RESPONSIBILITIES WHEN CLOSING FOR LEAGUE
GYM

Return  scorebooks and pencils to large cabinet in Concession stand.

All large items need to be picked up in the bleachers in both gyms.  The bleachers then need to be swept or blown so that they are free of dirt/garbage.  The floor around the bleachers needs to be swept.

Brooms and dust pans are located in the equipment room inside the large gym.  Blue chairs need to be stacked in the hallway outside the gym in the entry area.  All garbage cans should be placed in the hall by the concession area so that janitors can pick up.

Leave scoreboards and bleachers as they are.  Do not turn light switches off in the gym – they are motion sensored and will shut off automatically.

GATE

Close the gate 10 minutes after the start of the last game of the day.  Place admission signs inside cash box and return cash box to the concession area.  Fold tables and place along the outside wall.  Stack chairs along the wall.  Pick up any garbage in area.

CONCESSIONS
· Turn off all three switches on popcorn machine.  Clean popcorn machine, including seed tray.
· Unplug nacho machine.  Remove nozzle on cheese bag and replace with cap.  Place cheese in beverage cooler.  Wipe off machine.  Nozzle needs to be returned with cash boxes.
· Clean hot dog crock pot with soap and water and place in short cabinet.
· Unplug coffee maker, empty filter and rinse pot.  Wipe off coffee machine and place everything in short cabinet.
· Place candy in the bottom of the large cabinet below our popcorn machine.
· Return the small table to the auditorium.
· Sweep concession room and main hall.
· Place price signs in large cabinet.
· Write down any supplies that sell out or run low and place in cash drawer.
· Restock cooler with water, soda and Gatorade which is located in the AV room two doors down in the back of the auditorium.
· Close and lock all cabinets and soda machine.
· Return school popcorn machine to concession room.
· Close and lock concession room door and close auditorium door on the way out.
· Return cash boxes and keys to Greg & Penny Biese.
QUESTIONS:  The phone numbers for school staff are located on the inside cabinet doors 


if problems or questions arise regarding the school.

YOU MAY ALSO CONTACT:  
Penny or Greg Biese       Home 788-0251

Cell 858-8251 or 470-5864

