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Who is Levy Restaurants?

Since its entrepreneurial founding in 1978, the Company has grown from a single delicatessen in Chicago, to an industry-leading food organization. Today, as a result of its commitment to its restaurateur mindset, Levy Restaurants has been recognized as one of America’s fastest growing companies in its industry, with one of the most diverse portfolios that celebrates food in restaurants, sports stadiums, arenas, convention centers, zoos, racetracks, and music festivals in every major market.

Levy Restaurants at the Bradley Center

Bradley Center accommodates 18,600 for basketball, 17,800 for hockey, and 20,000 for concerts.  It is home to NBA’s Milwaukee Bucks, Marquette University Men’s Basketball, and AHL Milwaukee Admirals Hockey. There is always something going on at the Bradley Center and Levy is the Premium Food & Beverage Service provider for all events. Levy’s services cover all areas from Concessions to Suites & Catering. 

Our Vision – The Levy Difference

As a family of passionate restaurateurs, we live “The Levy Difference” by creating great restaurant experiences wherever our innovative approach might take us.

Our Values

There are three Levy Values that guide everything we do – family, passionate, and restaurateur.  

Our Customers

As restaurateurs, we never forget the value of each customer and how important it is to continuously focus on what they need, and anticipate what might make their overall experience enjoyable. 

What is expected of a Non-Profit Group?
1. A group is responsible for attending all necessary training.

2. A group is to provide the numbers of staff needed per event.

3. A group will manage their volunteer staff and provide great customer service.

4. A group will arrive in the correct uniform.

5. A group will count all controllable inventories and verify it with the Levy Supervisor.

6. A group will cook the necessary amounts of food based on the information we have given them. 

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

8. A group shall always keep track of their inventory and cash.

9. A group will leave the stand clean.

10.  A group will check out with the Levy Supervisor before leaving.

Role of NFPG Group Managers

A variety of issues determine the success a group will have at each event.  Some of these issues are beyond our control, bad weather or team performances are examples.  Our focus is on two things we can influence, service and quality.  Each manager has a direct impact on earnings to the organization through production, set up, and distribution of volunteers within the stand.  The following notes will help Group Managers cover the many areas of stand operation that combine to net a group’s earnings.

Group Manager

· Oversee all aspects of the event including confirmation that volunteers are scheduled to work the event.

· Obtain copy of gate list from group representative in advance.  

· Arrive by designated time and remember to bring the hats.

· Review the “Pre Shift” which details the event.  Times, teams, and attendance are included.

· Perform opening inventory SEPARATELY from the Levy Stand Supervisor.  Compare numbers with the Stand Supervisor, confirm any variances, and sign off on opening counts.
· Open stand gate right away.  Early volunteers can begin stand set up with the condiment cart and other non-inventoried items or areas of the stand.

· Make a “game plan” with the Stand Supervisor.  Cover breaks, the volunteer meal form, initial production, additional production, how to get more product, number of people on the front counter during peak sales, clean-up procedures, and when the stand will close.

· Confirm meat numbers with the Stand Supervisor.

· Begin initial production of foods once meat numbers have been agreed upon.  Likewise, when counts are confirmed on cups and other inventoried items, these areas of the stand can be set up. 

· Brief Cash Control Manager on event related news.

· Assign all volunteers a task (nachos, front counter, soda, etc.)

· Just prior to public gates, gather all volunteers for a brief meeting on the event.  

· Event routine:  Monitor production, check with production staff for supply problems, give breaks, and stay aware of the event time (scoreboard).

· Begin to pull back services as the last stretch of the event approaches.  Review food on hand, transfer excess to other stands, call other stands if short, produce if necessary, do not open more cups until all open cups have been used, and start collecting inventory items on the back table for counting.

· Count meats and pretzels

· Begin cleaning in food area and one side of the counter

· Make sure that the Cash Manager has pulled drawers and is counting money.  While closing, it is important to have other volunteers running the clean up so that the Group Manager and Cash Manager can concentrate on inventory and counting cash.

Cash Control Manager

· Arrive early to assist the Group Manager.

· Assist in stand set-up, inventory, display, production, and assignment of   volunteers.

· Receive and sign for change bank from cash distribution personnel.  Verify count. Notify the concession office (x8430) if there are any problems.

· Fifteen minutes prior to public gate, distribute change to drawers.  Do not overstock singles or quarters.  Refer to cash handling procedures.

· Pull “big bills” constantly and adjust change levels in the drawers throughout the event.  Move change to avoid having to count excessive singles and quarters at the end of the event.  The last quarter break or short intermission will usually be slow.  A lot of change is not necessary. 

· Pull, count, and wrap money throughout the event so that at the end, only one cash drawer is open with very few loose bills.  It will take less than 10 minutes to prepare the deposit, if money is pulled and wrapped throughout the event. 

CASH CONTROL

Before Event: 

Group Manager (GM) and Cash Control Manager (CCM) will receive a blue bag with an opening cash bank at the concession stand prior to gate time.  The CCM will sign for the cash bag.  

 The CCM takes the locked blue bag to the work station and counts the opening bank and compares the total with that on the Cash Summary Form.  If there is a problem with one of the currency straps, set that strap aside for review by Levy Management.  Do not put cash out in cash drawers until Levy Management comes to the stand and verifies the discrepancy.

No more than $75.00 should be put in each cash drawer at the time the gates open for the event.  Please DO NOT open all the rolls of quarters.  The remaining currency should be kept in the locked drawer at the workstation. 
During Event: 
The majority of the cash bank should be kept in the locked drawer at the workstation.  As more change is needed for the cash drawers, change can be transferred from the locked drawer to the cash drawers.  Remove higher denominations of bills from the cash drawers and transfer these bills to the locked drawer.  

As the locked drawer accumulates currency, the CCM will band the bills in quantities of 50. 50 singles = $50, 50 fives = $250, 50 tens = $500, and 50 twenties = $1000.  

The CCM monitors cash throughout the entire event.  Currency needs should be assessed prior to “half time” or intermissions, so if additional currency is needed, money can quickly be brought to your stand.  If there is need for more currency/coins, please call the Concession Office at x8430.  Inform the office what is needed by denomination.  A cash dispatch person will be sent to your stand.  The Group Manager/CCM will purchase the currency that was ordered.  (If $200 in fives was requested, the CCM will give the cash dispatch person $200 in twenties.  This should be verified before the cash dispatch person leaves the stand.) 

It is very important for the CCM to stay “on top” of cash counting continuously during the entire event.  It will be easier to close and balance at the end of the event.  

The CCM should keep a tally for credit cards slips, coupons, and meal tickets.  This will save time when the stand closes.  Pull these throughout the event along with the large bills.
Immediately After Stand Closes:

When the stand closes, volunteers should be working out of 2 cash drawers.  As business slows down, close the outer cash drawers and work out of the central cash drawers.

The CCM collects all cash from open drawers and stacks same denominations together. Combine unstrapped cash from the locked drawer with the cash just collected from the cash drawers.  Remaining bills should be banded by denomination.  Reverse the currency strap, band bills, and write the total dollar amount on the strap.

Count the coins next and write the total dollar amount of each coin denomination in its appropriate cell on the Cash Summary Form.  Put all loose coins in the plastic bags and the rolled coins in the blue cash bag.

****Coins can be counted prior to closing.  Keep only a few quarters in the remaining open cash drawers and collect and count the remaining coins.  Keep a tally on a piece of paper and when done, add any additional coins, and fill in the amount on the Cash Summary Form.
Cash Summary Form: 

Stack straps by denomination.  Add the total dollar value of each denomination and write that total dollar amount in the appropriate cell on the Cash Summary Form.  Start with 100’s, 50’s, 20’s……1’s.  Write in each denomination’s total and put that money in the blue cash bag.  

The coin should have been counted earlier and already totaled on the Cash Summary Form.

Wrap meal tickets and put total on the “Employee Meal Ticket” line on the Cash Summary Form.  Do the same for the credit card slips, and enter that total on the “Credit Card” line on the Cash Summary Form.  Then total up any coupons that you have for the event.  Write that total on the “Coupons” line.  Calculate the totals on the Cash Summary Form and write the grand total on the “Grand Total” line.

Prior To Cash Pick Up:

When the Cash Summary Form is complete and all cash is in the blue bag, lock the bag.  The CCM should sign off on “Unit Line” of the Cash Summary Form, and place it next to the bag.  The blue cash bag along with the white copy of the Cash Summary Form will be picked up and signed by a cash dispatcher.  The cash dispatcher person will always be escorted by a member of Patron Services.  The yellow copy of the Cash Summary Form stays with the CCM or GM.

General Cash Security:
Once the CCM has signed for the opening bank, the cash is the group’s responsibility, and therefore must be safeguarded.  The CCM cannot leave the building until the cash is picked up.

Arrange currency and coins neatly to avoid errors.

NEVER LEAVE CASH ON TOP OF THE COUNTER OR THE DRAWER UNLOCKED.

Double check all cash drawers before you leave the stand.  Check under cash tray in the locked cash drawer, and pull out the black trays in all other cash drawers.  

Role of Levy Restaurants Stand Supervisor

· The stand supervisor is Levy’s representative in each stand.  He/She is there to ensure all policies, procedures, and production levels are up to Levy standards.

· Stand Supervisor is trained in the use of all equipment and production procedures. 

· Stand Supervisor is dispatched with a “pre shift” that includes estimates on attendance, minimum and anticipated high-end production, special notes, and coupons.

· Stand Supervisor performs opening inventory counts prior to the NFPG Group Manager’s arrival.  In all cases, the Group Manger and the Stand Supervisor do separate inventories.  NEVER do counts together or agree on another person’s count without verifying it again.

· The Stand Supervisor is the record keeper.  He/She is responsible for recording all waste and transfers.  The Stand Supervisor also fills out and does all mathematical extensions on the Quest sales report.

· Stand Supervisor assists the NFPG Group Manager in pre-event orientation of the volunteers; assigning job duties, establishing production plan, and any training.  

· Stand Supervisor ensures that the stand is completely open at public gate time.

· Stand Supervisor monitors stock levels, production levels, and works with the NFPG Group Manager to ensure stand readiness at all times.

· Stand Supervisor assists the NFPG Group Manager in quality control through proper production timing.

· Stand Supervisor must remain in the stand at all times except for a short break that is to be taken within view of the stand.

· Stand Supervisor ensures all alcohol policies are reviewed and followed each event.  Assist NFPG Group Manager with shut down of beer sales.

· Overall, the Stand Supervisor is to advise and assist the NFPG Group Manager in the completion of all aspects of stand management.

Sanitation Highlights

The sanitation practices that are established and followed in the stands cannot be over emphasized.  Follow the guidelines and think about the way the staff is handling the food, and there shouldn’t be any problems.

· Wash hands often.  Wash every time you enter the stand, in between different tasks, and after cleaning or removing trash. 

· Levy hats must be worn at all times when working in the stand.  If hair is longer than shoulder length, it must be pulled back in a tie or clip.

· Absolutely no eating or drinking in the stand.

· Each workstation in the stand must have a red bucket with the correct level of sanitizer in it.  Typically place one under the front counter, one under the back counter, and one in the production area.
· Keep counter clean at all times.
· Store cups with rim down and place a lid on bottom of cup to protect rim.  Do not place stacks on white towels.
· Store lids with bottom down and handle by edge only.
· Plastic gloves must be worn at all times when coming into direct contact with food product.  Remember, gloves are to be changed often and after each round of production.  Gloves are only safe if used properly.
· Clean utensils regularly and after contamination.

· NEVER use foods, wraps, cups, or anything else that may be soiled in any way.

· NEVER handle scoops or utensils from the food contact portion. 

· All “potentially hazardous foods” must be stored below 40 and above 150 degrees.  Hot foods hot and cold foods cold.

· NEVER store any food, paper, or supplies directly on the floor.

· Clean and sanitize counters while working.

Safety Procedures

· Do not operate equipment that you are not familiar with. 

· Do not operate faulty equipment; report the problem to your supervisor.

· Use dry towels and mitts when touching hot equipment.

· Every individual must wear full-length black or khaki pants, enclosed slip-resistant shoes (no open toe or open heeled shoes) and socks or nylons.  SHORTS CANNOT BE WORN AT ANY TIME.

· Be aware of people working around you.  Know the traffic flow and always warn others when you pass behind them.  
· Keep food prep area floors clean and dry.
· Don’t permit grease or food to be spilled carelessly on the floor, around the oven, and in front of the sink and passageways.
· Do not allow debris to remain on the floor or on worktables.
· Observe safety and health regulations and uphold the highest standards of sanitation at all times.
· Never run while working,
· Most of all USE COMMON SENSE.
Grooming

Uniform
Levy will provide each volunteer with a shirt, hat and badge (“Uniform”) for each volunteer working the event.  All Volunteers shall wear pants that are long and Black/khaki in color, and closed toed non-slip shoes that are either black or white in color.  Sports pants, capris, and shorts are not allowed.  White short or long sleeved shirts can be worn under the uniform shirts.  Any uniform shirts that are not returned at the end of each event will incur a $40.00 charge per shirt.
Hair
Hair below the collar must be tied back or braided during your shift.  

Fingernails

Fingernails should be kept clean.  If nail polish is used, it must be in good condition with no chipping.  Fingernail artwork, such as designs or miniature jewelry is not acceptable.
Jewelry

Jewelry is limited to one small ring or wedding set, a wristwatch, and earrings cannot exceed ¾ inch in size (no larger than a nickel).  Earrings are not permitted for men.  A medical alert necklace, bracelet, or ankle bracelet is acceptable.  

Tattoos

Tattoos must be covered at all times.

Any volunteer who arrives without the correct uniform may be refused entry into the building.
ONLINE ALCOHOL TRAINING

Log on:     http://levy.restaurant.org/
Enter Password:   LEVY
Enter your personal information.  

Choose your property from the drop down list.

Choose “Non Profit” for your job title from the drop down list. 

Read all materials and click next to go to next page.  You will then be able to take the test.

Once you have completed the test and you submit your answers, it will ask for the manager’s e-mail address, please enter:

drice@levyrestaurants.com

The results will be e-mailed back to us. We will print it as proof you completed the on-line training.

Please understand that by completing the on-line training, you are allowed to volunteer.  

Thank you for your cooperation.

ALCOHOL SERVICE POLICY

· All Non-For Profit Group volunteers must be 18 or older.

· Inform all volunteers of correct date for alcohol service.

· Proofing:

· ID all customers who appear under the age of 40.

· Acceptable forms of ID:

            - Valid Drivers License 

            -  State ID

            - Military ID

            - Passport

· Never serve anyone who appears to be intoxicated.

· 2 BEER LIMIT PER PERSON WITH VALID I.D.
· Be aware that the beer limit is adjusted lower for many special events.

· Beer shut off for Bucks games is at the END of the 3rd quarter, and the 10 minute mark for Admiral and Marquette games.
· Call Stand Supervisor for any problems or questions.  If problem persists, contact security through Arena Control (x0430).
· UNDER NO CIRCUMSTANCES ARE NON-FOR-PROFIT GROUP VOLUNTEERS PERMITTED TO CONSUME ALCOHOLIC BEVERAGES WHILE IN THE BRADLEY CENTER.  EVERYONE MUST EXIT, PURCHASE A TICKET, AND RE-ENTER THE CENTER AS A GUEST IN ORDER TO CONSUME ALCOHOL AT AN EVENT.
KEY INTERVENTION TECHNIQUES FOR ALCOHOL SERVICE

Intervention Techniques:  Four warning signs of potential trouble.

· Inhibitions
                 People tend to lose their inhibitions when intoxicated.  If a person tends to be       

                 overly friendly and talkative, do not serve them.

· Judgment
            Fast drinking, frequent trips to the counter and becoming obnoxious are  

            common indicators of an intoxicated person.  Do not serve this person.

· Reactions

           Alcohol impairs a person’s reaction time.  If a person is slow moving and 

                   forgetful, do not serve them.

· Coordination

           The most obvious sign of an intoxicated person is the lack of coordination.  

                   Do not serve this person.

Intervention Tips
           Cut amount of beer at a transaction, offer a food item with the purchase, offer an                            

                         Alternative non-alcoholic beverage, or encourage food purchases.

                         Be friendly and concerned for the customer’s safety.  Use a personal approach, say 

                         “I’m sorry, we cannot serve you a beer,” and move on to the next customer.

                         Once it has been determined a person should not be served, stand firm on the decision.

                         Be friendly and casual but stand firm.  If a problem continues, say “I’m sorry, but I                       

                         cannot serve you.”  

                         Again, do not reverse the decision!! 

                         The Group Manager or Stand Supervisor should deal with problem guests.  Call them            

                         over to the side, keep the service line moving, and deal with the guest calmly and  

                         firmly.  Fill out an Alcohol Service Incident Log after any problems are solved.

                         Contact Arena Control (x0430) if Security is needed.

               Items that affect how much a customer can drink:               

           Basic rule is 1 drink per hour.

           People with smaller body size are affected quicker than those with larger body size. 

           Persons who are out of shape are affected quicker.

           Females are usually affected quicker. (Typically because of size.)

           An empty stomach results in quicker affects of alcohol, as well as the use of  

           drugs and medication.

Employee Meals

1 food item and 1 beverage or just a beverage

a.) Press Employee Meal Start  (upper left corner)

b.) Press 1, then food item

c.) Press 1, then beverage item

d.) Press Employee Meal End  (next to employee meal start)

e.) Place coupon in cash drawer

Credit Card Payment

a.) After entering all items, press Credit Card

b.) Swipe credit card and wait for 2 receipts to print

c.) One receipt to customer and one in cash drawer

d.) If the amount is over $25.00, customer must sign receipt.

e.) If receipt doesn’t print, get Levy Supervisor

Coupons

a.) After entering items, deduct the $ amount for the  items listed on the coupons  

b.) This should be done for each coupon used.

c.) Customer DOES NOT get any cash back if the full value of the coupon is not used.

d.)  Customer is only allowed what is stated on coupon.  SUBSTITUTIONS ARE NOT ALLOWED.

Bucks Cards/Concession Cards

a.) After entering items, press the Concession Card key.

b.) Swipe card and wait for receipts to print

c.) One receipt goes to the customer and one goes in the cash drawer.

d.) If, after swiping the card, the register still shows a $ amount, and the cash drawer does not open, then the customer has a cash balance they owe you.

Designated Driver Coupons
a.) Press Employee Meal Start key

b.) Press 1, then reg. soda key

c.) Press Employee Meal End key

d.) Place coupon in cash drawer

FACILITY RULES AND REGULATIONS 

· Event Day Procedures

a. Park in structure located on the corner of 6th and Highland with valid parking pass no later than 1 hour prior to event

b. Enter building through Gate D located on 5th and Highland

c. Make sure to check in at table

· Personal Conduct

a. Smoking is not allowed in the Bradley Center.  Designated smoking areas are located outside of Gate B and Gate D

b. The consumption of alcoholic beverages is forbidden while in the building.  Failure to comply with this policy may result in termination of this Agreement.

c. Not allowed to exit building with promotional or food items.

d. Not allowed to sit in arena or stand inside vomitories during event while volunteering.

· Solicitation

a. Solicitation of guests, visitors, or employees by non-employees and/or the             

Distribution of literature, pamphlets, or other materials by non-employees

on the premises are prohibited.

b. Unauthorized sales and solicitation of orders for any type of product or  

service to anyone on the premises is prohibited.

· Camera Policy

Please be advised, regardless of the camera policy for guests attending an               event at the Bradley Center, all Bradley Center employees, volunteers and                                  contractors are strictly prohibited from bringing cameras, video recorders and audio recorders into the Bradley Center.   
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