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TVL FOOD AND BEVERAGE SERVICES – GRADE 12 
 
Name: ______________________________________ Date: ____________________ 
 
Grade: ______________________________________ Section: ___________________ 
 
 
Quarter:   II   Week:   11   SSLM No.   1   MELC(s): Seat the Guests 

Ø Objectives: 1. Identify the correct procedures in seating the guests; 
2. Determine the proper sequence of seating the guests; and 
3. Construct your own dialogue to apply the proper seating of guests. 

Ø Title of Textbook/LM to Study: TVL-HE Food and Beverage Services Manual 
Ø Chapter: None Pages: 111-112  Topic: Seat the Guests 

 
 
 
 

SEAT THE GUESTS 
 A proper welcome and greeting are followed by escorting the guests to their respective 
assigned table. To gain favorable impressions, it is important to identify the types of guests 
entering the restaurant and other information related to the proper ways of seating the guests. 
A. Types of Guests 

There are different types of guests, therefore different seating arrangements 
should be considered. 

a. Guests who prefer smoking or non-smoking areas 
b. Guests with small children 
c. Guests with special physical needs 
d. Guests with communication difficulties 

B. Seating Guest Procedure 
a. Guests with reservation 

From the reception area or entrance, lead the guests to their table. As a 
receptionist, show the way with open hands while saying, “This way please Ma’am or 
Sir or Name of Guest”. This gesture simply expresses your courtesy to the guests. As 
you escort them, you may walk side by side with the guests, or at a short distance in 
front of them. Comfortable pacing should be considered while walking. Walk not too 
quick nor too slow. 

b. Guests without reservation or Walk-in Guests 
If there is no reservation made before the arrival of the guests, ask the guests how 
many are they in the party in a polite manner. Lead them to their table considering their 
preferences or needs. 

 
C. Proper ways to consider when seating the guests 

1. Accommodate the preferences of the guests whenever possible. Examples are 
smoking or non-smoking areas, bar side, booth, by the pool or by the garden, and 
others. 

Let Us Discover 
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2. If the preferred area is not possible, in a polite manner, apologize and offer an 
alternative or what is available in the restaurant. 
Example: “I am sorry Sir/Ma’am, we do not have a smoking area inside the restaurant. 

Would you like to seat by the pool or garden instead? You may enjoy the view 
with our beautiful flowers. Is it okay with you?” 

3. Consider the expected number of guests in the party. Assign them where they have 
enough space to sit on. Remember some restaurants have different sizes and shapes 
for their tables. There are round, square and rectangle tables. 

4. For group with children, position them in the corner or wall side. This allows the parents 
to contain their children without jamming the traffic flow of the guest in the dining area, 
for some kids are very impatient on their seats.  

5. You may offer some high-chairs for the toddlers or chair boosters and cushions for 
more comfort.  

6. For couples, accommodate them to the seats with best view or privacy. Perhaps a two-
seat table in the garden or by the window.  

7. Take into consideration our senior citizens or persons with special needs. Seat them 
near the hostess station or near the entrance. In this way, there will be less effort on 
their part or to avoid drawing attention from the crowd.  

8. Ladies must always be seated first and against the wall (if any). Pull out the chairs for 
them if they let you. Push the chairs gently after they are seated. Some restaurants 
still practice this gesture, but mostly have forgotten it.  

9. It is customary to seat the host/hostess last for groups where there is a host or hostess, 
or where there are assigned seats for the guest. 

D. Some tips in seating the guests 
• Avoid the use of a four-seat table for one or two people unless there are no other tables 

available and obviously no smaller table will be available soon.  
• Loud, noisy parties may be placed in private rooms or towards the back of the dining 

room to avoid disturbing other guests.  
• Couples prefer quiet corners.  
• Place well-dressed parties at the center of the dining for they can be an asset to the 

restaurant.  
• Should the guests request for a specific location in the dining area, accommodate them 

properly.  
• In seating the guests, assist first the ladies. If in case a gentleman within a group shows 

an intention to assist a lady, the waiter should give way and allow the gentleman to do 
it instead.  

• In case seating guests with children in the group, they should be assisted first before 
the ladies. 
 

E. Turnover of guests to the captain waiter 
1. As soon as all the guests have seated comfortably, the receptionist must now introduce 

the captain waiter or waiter to the guests. 
2. Going back to the reservation details, if there are any information like allergies or 

special request, the captain waiter should be informed of those. 
3. The receptionist then wishes the guests a pleasant meal and leave accordingly. 
4. The captain waiter must introduce himself and welcome the guests to the restaurant 

depending on the restaurant’s policies or standard. 
Example: “Good afternoon Ma’am/Sir. I am Mitch. Your Food and Beverage Attendant 

for today. Please let me know if there is anything, I can do for you to make your 
dining experience more enjoyable.” 

5. Proper posture and constant eye contact should be observed all the time. 
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ACTIVITY 1: LET ME SIT! 
Directions: Read each phrase properly. Write YES if the correct manner is applied and NO if 

the manner of seating the guests is not applied. 
  1. When leading the guests to their seats… “This way ma’am and sir, after you please”. 
  2. If the preferred area is not possible… “You may stay here. If you do not like, there 

are more options in another restaurant nearby”. 
  3. When accommodating with toddlers… “Let me get some high chairs for your kids 

ma’am”. 
  4. Couple needs privacy… “You may stay here at the back corner”. 
  5. The senior citizen couple decided to eat out. Upon arriving to the restaurant, the host 

assisted them to their seats. “Please stay in this table near to my area ma’am and 
sir”. 

 
ACTIVITY 2: ME! ME! ME FIRST! 
Directions: Arrange in the correct order the following procedures in turnover of guests to the 

captain. Write 1 as the first and 5 as the last order of sequence. 
  1. “Enjoy your meal” says the receptionist.   
  2. “Mr. and Mrs. Santos, He is your Captain Waiter”. 
  3. “Here is our menu. Please take your time to choose from our selections”. 
  4. Seating the guests. 
  5. “It’s my pleasure to be of service to you. My name is Albert. I will be assisting you 

with your meals tonight. Just let me know your needs”. 
 
 
 
 
 
AT YOUR SERVICE! 
Directions: Pretend that you are the Receptionist or Captain Waiter. Make a short dialogue 

with your guest. Follow the proper manner and conduct of seating the guest or turnover 
of guest to the captain waiter. You may use extra sheet of paper. 

            

            

            

            

            

            

            

Let Us Try 

Let Us Do 
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I CAN DO THIS! 
Directions: Look into the following scenario below and analyze how you should do it much 

better. Encircle the letter of the best option. Justify the option you chose and 
write your answers in a separate sheet of paper.  

SCENARIO YOUR BETTER ACTION 

1. A couple entered the 
restaurant to eat. 

a. Offer them to sit by the window. 
b. Let them choose their seats anyway they will pay. 
c. Inform them to keep quiet and choose their seats. 

2. The guest wants to eat 
by the pool. 

a. Allow him to eat by the pool. Charge him with entrance fee. 
b. Allow him to eat but he should swim after. 
c. Allow him to eat, the view is inviting anyway. 

3. A couple will dine to 
celebrate their 
monthsary. 

a. Draw the chair for her because it is your job. 
b. Let the boyfriend draw her seat. 
c. Help the lady draw her chair. 

 
 
 
 

 
 

 

AT YOUR SERVICE! Rubric: 

Criteria 5 points 3 points 1 point 
Manner and 
conduct of seating 
the guests. 

The manner and 
conduct of seating 
the guest or 
turnover of guest to 
the captain waiter 
was evidently 
complete and 
proper. 

The manner and 
conduct of seating 
the guest or turnover 
of guest to the 
captain waiter was 
proper but 
insufficient. 

The manner and 
conduct of seating 
the guest or turnover 
of guest to the 
captain waiter was 
not proper and 
lacking. 

Dialogue with the 
guest/s. 

Speaking with the 
guest/s is 
consistent, 
respectful and 
suggestive. 

Speaking with the 
guest/s is 
inconsistent but 
respectful and 
suggestive. 

Speaking with the 
guest/s is 
inconsistent and 
needs improvement. 

Score:    

 

Let Us Apply 

Rubrics 
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CG TLE Food and Beverage Services: Code: TLE_HEFBS9-12GO-IIc-d-2 
TVL Food and Beverage Services 12 Self-learning Module 2 Quarter 2. Seat the Guests. 
Delco, et. al., pp.1-32. 
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