Snack Shack Procedures

Coordinate transferring keys to snack shack and money with managers before and after your work week. 

Opening
· Open 15 minutes before the first game of the day.   Make sure you have keys and money.   $200 to start the shift.
· Open front window covers and locks.  They are labeled 1,2,3  from east to west.  Key will be in basket in corner.   Place brackets, lock and key back in basket---do not lose the key!
· Wipe down counters.
· Make hot water for hot chocolate/ cup-o-soup.    Fill up water heater (coffee pot) and turn on.
· Make hot dogs.   Follow separate instructions.
· Make two batches of popcorn.   Follow separate instructions.
· Turn on cash register and place money in drawer.   Big bills go under the tray.
· Place table with condiments and napkins outside.
· Take out candy from bins and place on shelves under counter.  Small candy goes on counter.
 
Operation
· You can have kids help.  However, an adult should be present.  Do not have more than 4 kids in the shack at one time.  Put one kid in charge.  If they cannot handle that, find new kids.
· Please read the food handling procedures.
· Do not burn the popcorn.
· Do not let the hot dogs get soggy.  Put wrapped dogs on top of machine to keep warm.
· Keep water in the hot dog steamer AT ALL TIMES that it is on.  If it goes dry and burns, the smell is unbearable.
· Keep inventory stocked including enough hot dogs and popcorn.
· Be prepared for big rush at end of games.    Each player has a 2.50 credit.


Saturdays

· Pull BBQ remove BBQ from storage area on South side of shack.  Combo is 7805.  Set up for hamburgers and hotdogs. 
· VG Donuts- We have an account, VGs will have 6 dozen assorted donuts ready for pickup at 7:00.  Pick them up and put invoice in money bag. 


 
Closing
 
· Bring in condiment table.
· Put all candy away and make sure bins are tightly sealed. TAKE INVENTORY FIRST.
· Clean out popcorn machine.  Be careful it can be hot.  Wipe out bowl first with paper towel, then wipe out bottom and empty and wipe out kernel tray.  Wipe sides.
· Clean out hot dog machine.  Pull out and wash the tray from the bottom in the sink.  Drain and clean out water from bottom.  Make sure to get out all of this sludge every night.  Wipe it down very well.
· Wash any utensils and clean out sink.
· Wipe down all surfaces.
· Restock all drinks.
· Unplug the water heater and dump excess water.  Keep top off to dry.
· Take trash to dumpster.   It is around the corner on the far north east side of the school.
· Check and lock the bathrooms. 
· Empty the cash register and put in cash bag.
· Replace and lock the window covers and locks.  Put the lock key back in the basket!
· Lock the door on your way out.
· Give keys and money bag to person/manager in charge of the week.  Please turn over the shack in better condition than when you started.
 
Inventory
 
[bookmark: _wd_lastPlace]At the end of the Saturday shift, review and identify any low inventory items.  Complete inventory sheets and leave in the shack next to the register.   You are listing what we NEED to buy.
 
Contact Information
 
        Name		 	emergencies/questions        	phone
 
        Name			 Inventory orders/issues        	phone 
 
        Name			 Back up emergency            	phone 
 
        Name			 Bathrooms				phone
		
        Name			 Staffing				phone				
	


Poporn Instructions

· Turn on all 3 buttons.
· Cut open the popcorn packet with scissors.
· Pour entire contents of packet-- butter and seeds into pot.
· Close lid and doors.
· Watch and listen for it to stop popping.  When done popping, pour out pot IMMEDIATELY!   DO NOT BURN!  ( If you burn, just dump the batch).
· Turn off first 2 buttons---light stays on.
· Keep enough popcorn made, bagged and ready for rush at end of games.

 
Hot Dog Instructions

· Fill the bottom steamer tray with water.  Ensure the drain plug is closed first!
· Turn on.
· Assemble according to instructions.
· Open two packs of hot dogs to start, at least.  Use scissors to open the package, for safety.
· Keep warm hot dogs on one side, and new (cold) ones on the other.
· Wrap a few with buns and put them  ON TOP OF THE MACHINE to keep them warm.  Do not leave them in the machine  as the buns will get soggy.
· Hot dogs are wrapped with one sheet of foil, no paper trays.
· Add water throughout the shift; never let it dry out and burn.
· USE GLOVES WHEN HANDLING THE FOOD.
· MAKE SURE to drain the water at the end of the shift.   Slide machine over to sink.  Unscrew the cap, tilt  and drain into sink.  BE CAREFUL—machine and water are hot!
· Make sure to wipe out ALL of the water in the bottom with a paper towel otherwise it will stink up the place!
· Make enough for rush at end of game—at least 10.


Staffing Assistance

[bookmark: _GoBack]In the event you are unable to staff the shack call Amy Van Valkenburg or email. 

Electricity- Circuit breakers are located in the storage area at the southwest corner of the shack. The refrigerators have been overloading them.  Please make sure the fridges are running at all times, if not check circuit breaker. 
