Welcome to 
MLAHA
CONCESSIONS

This packet will help you with opening,
running, and closing concessions
Thank you for volunteering!!!
Concessions Worker:

May have 1 cup of free coffee while working. No free food or candy.

Penalty Box Workers:

May have 1 cup of free coffee per game.

Opening Concessions:

· Please open concessions 1 hour before scheduled games

· Arrive 15 minutes before time of opening for set up and prep

· Open concessions door with the key provided by arena staff

· Count money in cash box (located in left upper cupboard in back by sink) should have $100 start up money in it 

· If there is not enough change to make change,  you should go to First Nat’l Bank, or in a pinch Market Place 

· If you need to leave concessions at any time during your shift, please find someone to fill in for you or lock the gate and door. NEVER leave concessions unattended and open

· For the cash register to operate properly, place the control switch in the “R1” mode. The control switch is located under the cover by the receipt paper.
· Check your stock and stock up necessary items.

· Turn on cooking equipment you will be using: (Nacho Cheese always on)
· Coffee Machine

· Popcorn Machine

· Hotdog Steamer – when you are ready to use – make sure water level is appropriate

· Pizza Oven – as needed

· Warmer – as needed – place water in container and heat level low

· Prepare concessions for working:

· Put basket of napkins, coffee creamer, stir sticks, straws, etc. out on counter

· Put Ketchup & Mustard on counter

· Get utensils ready – pizza cutter, tongs, etc.

· Open overhead gait at the counter – gait lifts up and has two hooks on either corner that go into the hook eyes in the ceiling.  

HELPFUL HINTS:

· Keys for the storage room under the stairs and at the top of the stairs are located in a container in the drawer by the cash register.

· Extra paper products can be found in the storage closet at the top of the stairs

· Extra pop products can be found in the storage room under the stairs

· Please rotate stock when restocking items

· Prepare for the end of your shift by cleaning and restocking during your shift as possible

· NACHO CHEESE MACHINE IS ALWAYS PLUGGED IN AND WARM...make sure there is an extra cheese bag warming above the one in use inside the machine when the first bag is about half full

Closing Concessions:
· Restock all items used….including paper products as well as food/candy/beverage items

· Return any UNCOOKED food to freezer

· Turn off cooking machines except Nacho Cheese Warmer

· Make sure everything is clean;

· Pizza oven racks and drip tray

· Popcorn machine and wash pullout tray

· Nacho cheese machine – nozzle and drip tray 

· Hotdog steamer – drain water – be careful very hot – refill with fresh water

· Outside and drip tray for hot chocolate/cappuccino machine

· Outside and drip tray for slushy machine

· Throw away filter in coffee pot and wash pots

· Wipe counters down

· Wipe out microwave

· Sweep floor and empty garbage 

· Wash warmer trays and wipe down outside
For Closing out the Cash Register:

· Have two people present when counting the money

· Take $100 out of the register and put it into the black cash box – located in the left upper cupboard back by the sink. Try to leave as much coins (quarters, dimes, and nickels) as possible. Change is always needed in the register for the next start up.

· Count the remaining money; write the amount on a piece of paper and both counters initial the paper.

· Place the money into a vinyl zippered deposit bag. Located in a drawer by the register.
· Put the deposit bag into the deposit box which is located on the wall next to the concessions door.

· Make sure the gait and the door are locked when you leave.

Concessions Equipment Information:

Coffee Maker (MLAHA owns):

· Filters and coffee grounds are located in the cupboard below the coffee maker

· Put ¼  cup of coffee grounds in filter or entire individual packet and put filter in holder

· Turn the warming plate on and press start. Coffee maker is hooked up directly to a water supply line.

· When making more than one pot of coffee, turn on the button labeled front-top-rear to turn on warmers on the top of the machine.
· Turn machine off at the end of the night – machine will stay on stand-by.

Hot Chocolate/Cappuccino Machine (MLAHA owns):

· To refill powder: open the front of the machine, there are 3 labeled holders. The refill bags of powder are in the cupboard below the coffee machine. Cut the open and pour into the top of the designated holder. Holders are taped in place. Warning:  DO NOT REMOVE THE HOLDER as this causes pins to break and the improper placement causes the machine to not work correctly.
· If the water is not mixing with the powder, open the front of the machine and wiggle the corresponding holder you are using.

Slushy Machine (Leased):

· To Refill with slushy mix:  The slushy brand mix comes in a gallon container. This must be diluted 5:1, the gallon container, when in use, is labeled mixed in the fridge. Use this by pouring into the top of the slushy machine only to the fill line marked on the slushy machine. If you use all the mix, rinse then refill the jug with 5:1 ratio and put it back into the fridge for the next shift.
· To Refill with pop:  Pour pop directly into the slush machine from the top to the fill line.

Pizza Machine (MLAHA owns):

· Put pizza in and turn dial. Pizzas take 7 – 8 minutes to cook. 

· Do NOT turn on both pizza ovens at the same time it will blow a fuse.

Hotdog Steamer:

· Draw located at the top off the hotdog machine 

· Make sure it is filled with water before turned on and check during shift

· Turn on and set at desired temperature.

Hotdog Maker:

· Turn on rotation – on/off button. Fill with hotdogs by pushing white button marked “To Serve” this will stop the rotation.
· Turn the dial to high, when filled for 10 minutes – if thawed. After 10 minutes turn knob down to 2 - 3 to keep hotdogs warm and then low for an extended period of time.

· The steamer can be used to keep hotdogs warm if you need more than 10 hotdogs ready to be served. 

· Push and hold white button to remove hotdogs.

Popcorn Maker:

· Turn on all switches to start. Let heat up for about 4 minutes (first batch only)

· Cut top of pre-measured popcorn/oil packets and add to kettle. If using not using premeasured packets:  Put about 1/3 cup Crisco & 1/3 cup popcorn in kettle.
· Dump when almost completely popped. Repeat for next batch.

· Turn off kettle switch when done popping corn.

· Warmer can be left on to keep popcorn warm.

Nacho Cheese Warmer (Leased):

· To Refill:  remove the top/front of machine. Take out top bag (if a second bag is warming) and flat weight. Pull used bag up by nozzle – CAREFUL it will be HOT. Remove nozzle from used bag of cheese and unscrew the cop of the new bag and attach nozzle. Align groves on nozzle and lower new (warm) bag into machine. Place weight on new cheese bag. Only put the second bag in warmer when the first bag is half full or less. The second bag is placed above the flat weight.
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