Check-In Procedures

Staffing:

· You are required to provide the appropriate amount of staff per Levy requirements to run your stand. All staff must be in your stand at the appropriate time. If they are not, you will be provided with back-up group volunteers at a cost to your group.

· Black Pants, comfortable closed heel and closed toe shoes (preferably black non-slip), Levy issues polo shirts, hats, aprons and name tags. Please no jeans, cut-offs, skirts, spandex, Capri or sandals allowed!!! During colder events a black turtle neck can be worn underneath your polo shirt. Stocking caps will be provided for portables during the winter months. 
· Please come to Lambeau Field ready to work with a clean, well groomed look. Visible tattoos, fake nails, nail polish, facial piercing and large earrings are not permitted. Rings must be limited to one ring per hand. Please see your creating legends book for all our appearance guidelines. Remember, we are working with food so long hair needs to be pulled back.

· Sign-in sheets for your group are due at the close of business on Tuesday afternoon for all game weeks. Included on the sign-in sheets should be the names of the volunteers for that game and uniform sizes. Late sign-in sheets will result in a $25 fine. It is crucial to our operation that we receive these sign-in sheets in a timely manner.
· All volunteers must have taken the RCS class prior to volunteering or will not be allowed in the building on game days. 
Entering the Stadium:

· Parking is the responsibility of the volunteers. There is no parking available in the stadium parking lot on game days. Carpooling is strongly recommended. 
· The Volunteer Entrance is on the northwest side of the stadium and faces the Citgo station at the corner of Ridge and Lombardi. 

· Check-in for the Group Leader is 4 hours prior to game time. (Please no early check-ins.)
· Check-in for all volunteer workers is 3.5 hours prior to game time. 

Once Inside the Stadium:

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

· Everyone must sign a group waiver upon entry. Please make sure that your group members are familiar with this form. A sample of this is located at the back of your contract. 
· A designated amount of lockers are assigned to each group; all purses, jackets, and other personal items must be stored in these lockers, and not taken into concession stands. 

· After checking in, please proceed to your stand as quickly as possible to begin setup. 
· There must be one group leader for every stand. Some of you have more than one stand; you must have a point person at each stand. If you have a large stand, two group leaders may be more beneficial to you.

· Stadium gates open 2-1/4 hrs prior to game time.
· Concession stand windows must be open 15 minutes prior to the gates opening.
· Levy Management will direct the closing of concessions stands at the end of the 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 areas.
