss the proper way to carry a plate using 
a demonstration plate, if available.
a. If a plate is hot, a napkin may be used.
b. Emphasize the proper placement of the 

thumb -- off the plate’s rim. No one 
wants to see the server’s print on the plate
while their eating. Think sanitary!

c. State that personal preference is the way
most servers choose their thumb position
(up or under the rim) for plate service.

d. Have the Associates practice carrying a
single plate in the proper position prior
to advancing to multiple plate techniques.

5. Follow the step-by-step sequence outlined 
for each technique below. Use three plates for
this demonstration. It is best to use either 
clear plates or paper plates until the associate
becomes more comfortable and confident. 
a. Technique 1: Use the pictures in the

handbook and demonstrate. 
(1) Emphasize that plates can be loaded 

in any order the associate feels is 
right.

(2) Allow adequate time for the students 
to become familiar with this 
technique before showing other ways 
to carry plates.

b. Technique 2: Use the pictures in the 
handbook and demonstrate. 
(1) Explain that this technique is 

considered advanced and will require 
lots of practice to master.

(2) Emphasize that this technique is
not suited for clearing the table.

Content Instructional Notes
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Notes:

The Bar/Cocktail Glasses 

With the exception of Beer, the style of a Bar/Cocktail glass relates to the way the drink will be
served rather than the kind of alcohol contained in the drink.  
There are five main serving classes:

1.  On the rocks
2.  Tall
3.  Up
4.  Neat
5.  Frozen

"On the rocks" drinks are usually served in what is called a Rock Glass. Its shape looks similar to
Type A in Figure S1-11. A drink served "on the rocks" usually contains a cocktail or plain 
alcohol served with ice. There are other glasses very similar to this one, such as the Old Fashion
glass or even the Double Old Fashion glass, originally designed to serve the cocktail named 
Old Fashion.  A restaurant can simplify their inventory, though, by serving all "on the rocks"
drinks in the Rock Glass type. 

"Tall" drinks are usually served in what is called a Tall Glass, like the one pictured in Type B of
Figure S1-11. The Tall Glass is also referred to as a Tumbler. Although there are different sizes of
tall glasses, which all have multiple purposes (soft drinks or even sometimes beer), their shapes
remain relatively the same.  Tall glasses can also be used for serving cocktails on the rocks.  By
utilizing a Tall glass, it allows more non-alcoholic liquids to be added, resulting in a lighter
taste.

"Up" drinks are often served in a Martini Glass (Type C of Figure S1-11). This glass is named
after the famous cocktail it was created for - the Martini.  There are so many cocktails that are
served in the same manner as the Martini that this glass has become a staple behind a bar.
Drinks served "up" are mixes that are cooled down with ice and then strained into the glass. 

Glassware
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Notes:

"Neat" drinks are generally served in a Snifter Glass, shaped like Type D in Figure S1-11. This glass
is also used for the serving of after dinner drinks and brandies.  "Neat" signifies that the select-
ed alcohol was poured straight out of the bottle into the glass, without any manipulation or the
addition of any mixes.

"Frozen" drinks can be served in number of different glasses depending on the style and amount of
the cocktail.  However, a large number of bartenders present their frozen drinks in what is often
referred to as a Punch Glass (Type E, Figure S1-11). Frozen drinks usually are a blend of liquors,
fruits juices and ice mixed together in a blender.

The glass in Figure S1-11 labeled Type F is a Shot Glass. A "shot" is a drink usually containing
only liquor and/or liqueurs and is generally consumed all at once. 

The type of glass labeled G in Figure S1-11 can be referred to as a Sherry Glass or Port Glass, as well
as a Taster. Technically, there is a glass specifically designed to serve each alcohol type (Sherry
and Port).  But often restaurants and bars simplify their inventory and serving methods by
choosing a common glass that can be used for more than one purpose. This glass could also be
used to serve Dessert wines and to serve one-half of a glass of wine (a Taster).

Glass Types H, I, and J are typically used to serve Beer. Many breweries decided to create glasses
shaped and sized to best serve their beer.  But for the average establishment, these three glass
types represent the most common glasses used to serve beer.

Figure S1-11:  Cocktail Glass Examples
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Why Clean Glasses?

Glasses can often contain water spots or smudges, even after being taken out of the dishwasher.
This happens because: 

1. Glasses are not wiped while they are still hot or wet;
2.  The dishwasher is not functioning properly, or;
3. The dishwashing chemicals are running low or are unbalanced.  

Water spots and fingerprints are even more noticeable in a dining room that dims their lighting
or uses candles on the table.  The candle flame will shine through the glass, thus exposing all its
imperfections. 

What’s the Best Way to Clean Glassware?

Steaming. Steaming helps remove unwanted imperfections. 

Many dining rooms may have a separate polishing station set up for the wait staff to use in
preparing for set up. This allows them to polish the glassware and use it immediately on tables
or store for later use.

Is There Another Way to Steam-polish Glassware?

Yes.

After the dining room is set up, a server carries a pot of hot water and goes from table to table,
polishing each glass with two clean cloths.

Glassware 

Equipment Polishing

Notes:

Correct ways to handle restaurant equipment will make a difference in how easily a server may
provide the best service to guests.  The more skilled servers become in handling the equipment,
the more efficient and better prepared they are in providing the best service to dining room
patrons.
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Now Let’s Polish

Get two clean, soft cloths. Why?
Because using two cloths helps provide both polishing and protection.  A taut cloth can stress
glassware, causing it to break. Both cloths can protect the server’s hand if the glass should break.
Look at the picture below. The server can polish the glass inside and out while protecting the
hands if the glass should break.

Here We Go
Step-by-Step

1. Fold one cloth and place enough of it inside the glass so that it reaches the glass 
bottom as shown in Figure S2-1.  

2. Wrap the rest of the cloth on the outside of the glass.
3. Hold the bottom of the glass with the second cloth (and the other hand).  
4. Wipe the glass gently around in a circle, cleaning all areas inside and out.

Now you’re done!

Notes:

Figure S2-1:  Proper Glassware Polishing
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b. Practice Technique 3: Combination
(1) Be aware that this technique 

requires the server to have a 
strong hand, since all the plates 
rest on the fingers.

(2) Remind the associate that they
should always be comfortable
with the position of each plate in 
their hand before adding another.

6. Critique the plate handling practice.

7. Flatware Storage: 
a. In a drawer (side stand) or plate. 

Make sure that all the knives point in 
the same direction for safety.

b. In a napkin ‘pocket’.
(1) Tight enough so flatware doesn’t 

fall out.
(2) Keep napkin folds simple, even if

it is use as a liner on a plate.

8. Flatware Handling: 
a. Be sure not to touch fork tines or 

knife blades! Keep it sanitary.
b. Know the two different methods of 

organizing flatware on a STP:
(1) By category.
(2) By guest / setting.

b. Technique 3: Use the pictures in the 
handbook and demonstrate. 
(1) Focus on finding the most 

comfortable position for the first 
plate, as there are several acceptable 
options.

(2) Emphasize that any technique will
feel strange at first, but this skill is 
just as valuable to a server as knife
skills are to a chef.

6. Lead students in a discussion of the 
practice of each technique. Focus on the
positive aspects of each student’s attempt
(what they did right), not the negative. 
Always find something that the student did
right and highlight it.

7. Briefy introduce this topic by explaining the 
importance of proper handling of any piece 
of equipment involved in an accident in 
which blood got on it.
a. Focus on ensuring that flatware can

easily cut and should be stored safe
and secure.

b. Have associates pick out the more
desirable pocket example from the photos
in the handbook and explain why.

c. Discuss what a STP (Service Transport
Plate) is and its use.

8. Focus on the goal of handling Flatware, 
which is to place flatware down on the table 
in a quiet and sanitary way without disrupting
guests. 
a. Use the pictures in the handbook to

demonstrate the difference of organizing
flatware on a plate.

b. Briefy explain why grouping flatware by 
guest is usually smoother for less than six 
guests and sorting by category is better 
for larger parties.

Content Instructional Notes
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