Concession Stand Operation for Stand Leaders

Staffing:  You are required to have the designated number of volunteers per Levy requirements to run your stand.  If you are short staffed, backup group volunteers will be assigned to assist you at your cost.

Uniform:  Black pants, comfortable closed heel and closed toe shoes (preferably black),

Levy issued shirts, hats, aprons, and nametags.  Please, no jeans, shorts, skirts, cutoffs, spandex, or Capri pants allowed!  During the months of extreme weather uniform requirements will be addressed.  

Shirt requirements are due Wednesday prior to a Sunday Game.  Please list names with shirt sizes—no nicknames please.  Try to minimize your name changes as much as possible.  Names are due on Tuesday for a Saturday game, and Wednesday for a Monday Night Game.  We try to meet all uniform requirements as closely as possible, but please remember we cannot guarantee a perfect fit!

Appearance: Your appearance should be professional and well groomed during your time with us at Lambeau Field.  No visible tattoos, no large rings (and only one per hand!), no facial piercing, and no earrings on men.  Please see your Creating Legends handbook for all of our guidelines.  Please keep in mind you are working with food, so long hair must be pulled back, no fake nails, no nail polish, and nails should be trimmed and neat.

Pre-Game Inventory:  Optional inventory time is 9:00 am – Noon on the day prior to game day.

This time is at the discretion of Levy Restaurants and may change if game times dictate.  Although not required, it is strongly recommended for getting inventory done prior to game day, and insuring you are set to go on game day.  Zone supervisors will also be here verifying, so this will be a great time to work with your supervisors.

Check-In:  Parking is the responsibility of the volunteers.  Carpooling is strongly recommended.   Volunteer entrance is on the northwest side of the stadium.  Volunteer entrance faces the Citgo station at the corner of Ridge and Lombardi.  

· Check in for a leader is 4 hours prior to game time. (Please no early check ins!)

· Check in for workers is 3.5 hours prior to game time. 

· Everyone MUST have ID at check in or will be refused entry into the stadium.

· Everyone must sign group waiver upon entering the check in area.  Please make sure your volunteers are familiar with this form; a sample is located at the back of your contract.  

· A designated amount of lockers are assigned to each group: all purses, jackets, and personal items must be stored in these lockers, and not taken into the concession stands.

· After checking in, please proceed to your stand as quickly as possible to begin setup.

Stand Management:  There must be one group leader for every stand.  If you have more than one stand, you must have a point person at each stand.  If you are operating a large stand, two group leaders may be more beneficial to you.

· Stadium gates open 2-¼ hrs prior to game time.  

· Concession stand windows must be open 2 ½ hrs prior to game time. 

· Levy Management will direct the closing of concession stands at end of 4th quarter.

· Smoking is not permitted while at work, especially not in concession stands.  If you must smoke, uniform must be removed, and you must be in designated smoking area.

· Volunteers are given a meal coupon to be redeemed during their shift.  

· Can only eat what is indicated on the coupon.

· All Drinks MUST have a lid and a straw.

· Eating must be done prior to gates or at non-busy times during the game (not at pre-game or halftime)

· No eating in front of customers-eat and drink in the back of the stand, or remove your uniform and eat in the concourse.

· Drinking: Under NO circumstances is any volunteer to come to Lambeau Field intoxicated.  Volunteers smelling of alcohol will be not be allowed entry into the stadium.  At NO time is any volunteer allowed to drink alcohol anywhere in the stadium at any time.  Violators of this policy will be subject to discipline up to and including termination of their group!  

Inventory Verification:  This is one of the most important parts of your job!  

Tangent Stand Sheet:  See attached example and stand sheet terminology. 

Beginning Inventory:  

· Should be done the day prior, or pre-game. 

· These numbers are your starting counts, so count carefully.  You cannot go back and count later.

· Count everything!

· Keep stock organized, like by like, keep factory-sealed items sealed.

· All beginning counts must be verified with your Zone Supervisor.

· Each item should match original number posted.

· If numbers don’t match, both group leader and Zone should recheck, and initial any changes.

· Both Group Leader and Zone should sign off beginning inventory.  

During the Game:

· Be sure to keep inventory organized and controlled!

· Verify ANY transfers of product in or out of your stand.

· Group leader is only one allowed to sign off on product transfers.

· Work with par levels, and monitor cooking levels to customer needs.

Gratis/Spoilage:

· Keep written confirmation of gratis and spoilage throughout the game.

· Gratis: Product given to a Levy Manager or Levy Supervisor.

· NO gratis products for police, security, ushers, etc.

· Coupons: Gratis each item listed on the coupon.

· Coupons must be totaled and listed on stand sheet and gratis sheet.

· Spoilage is items that are not served to customers (leftovers), and product that a customer may return for any reason (dropped, over-cooked, broken product).

· Keep an empty box in back of stand to put all wasted product throughout the game.

· Gratis and spoilage will be verified by Zone Supervisor at end of night.

Closing Inventory:  Since the first thing that must be done post game is the counting and deposit of money, it is important to have a “lead” money person, along with a person designated to count inventory.  This way the deposit can get done while you are organizing inventory and getting ready to count.

· Bring all inventory back together for counting—all like cups together, food trays, etc.

· Stack cups back into proper amounts (stacks of 25 or stacks of 50)

· Be accurate and thorough with all your inventory counts.

· Count all waste and keep on hand for supervise to verify.

· Don’t forget to log all transfers onto your stand sheet.

· Use Inventory Worksheet for initial stand extensions, and transfer to stand sheet when numbers are final.  Use blue or black ink on stand sheets.  Please NO PENCIL—sheets will be refused at check out if filled in with pencil.

· Zone Supervisor must verify ending inventory.  

· Stand sheets must be signed off by both you and the supervisor in order to be accepted.

· Zone Supervisor will “Z” out all cash registers for you.
 

Additional Paperwork:  There are some additional forms that need to be filled out during the game and turned in with your paperwork.  Please make sure this paperwork is complete and turned in with your stand sheets.

· Gratis and Spoilage Sheets-Tracking of all food spoiled or gratis during the game.

· Temperature Logs: Proper tracking of food temps in your stands during the game.

· Coupons: All coupons accepted by your stand during the game.

· Transfer sheets: Tracking of all inventory in/out of your stand during the game.

· Maintenance Form: Record of any equipment in need of repair in your stand.  Please be specific with what is in need of repair: what piece of equipment, location, and what specifically is wrong. 

· Supervisor Evaluation: This is your input on our supervisors’ performance.  Your input counts!

· Money Slips:  Yellow copies are for you to keep.  They will be kept on file if not taken by the groups.

Cash Management:  Along with inventory, this is your most important control area.  You should have a Head Cashier designated for money distribution. This person should NOT be the same person that is verifying your inventory.  

· Head Cashier is responsible for picking up money from money room, disbursing banks, managing the change, and getting cash drops ready for pick up.

· Handling the money can be very time consuming, so designate a person who is comfortable handling cash and can do so quickly and accurately.

· Make sure cash drops are done prior to pick up time so they are ready to go-otherwise cash pickup crew will take your uncounted cash.

· Supervisors will not be carrying change.  

· Do NOT bring additional change funds from home.  This is violation of our policies and will result in discipline up to and including group termination.

· Please see included Stand Lead Cash Handling Procedures

· Bank drops start at the following times: 1st Floor: After Kick-off, and After Halftime.

3rd Floor: Start of 2nd Quarter.  Please make sure you have your cash drops ready to go prior to this time.  If your cash drop is not ready, the pickup crew will not wait for you.  Also, keep in mind, the more money you can put in your drops, the easier your final deposit will be.

Cash Registers: 

· Every register is required to be open at all times.

· Closing registers may be permitted in second half of 4th quarter with Levy Manager authorization only.

· Cashing out register can only be done if lines are not present, and staff is needed to help cleanup stand.

· Make sure all volunteers are comfortable with cash registers.

Food Prep and Product Supply: We supply you a guideline-called a par sheet for the level of food production your stand should do.  These pars are based on past history, weather, and attendance levels.  Keep in mind these pars are guidelines only, and do not guarantee sales in a particular area.  Please use common sense and monitor for food production at all times.

· Cooking Safely: 

· Know your temperatures for cooking and holding.

· Use thermometers for checking food temperatures.

· Danger Zone for food is between 45-135 degrees.

· Temperature Logs are required for all cooking stands and must be turned in at checkout.

· Keep cold foods cold, and hot foods hot!

· Product Control:

· Don’t cook everything at once—product is better if not holding for a long time.

· Make sure product is ready when you need it-Pregame and Halftime are busiest.

· Load food warmers under counters-monitor holding temperature and rotate product-using FIFO for product rotation.

· Product Supply: 

· Use par sheets as a guide for how much product is in your stand.

· Transfer to/from neighbor stands prior to calling the warehouse.

· The warehouse should be used only as a last resort.

· Transfer sheets are crucial for inventory control—DO NOT move product without documentation.  This is essential for correct GOS. Transfer sheets are located in your stand binder, and supervisors should have on hand as well.

· Contact Zone Supervisor to place requisition-don’t forget stand location and items needed.

· Common Sense is important: do not overreact, but plan properly.

· Remember, if you don’t have it prior to halftime, you won’t get it!

Volunteers:  When the remainder of your volunteers come in, you need to have a game plan.  Designate your food prep, cooks, cashiers, and runners for your stand.  A good start up and shut down plan will save you from problems during the game.  Be organized and take control.  Make sure you give all your volunteers direction.

· Have a game plan for getting the stand set.  For example:

· Have cashiers wipe front counters and set up candy displays.

· Have runners ice down all product.

· Food prep and cooks should immediately start getting product ready.

· Make sure all volunteers know how to use equipment: fryers, cash registers, grills, and cheese machine.

· Merchandising product to make it look attractive to customers is important.

· Keep unnecessary items out of view.

· NO TIP CUPS.

· Make sure new volunteers are up to speed prior to gates opening.

· Monitor the breaks for your volunteers.  At no time should volunteers be in the bowl area of the stadium.  Breaks should be taken inside the stand.  

· Condiment Carts:

· Make sure it is placed in front of stand.

· Make sure it is working correctly.


· Please check carts for stock and cleanliness during slower times.

· Make sure a trashcan is nearby.

· Slow Down and Stand Closing:

· Contact your supervisor if you have an abundance of product to transfer to another stand.  Remember, per your contract, your group can be charged for excessive spoilage.

· By beginning of 4th quarter, start cleaning equipment and areas.

· Pull all trash together and flatten boxes.

· Begin organizing products for final inventory.

Beer Sales, Procedures, and Policies: Do not tap kegs unless it is an emergency.  There are Miller personnel and Zone supervisors on hand to tap kegs as needed for your stand.  Please DO NOT touch CO2 or draft systems if you are having problems.  Contact your supervisor so they can call the appropriate person over to assist.  One of the most important aspects of the draft system is keeping the beer cold, so please make sure cooler doors are closed tight, and minimize traffic in and out of the coolers.

After halftime, our goal is to not have to tap any fresh kegs.  Use other tap handles inside the stand to fill guests orders vs. tapping a fresh keg.  Unless there are large lines requiring the tapping of more kegs, please refrain from doing so.  Like food products, keg beer is perishable, so we do not want wasted beer after the game.

Beer sales are important to our success as a business here at Lambeau Field.  However, we always want to be serving alcohol safely and responsibly.  Please follow these guidelines, and discuss these guidelines with every volunteer prior to every game.  Safe service is all of our responsibility!

· One person in your group AT ALL TIMES must have a current alcohol operator’s license.  They must be present at all games, and provide direction to volunteers not familiar with alcohol laws.  It is recommended that multiple volunteers carry these licenses, as one per is required for EVERY game.

· Be aware of the Designated Driver Program available in the stadium and where they sign up.

· Ask for ID from anyone who appears under the age of 30.

· Get ID PRIOR to pouring the beer.

· ID should have picture, date of birth, and be valid (not expired).

· Hold ID in your hand-check for tampering, cracked, or faded ID’s.

· The limit is two (2) beers per transaction.

· Suggestive Sell: Would you like a hot dog or bratwurst with that beer?  Food slows down the absorption of alcohol, and can increase your sales!

· Make sure the person is sober enough to serve.

· Excessive slurring, stumbling, swaying, and glassy, unfocused eyes, are all signs that perhaps the patron is intoxicated.  

· Do NOT serve to anyone who is intoxicated.

· Be pleasant but firm when refusing service “I’m sorry, but legally I cannot serve you anymore alcohol.”

· Suggest a non-alcoholic alternative beverage-Soda, water, Sharp’s

· Ask a Supervisor or Security for assistance if needed.

Beer Sales end at the end of the 3rd Quarter.  You MUST stop selling at this time, even if patrons were in line prior to the end of the quarter.  You may conclude the last transaction you were doing when sales are shut off.  Zone supervisors will assist you with the shut down of beer sales.  Levy Management reserves the right to shut down locations PRIOR to the ending time if they so desire.  Volunteers not adhering to our alcohol policies and procedures will be subject to discipline up to and including termination of your group.

Halftime Prep: This is one of the most crucial times during the game. If you are not prepared, you will lose sales!  Make sure product is cooked and warmers are stocked (use those par sheets!). Anticipate product shortages and transfer from another stand or from warehouse by beginning of 2nd quarter.  Try not to overreact—remember, you get more stock for the next game, your goal is just to get through one game at a time!  Communicate within your stand, with your supervisors, and other stands as needed; this is a TEAM effort for all of us to be successful.

Final Stand Closing: Remember, only Levy Management has the authority to close the stand during the game, an NPO leader does not.

· Once the stand is closed, pull the gates down.

· First and foremost, get cash counted and get to money room.

· Second, organize all inventory and begin final inventory counts.

· Delegate cleaning and shut down tasks so all members of group are helping out.

· Trash pulled outside and placed in front of stand.

· All pallets, coke racks, bread and bread racks must be placed in front of stand.

· All equipment must be cleaned.

· All hot boxes and sheet pans should be cleaned.

· All small wares should be washed and properly stored in marked containers.

· Floors swept and mopped.

· Inventory, spoilage, and all paperwork must be verified by your Zone Supervisor prior to leaving.

· Make sure everyone turns in their uniform to you prior to leaving, so that all uniforms can be turned in for laundering.

Portables:  Portables procedures are a bit different in nature than concession stands because they are smaller, do not stay open as long, and have no secure storage area.  Please follow these guidelines for any portable locations you may have.

· Beer Portables will close at the end of the 3rd quarter unless directed to close earlier by Levy Management.  Please refer to alcohol policies and procedures as listed above.

· All other portables will close at a time during the 4th quarter or at completion of game as determined by Levy Management.

· Once the portable is closed, your FIRST priority is to get the cash down to the cash room.

· Remaining inventory should be organized and neatly restacked on pallets to move back to warehouse locations.

· Because product cannot be moved during game times, the group must stay with their product until released by Area Supervisor.  Groups are responsible at all times for their product until released by Levy Management.  Lost or stolen product as a result of not attending to the portable will be charged to the group.

· Make sure all paperwork has been filled out with your zone supervisor prior to checking out.

· Please return all aprons and uniforms before leaving.

Zone Supervisors:  Zone supervisors are responsible for an area of concession stands, including portables, permanent stands, and subcontractors.  Zone Supervisors are responsible for verifying opening and closing inventories, transfers in/out, all spoilage and gratis, assisting with customer service and alcohol concerns, troubleshooting problems, and overall concession operations in their areas.  The Zones are there to support your operations and offer solutions to challenges or problems that may occur during game day.  The NPO will be provided a Supervisor Evaluation Form in their game day binders.  These forms are for you to provide us with input on how the supervisors are doing, and offer suggestions for improvement as needed.

NPO Leaders are required to confirm all paperwork with Zone Supervisors prior to checking out.  All paperwork must be complete and signatures in order before the group will be released. Any problems with inventory or paperwork should be worked out with Zone and Area Supervisors prior to you leaving.  Since the stand sheet is the MOST IMPORTANT piece of paper in your success here at Lambeau Field, accuracy on your part and the part of the Supervisor is imperative.

What is expected of the non-profit group?

Non-profits are vital in our staffing this football stadium.  Let’s review your responsibilities.  

· A group is responsible for attending training

· A group is to provide the numbers of staff they have committed

· A group will manage their volunteer staff and provide great customer service!

· A group will make sure that they have picked up their binder, uniforms, and cash card at check in

· A group will make sure to pick up their cash from the Cash Room

· A group will count all controllable inventory and verify with your Zone Supervisor

· A group will cook the necessary amounts of product based on the numbers you have given them

· A group will maintain a clean and food safe environment and react to any problems pertaining to food safety and sanitation.

· A group should always keep track of their inventory and cash

· A group will leave the stand clean

· A group will check with Zone Supervisor before leaving
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