Concessions: Opening & Closing Instructions

1.  Cash Box

· The Parent Rep is always responsible for the cash box and keys to the shelter unless another parent from that team has been assigned.  Keys on the key chain are for the following items:

· Kitchen door

· Cabinet door(s) inside kitchen

· Pop cooler
· Pop machine 

· Cash box

Note:  Contact Lori Freit-Hammes at 786-2718 the day before each home game to determine how the cash box will be exchanged.

· At the start of each weekend the cash box should contain $200.00.  There should be enough cash and loose coin to make appropriate change.  If not, please go to the bank or store to get proper change to work with throughout the day.

· The last person with the cash box at the end of the day must drop it off to Lori Freit-Hammes at 735 N. County M, West Salem (across from the race track).

2.  Opening - first game of the day
· Be at the shelter at least 45 minutes prior to the first game of the day. 

· If there is only one home game scheduled for the day, it may not be necessary to prepare pizza, hotdogs, or slushy’s – be considerate and avoid any unnecessary waste.  Hamburgers (pre-cooked and frozen), pretzels, nachos and popcorn can be prepared and served individually.
· Immediately upon arriving (if multiple back-to-back games scheduled):
· Turn on slushy machine (fill if empty or below ‘minimum’ line) – follow the directions posted on the side of the machine
· The chili/cheese dispenser should have been turned on the evening before.  If not, plug in machine.  Bring a large pan of water (2”) to a boil; reduce heat.  Add chili/cheese bag (found in either refrigerator or cabinet) and heat for 15-20 minutes.  Then, remove plastic cap and replace with appropriate spring dispenser. Place chili/cheese bags in machine and add a white metal plate on top of each bag.  The mixture can take 1-2 hours to heat thoroughly.  
· Turn on food warmer (100 degrees)
· Turn on roller grill (front and back to setting 9)
· Turn on popcorn machine and heat kettle
· Get condiments out of the refrigerator and place on serving counter
· Brew coffee and turn on warming burners.  CAUTION:  Do not add water to     
       the coffee or cappuccino machines - they are hooked up to their own water source.
· Set up the concessions area with candy, chips, etc and begin preparing food (refer to concession binder for instructions).  
· Make sure garbage cans have liners, soap dispensers are full, and enough paper towels and toilet paper are in each bathroom.

3.  Closing - last game of the day
· Turn off the burners to the coffee machine.  Remove the liquid catch plate from the cappuccino machine and rinse clean.  

· Leave on the chili/cheese dispenser if there are additional weekend games.  After the last game of the weekend, unplug the machine, remove chili/cheese bag(s) from machine, replace the spring dispenser(s) with plastic cap(s), and place bag in refrigerator.  Wash the spring dispenser(s) in hot soapy water.
· Prepare to properly close down the slushy machine.  Follow the directions posted on the side of the machine.  If you are working the last game of the weekend, you must drain and discard all remaining juice and rinse each receptacle with hot water.  Do not turn off the machine completely unless you are draining the product.
· Turn off the roller grill, wipe down the rollers and bun drawer, and wash the grill tray located underneath the rollers.
· Put all food and snacks away in proper containers and cabinets.  Date and label all food that is unused and requires refrigerating.

· Wash, dry and put away all dishes.  

· Wipe down all the machines, counters, concession tables, bathrooms, etc., with appropriate disinfectant.  
· Re- stock all machines, napkin dispensers, bathroom supplies, etc. if necessary.  

· Place a list of any food items and/or supplies that need to be purchased in the cash box.

· Pick up all garbage inside and outside of the shelter.  Place on the backside of building facing East Avenue.  

· Sweep the floors.

· The last person to leave the shelter for the day must turn off all lights to shelter, the parking lot, rink, locker rooms, etc. Note:  Do not turn off the light that shines on the flag!
· Double check to make sure all doors to kitchen, shelter, and locker rooms are locked!

· Return the cash box to the home of Lori Freit-Hammes at 735 N. County M (across from race track)


If you have problems, questions or needs throughout the day please call Lori Freit-Hammes at 786-2718 or 792-4040.
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