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Strathcona Hotel

Policies & Procedures

Subject:
Policy, Rooftop table reservations.
Revised:
February 21, 2013
This policy is to ensure that we maximize every seat possible without compromising excellent service.

This policy is more of a GUIDELINE as nothing is written in stone dealing with walk-ins, group reservations, weather, special events etc.

· Reservations can be taken daily between 11.30am and 4pm

· All patio reservations are subject to weather conditions and if the patio closes no reservations can be guaranteed for SW though we will do our best to accommodate.

· After 4pm only group reservations with minimum 10 guests can be taken. When you receive a request for a group reservation to be seated after 4pm please take name, contact number and tell them the manager on duty will call them back within the next hour. If the request is for a Saturday/Sunday evening please inform the caller that we are very limited as to any group reservations we can take on the weekend however a duty manager will make that decision and get back to them.
· For group reservations please suggest to the individual making the reservation that they could also pre-order their lunch/dinner to speed up the service. Take their name, contact number including an email address and inform them that we will email the menu and a pre-order sheet which they need to fax back to # 250-383-6893.  This form can be found at each host stand.
· Host will check with the front desk prior to the shift if any pre-orders have been received and on occasion throughout their shift as well.

· Host will upon commencing his/her shift check the answering machine for any reservations and log them in the reservation book. This must be done throughout the day/night as well.

· To ensure more professional service the front desk staff is required to “screen” incoming calls with asking questions as to the intent of the call prior to forwarding phone calls to either the SW host stand (ext. 7106), the Roof host stand (7438) or to Joel (ext. 7234) for Volleyball reservations.
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