Student Job Dcscriptions

JobsYou Can D!

You have to be a | ittle Nutty T o Work
I"or (niversity Dining Services

CASHIF R FROCE DURE For ZINFANDE |
A” instructions bcgin from the [Home Screen.

[Home Screen is Auto E)oar&.

chular Meal
SWiPc Customer (ard



Gucst Mea|
Hit Giuest Meal
Swipe Customer (ard
INE G M, M, M, /ON!
Cash Sale
Hit Esc from Auto Boarc{
Hit aPProPriate Meal Session button
Hit Subtota]
Hit Cash i
E_ntcr amount of casl‘)you were
Hit I nter
Credit Card Salc
Hit L:_sc from Auto Boarc{
Hit aPPropriate Meal Session button
Hit Check 1
Enter amount
DONOT FRESS ENTER UNTIL THE CREDIT CARD MACHINE FHAS FROCESSED THE

TRANSACTION!
Slide credit card ’cl’lrougl’l machine <5triPc side)

o
DI\/CH

[ nter in the amount of the sale

Fress Enter

Wait for the first (1 Sr) rcccipt to Print and then tear off

r“lave customer sign

When second (2nd) rcceipt Prints, hand it to the customer with their credit card

Flace signecl receiPt in the drawer

Dining Dollars
Hit | sc from Auto Poard
Hit appropriatc Mea| fjession button
Hit Subtotal
Hit Diﬂing Do”ars
SwiPe Customer (ard
Wolf Pucks
Hit I sc from Auto Boarc{
Hit aPPropriate Meal Session button
Hit Subtotal
Hit \/\/oIF E)ucks
fjwipc Customer (ard

FROBLEMS

You getascreen that says “Customcr not found in system”
Tr3 slidfng the card again quarc{s
]fthat doesn’t work, wrap a Piece of receipt paper around the card and slide it again

]F that does not work you will have to manuang enterin the card number



tis the number underneath the bar code on the back ot the car
Jtis th b d hthe b d he back of th d
You getascreen that says “]z_xcccclccl maximum meals for Pcriocl/wcclc”
This means theg are out of meals and thcg have four oPtions
Theg can guest themselves (hc thcy have any guest Passcs)
ey can have a triend guest them in
They can have a friend guest th
ey can use | Jinin ollars or \Wo ucks
They Dining Dollars or Wolf Buck
They can use cash or credit
ou get a screen that says “|__xceeded guest meals”
Youg hat says “F xceeded g !
This means theg have no more guest meals for the week

They can have a friend guest them in

Theg can use Dining Dollars or Wolf Bucks
Tl—wey can use (ash or Credit
You getascreen that says “Customcr does not have a board Plan”
This means that the customer is either not signed up for a meal Plan or the card theg are using is
rctircd/expircc{
Theg can have a friend guest themin
They can use Dining Dollars or Wolf Bucks (as long as the card is not retired)
Theg can use Cash or (redit
You getascreen that says “Account Frozcn”
T his means their card will not work because it’s been frozen
Dining Dollars or Wolf Bucks may work
(ash and Credit are alwags an op’cion
CUSTOMER QUESTIONS AND ISSUES

“«Can 5oujust swiPe my card twice? (Jse two of my regular meals?”

NO

Th63 are onlg allowed to use one (I) of their rcgular meals permea session.
“«Can| P|ease leave my backpack/skateboard behind your desk?
NO
|f the bac!cpack has a IaPtoP init, it can go underneath your table but never behind youl
“Can Uust come in and getacup of coffee/tea?”
NO
T his is the same as letting them in for a free meal
ANY OTHER [SSUES CONSULT YOUR FRONT OF HOUSE,
PLEASE.

Zinfandel Dining Hall

(ashier Procedure During a Meal Session

FICBSC bC aware O]C t]‘!C FUICS and 3OUF‘ FOIC in enForcing t!‘xcm

No baclcPaci(s or largc items

Skateboards included
No food or drink allowed out of the bui!ding

Mcal To Go and lce Cream are the ONLY excePtions




On19 one (i)guest pass per customer per mea session
When there is downtime, Plcﬁﬁ:
Restock as needed:
Meal T o (Go T able
Meal T o Go Boxes
Meal T o GGo Pookshelf
C!ean the Cerea| Bar.

Note any Problcm areas in the clining room and make your Dining Room Kcepcr or your Front of Fouse
aware immediately.
l]cgou need to take a break, whether it is ten (10) minutes or tl'lir'tg (»0) you @ to have a full-time cmﬂoyce cover
you.

30 Minute Preaks

You must have the cashier comp you for a meal and you must sign the rcccipt.

FLEASE USE COMMON SENSE -DINNFR CASHIER

Frc-Shﬂ:t/OPcning Checklist
Checkin with the Cook or [Front of [House
GCt cash drawer
\/eriFg the amount and sign out the drawer in the binder
Pinderis located on top of the safe in the “Cook’s” Office
Log in to the computer
Ixcgou do not have your own login use the [Front of [House !ogin temPorarﬂg

Fill out a Cashier Fin chucst; return to office ASAF

Check the Meals To Go table and restock as necessary

The bookshelf behind the register has all the condiments
Make sure coffee is made; the drink line is restocked and cleaned
(Check with the Runner to see if theirline is reaclg
(Check with Fantr}j to see if theirline is reaclg
Check with |ce Cream to see if tl‘reg are readfj
|f cverything is rcaclg, open the door

IFNOT, FROVIDE ASSISTANCE ASNECESSARY

Closing Procedure
Lock the Door.
Do Not Log QOut until the time on the chistcr is the actual closing time (8 PM Sun-T hurs; 7FM Fri-Sat)

Fress the NO5ALE button.
F’ress the LogOutbutton.

Fress the ch button on the C/car5/7/ﬂ' Tota/s?Screen.

Print two (2) copics of the Shift Audit Keport.

|f there were any credit card sales, Please Print an audit report for the credit card machine as well.
Fress Keports.
Frcss 3.
Fress Entcn



Count the drawer with the Front of House or Cook
Sign out the drawer in the binder

\/acuum the entire room.
Pick up the big stuff
Do not expect the vacuum to Pici( up @v@rﬂfﬁ/’/lg.

Assist your Front of [ouse in other clcaning duties as assigncd

Dishes — Please (Jse Common Sense

GENERAL GUIDELINES

Atthe beginning (and middle) of cach shift, a temperature strip must be used to determine if the dish machine is
working at the proper temperature

Froper temperature is180f

Strips can be found next to the wall calendar

If not there, ask your FOH or the office

Flace the striP on a clean metal pan and send it through the machine

ITC the toP label turns b[ack Placc it on the correct date on the calendar

]1C the label doesn’t turn black, repeat onanew pan

[fit fails a second time, P]ease nothcg your FOH orthe Dish Room SUPervisor‘
Flease wash your hands every time you switch from hanc”ing clirt}j dishes to hanc”ing clean dishes.

[ venif you arejust c}ﬁanging 3ourg|oves,

YOUMUST WASH YOUR HANDS!
SAVE ENERGY AND STAY ORGANIZED

Organizc your work so that things are done eﬁcicientlg
Please try to save water, electricitg and soap when you can
When not is use, turn off the dish machine
When the flow of dishes is slow, turn off the sink.
PRE-SHIFT CHECKLIST
Ohnce you have clocked in, check that all these tasks have been comp]eted.
]Fgou notice something has not been done, P!ease doit 3ourse|F
Tray accumulator has been turned on.
Check SUPPlfﬂ of soap for dish machine
5i|vcrwarc pans must be 1 full with soapy water
Two bus tubs on the counter
i full with warm water (use for coffee mugs)
i full with warm water and silverware Presoak (for silvcrware)
(Check and make sure all garbage cans were dumped
DURINGAMEAL SESSION
KCCP a steaclg pace during your entire shift; hcgou get behind ask for hclP.
Remove as much of the food remainders before Placing dishes in machine.
Alwags check each dish as it comes out of the machine to ensure it’s clean
Kun silverware througl’l constax1t13
[ow to Clcaﬂ the silverware:

Step i: Flace all silverware on silverware tray and run through machine



Step 2: Sort silverware food side up into silverware sorter and run through machine again
Step 3: FI!P silverware over so it is food side down and run through one more time
Step 4. Place out on the line as needed
Refill the silverware on the line m it runs out, not after.
C!’]eck the serving line to make sure there are cnouglﬂ Platcs and bowls
Rcstock the area @ the supply runs out, not after.
DO NOT run the dish machine for only a few dishes
Wait until there is an ample amount to be washed
DO /\/OTPut paper or Plastic down the drains.
DONOTPU” or Puslﬁ the trag accumulator.
DO /\/Ofthrow away silverware or dishes (unlcss theg are brol«:n).
Assist pot cmplogccs whenever Possiblc.
AFTERAMEAL SESSION
Finish cleaning all remaining dishes.
KcPlace AlLL clean dishes and silverware on the serving line.
Kun all the trags on the trag accumulator tl’lrough the dish machine
Run silverware slide and silverware pans tlﬁrouglﬁ dish machine.
|f unsure how to remove the silverware slide, ask your FOH or Dish Room Full-timer.
Run all bus tubs througlﬁ the dish machine.
Run all remaining pots through the dish machine (FM shifts ON/.Y)
(lean glass rack holder above sink.
Run counter pieces through dish machine.
Clcan the dish machine
]Fyou have any qucstions about clcaning or tai(ing the dish machine apart, Plcasc ask a full-time cmPloycc
for instruction.
Remove doors, curtains and screens
Hosc out machine (if hose is brokcn, use bucl«its)
Door Jams
Bottom of Scrapcr and Wash Tar&ks
Top Baffles
Place Screens in Dish Machine to c]rg.
[or any questions, DONO TC;L/Eﬁﬁ Ask your FOH or Dish Room [Full-timer.
(Clean counter and sinks.
There should be no standing water in the dish room.
A” buckets should be emPtg
A” rags should go into the dirtg |aunc{rg (FMS/?I)[t O/\/L Y)
Tidg up and organize.
| _eave the dish room like you found it.
Completely set up the room for the next crew.

Dining Room KcePcr (DRK) - Flease (Ise (Common Sense.

ALWAYS CHECKIN AND OUT WITHYOUR (FOM.



Flease also ASK YOUR FOH for the FROFER way of restocking mi”(s,J’uices} etc.

During a Meal Session
Bcvcragc Bar
Clean and restock
Milks
Milk is in the Dairg Walk-|n (#1)
If the milk is low, cl‘langc it. ]ggou find there is a |arge amount of milk left in the bag once
you clﬁange it, Please Place the remaining milk in a container and label what kind it is, when
it exPires and P|ace it in the walk with the rest of the milks.
Juices
Juices are in the dish room
Soda syrup
Sodais in the dish room
Hot Cl’locolatc
]n the cabinet right under the machine
Chai
I the cabinet right under the [Hot Choco!ate machine
Coﬂcee counter
Clean and restock
[f needed, brew fresh coffee
Ask your FOH for the properway to brew coffee
}:or breakfast brew a full batch of both regular and cleca]c; forlunch brew a full batch of regular and
half of decaf; for dinner brew a half batch of both regular and decaf
Tca Holdcr (on the wall bg the colqce)
Restoc!( as needed
Teasare kePt in the cabinet under the coffee machines
Cereal Station
(lean with brush and bucket
Restock or Rotate as needed (this includes hot cereal Packcts)
l)cgou cannot use the whole bag of cereal, P!ease DO NOT open it.
(Condiment Station
(Check bread and rePIace as needed
T here should be atleast 1 of each kind we have in stock
(Check condiments and replace as needed
Check tray of sauces and replace as needed
(learoff any food or silverware left by students
Deli Bar
Clcar of any mess left }33 students

Restock missing or low items

]F no reP|acement on the Deli Cart, ask FOH for HCIP.
Deli Bar Fridgc
Restock 503 Milk, Putter Chips and (Cream Cheese

Transmcer Fcanut Buttcr and Jeng to new containers after every meal session.

Mea] To Go Table



Restock all condiments, silverware Packets and naPkin dispenser

THERE SHOULD BENO CUFS(HOT OR COLD) WHATSOEVER ON

THEMTGTADBLE!
SWCCP/MOP up any sPi”s as soon as you become aware of them

Straighten tables and chairs as needed
KCCP rcstocking supplics as needed
Cogee Counter
Tea Counter
Condiment Bookshelf

Deli Bar Counter

Clean TaHes
Bus any dishes that have been left bg students

Make bucket of fresh sanitizer water and get clean rag
WiPe tables as needed

(Center salt/PePPer and |nfo Sign

30 Minutes Prior to Closing
As traffic begins to slow, start your closing down process.
Close down one side of the }Devcrage bar with black dividers and posta «CLOSED? sign.
These signs can be found in a folder in the bottom drawer bg the cashier
Restock both sides of the drink line Z)é[orcyou 565//7 C/can/'ng
Take all the trays, Bowls, metal racks and clriP trags to dish room. Dish room Personnel can run them througlﬁ the
machine
Juicc Machinc (nozz/cs on/ﬂ removed after dinner session)

Opcn door, turn handles to “FLUSH” and close door.

Press button gorjuicc until clean water comes out.
Switclﬁ handles back to “D]SFENSE”
Pull nozzles ?romjuicc machine and P|acc in small bucket of warm soapy water.
T o remove, read directions inside machine
WiPe inside Juice Machine and backspbslﬁ.
Soda Machine (nozzfes on(y removed after dinner session)
(se Fepsi Keg to turn off the machine.
T ake all the nozzles off and P|acc in bucket witl’njuice nozzles.
To remove turn nozzle to the left and wiggle out.
Makc sure to take both Pieces aPar’c‘
WiPe backsplash of machine and soda dispenser tab.
| _emonade Machine (nozzles on/ﬂ removed after dinner session)
USC Fcpsi ch to turn off the machine.
Kemove the nozzles and clean dfspenser tab.
MI”( Machine.
(lean backsiﬂash; run handles through the dish machine as needed.
Hot C!’xocolatc Machine.
Clean backsplash.

Wipe the counter, IIP of counter and doors; wae front, sides and top of all the machines.



Rinse nozzes from juice and soda machine in dlean warm water, and return to machine.
Flease let your FOH know if there are any «O rings missing from any of the nozzles.
Four hahcga”on of hot water down soda machine drain.
chlacc trays, bowls, metal racks and driP trays.
uPon Closing
I]C asked to, repeat clcaning Proccdure for front side of drink line.
Vacuum all the carpets in the &ining room.
Ficl( up big Pieces oFgarbage }39 hand.
EmPt}j the vacuum cleaner bag when finished
Sweep and MOP area from the front of office, down both sides of the drink line and up to the divider in the servery.
Additional |nformation
Sunday/ T uesday/ T hursday Breakfast Shifts
Changc linen on Cereal Bar, Condiment Barand MT (G table.

Flease also replace anytime tl’xeg are soiled

(Clean front door windows inside and out daily.
Fractice proper sweeping
Ang movable equipment should be moved and swept under.
Practice proper moPPing
USC on13 hot water and the correct amount of soap.
When time Pcrmits, wiPc windowsills.
Alwags have towels in clean sanitizer water.
Rep!acc the water often
Dont be afraid to geta clean towel if the one you are using is clirtg
Once your duties are comPIete, view the Facflitg from a customers’ Perspective and correct any mistakes you see.
Alwaﬂs ask your FOH # you have any qucstions about the proper way to do somcthing.
Meals To Go (MT(G) or MTG/DRK
When there is heavg traffic, assist the cashierin hanc”ing the cards for Pcopie using the MT (G oPtion.
(se the rolodex Proviclccl to kecp the cards organizec{.
Students must either receive their card from you or the cashier. Tl’\crc should never be student ]D cards

laid out on the cashiers table.
When traffic is slow, P!ease restock the M T (G table.
A” items are kcpt on the back bookshelf or &rg storage.
[f table is Fu”g stocked, heIP the Dinfng Room Keeper.
If the DRK does not need assistance and your table is restocked, ask your FOH if they need
assistance

Grill = FPlease Use Common Sense

Sebup Checklist
Monclag - Friclag
Brcalocast

[_unch

Dinner
Saturclag - 5uncla9

Brunch



Dinner
During a Meal Session
After a Meal Session - Cleaning

(Clean Girill with Bricks (times and instructions?)

DumP [ries and [F xtra Burgers
Double check hot box for leftovers

(lean up angtlﬁing you used for a sPecial
(nless done carlier

e T ake all dishes/utensils/grease traps to the Pot Room
Jncludes catering dishes

SCOOP Frycr forfood remnants

Wipe front oxcgri” (includfng toaster, counter, and sneeze guarc])
(Use clean rag and fresh sanitizer water to wipe surfaces
(se glass cleaner and paper towel for sneeze guard

(Clean under all boards and wipe down all surfaces
Jncludes shelf above gri” and sink

T urn off hot box, ?rger and gri”s

T urn off heat lamps and lights

Tal(e out trash and mats
Swecp area behind the counter (?rom the Fridgc to the soup wc”s)

Return bread to c!rg storage
Check out with 3ourgri” full-timer and then your FOH.

lCC Cream - Flease USC Common SCHSC

OFENING FROCEDURE:
Was]ﬁ 3OUF hancls

T ablecloth: You have two (2) oPtions:
i. (Get a white linen tablecloth and P|ace a Pfece of Plastic overit
The roll of P|astic can be found in dry storage (ask if you cannot find it)
2.(Geta Plastic disposable tablecloth (if we have them in stock)
Get three (3) trays and Placc doilies on each
Place toppings and refill if needed
(hocolate syrup and wl’liPPecl cream must be in ice bath
Flacc sneeze guard on the table and attach toPPing signs above the toPPings
Make sure the signs are cdeaned before being Placed on the sneeze guarcl



Signs are found in the red folder on the table
Set up naPkfns and basket of spoons and refill if needed
Make sure all spoons are food-side down
T ake caps out of sanitizer water
Rinse off in warm water
Drﬂ and put back on machine
Make sure front of the machine is clean
Make sure ice cream is restocked
Measure temperature of all four (‘%) flavors and record in the book (mus’»t be under4o r)
CLOSING FPROCEDURE:
Mcasurc tcmpcratures of all four ("r) flavors and record in the book (must be under4o r)
Run covers and driP trays througlﬁ the dish machine

Refillice cream as much as Possiblc

DO NOT refill the other Machine on FRIDAY NIGHT‘ Je gets cleaned on 5ATURDAY
MORNING!

DONOT refill Chocolate,/Vanilla machine on SATURDAY N]GHT‘ ¢ gets cleaned on
SUNDAY MORNING!

(lean top, front and sides of the machine with stainless steel cleaner
Make new sanitizer bucket to soak caps

(se warm water and one sanitizer tablet
Throw out Plastic tab|ec|oth; fold up real tablecloth and leave on the chair
[Fold table in half and Place in between the machines
Take empty milk crates outside and stack neatly

SWEEFING
AFTER EVERY SHIFT, move the machines and sweep the floor under them

I]C asl(ed, you must also mop the entire ice cream area up to the deli bar.

RESTOCKING
TOPPings
RCFI'” as necessary; When replacing a toPPing, P!ease also replace the container
Spoons and Napkins
Box of spoons are kept under the deli bar (ﬁrd cabfnet)
Baskct of spoons should be filled to the toP at the end of every shift
Napkin container should be full at the end of every shift
CUPS
We have varying sizes (clepenc{ing onwhat is in stock)
Largc (8 oz paper cups)
Medium (5.5 oz P|astic cuPs)
Small (4 oz Plastic cups)
T able should have four (4) stacks of largc cups
Medium and small cups belong under the deli bar (Z“a and §ra cabinet)
(ones
\We have two kinds of cones

l]c both are in stock, P|easc make sure both are available to the customer



MORNINGZAFTE RNOON (BRUNCH SAT/SUN ONLY) CASHIFR
PLEASE USE COMMON SENSE

Frc~5hi1ct/OPcning Checlist
(Check in with the Cook or [Front of [House
Get cash drawer
\/cri)cg the amount and sign out the drawer in the binder
Binder is located on top of the safe in the “Cook’s” Olclcice
Log in to the computer
IFﬂou do not have your own login use the [Front of [Jouse ]ogin tcmporarilg

Fill out a Cashier Fin Request; return to office ASAF
Check the Mcals To Go table and restock as necessary

The bookshelf behind the register has all the condiments
Make sure coffee is made, the drink line is restocked and cleaned
Check with the Runnerto see if their line is reacl}j
Check with Fan’cr9 to see if theirline is read}j
Check with Jce Creamto see if thcg are reacl9 M[tcmoon/ﬁruncﬁ O/\/A Y)
If evcrgt}*xing is readg, open the door

IFNOT, FROVIDE ASSISTANCE ASNECESSARY

C|osing Procedure

Lock the Door.

Do Not Log Qut until the time on the chister is the actual closing time (10 AM (Moming/Bruncl’:) and 2FPM

(Afternoon)).

Press the NO 54/ F button.

Fress the Log Outbutton.

Fress the ch button on the C/car5/7iﬁ' Tota/s?Screcn.

Print two (2) coPies of the Shift Audit Keport.

|f there were any credit card sales, Please Print an audit report for the credit card machine as well.
Fress Kcloorts.
Fress 3.
Fress Entcrt

Count the drawer with the ]:ront of r”]ouse or Cook

Sign out the drawer.

(Check and make sure your Meals T o (Go table is restocked.

Night Crew — Please (Jse Common Sense

ONCE. YOU ARE. CLOCKEID IN: Check in with your [Front of [ouse (FOIH)
MATS  (TwoPeopld
FPull the mats (in the Fo“owing order)

Kitchen
Grill



Dish Room/Fot Room
Take them outside
Lag them down one at a time |N THE MAT ROOM

Jtis important not to get chemicals in the back dock drain. Thisis whg we wash the mats in the mat room.
Wash and scrub both sides
Put back on mat cart

[ itchen Mats — Pick up with regular mat cart, Place on round mat cart after tl'leg are clean

Gri”/Dish and Fot Room - Pick up with rcgular mat cart, Placc on rcgular mat cart after t}‘neg are clean
| eave mats outside on carts (fut mats back on [ri/Sat n{g/zts)

DRAINS (One Ferson)

GCt two buckets

il one with warm soapy water

FFill another with warm bleach water

One cap full of bleach to one (I)ga”on of water

Drains are located (ask if you cannot find them a”)

Kitchen (5)
Girill (2)
Runner ] ine (1)
Drink ine ()
Dish Room (1)
Take cover off of drain and clean it
lggou Pu” out any hoses, P!ease Put back into the drain (as you found tl’xem) when you are finished
cleaning
(Go around all the drains and scrub the whole drain with a steel wool pad soaked in soapy water
Rinse the drain with bleach water
Fut back the clean cover
TRASHCANS AND CARTS (One Ferson)
Remove all trash cans and carts to the back dock
A” trash cans and carts from the kitchen and gri”
Leave one (I ) forthe Runner
Leave one (i ) for Fantrg
| eave one (1) in the Dish Koom
Leave the trash can in the Fot Koom
Dump all the trash
(lean the inside of the cans and put new bags in
Clean all the carts (’coP and bottom leve|s)
| eave cvcrgthing outside (Cans/(arts are last things to go back inside)
SWE EPING/MOFPPING (Two People: One Sweeping/One Mopping)
NC must sweep and mop
K itchen
Girill and area in front of Soup Station
Dish Room/Fot Room
Ha”wag bg Emplogee Bathroom
RULE:IFTT CANBE MOVED AND SWEFT UNDER MOVE TT?
This includes



Salt/fjugar containers; F|our containers (»)
(Cart that holds the slicer

RULEFTT CANT BEMOVED SWEEFALL THE WAY UNDPERTT?

T his includes all racks and counters

BACK DOCK (Two People)

DO NQOT hose it down, you must sweep it!

Rotate the garbage and recycling bins
Fick up or sweep any garbage you find once the bins have been moved.
Make sure alllids are closed

Break down any boxes so theg all fit into the recgcle bin

ADDITIONALDUTIES

Organize and tidg up chemical closet.
Any other duties as assigned by your FOH
ALWAYS CHECK OUT WITHYOUR FOR!

Fantrg -~ Flease Use Common Sense

SFECIALSAFETYREQUIREMENTS

Safety guards must be in slace on all equipment prior to operation.
Y8 P quip P P
All equiPment must be used Properly.
]ggou have not been Properlg trained on a Piece of equipment, Please ask a Cook forinstruction.

Everg emplogee working in the kitchen must know the proper Procedure for using knives and cutting boards.

GENERAL WORK GUIDELINES

Alwaﬂs keep Fantry work area, wa”<~in, and serving line clean and organized.
PBreak down any boxes and Place in white recycling bin in the back dock area.
Cover all leftovers with Plastic wrap, label and date. Ask a Cook or Fantrg Fu”~timer when leftovers are
questionable.
Wash all fresh Procluce and check for cleanliness.
Before opening a canned Proc{uct, wipe off the lid with a clean sanitized towel. Drain and rinse all canned
vegetables and fruit.
Turmon the salad bar and dressing relcrigeration thirtg (»0) minutes Prior to P|acing food on the line.
Flace food on the line in an attractive manner. Balance the color of the Products being served.
Recorcl the temperature of the food on the line before every meal session and hal]cwag tl’xrougl’x it.
C;olé ;F:ood should be below 40 r or below.
Put the proper utensils out on the line.
For pantry, you can use the metal tongs, black P]astic tongs, ladles and spoons.
| abel salad dressing (usfng the aPProPrfate Pen) on the sneeze guard.
Notify a Cook or Pantry [ull-timer when any salad bar item is low or out-of-stock.
Also noti{rj a Cookor Fantrg Full-timer if there is a substantial amount of sPoi|ed Proc]uct so our
inventorg can be acﬁustec{‘
Alwags check the dates on food Proclucts. Use the oldest first.
Alwags do the best PossiHe set-up for the person {:o“owing your shift.
Keep a c|ean, fresh bucket of sanitizer water with clean rags at all times.

Chan e as it becomes dirt (at least every four (‘l") hours).
2 Y Y



Become familiar with the Proc{uct you are serving.
Please feel free to exPeriment with new ideas and variations on salad bar set-up.
Before oPening and during a meal session, view the line from the customer’s PersPective. Correct any mistakes you

see

SHIFT CHECKLIST
chcorc the Meal Session:

FrePare salad lettuces.
Frepare bacl@up cut stock.
FrePare salad ciressings in new containers.
30 minutes Prior to the meal session:
Tum on salad bar and clrcssing bin rcFrigcration.
| abel the line.
Chcck and record tcmperatures in the Fantry log book.
During the Meal Session:
KCCP items on the salad bar stocked.
Keep the salad bar area (containers, tray slide, floor, sneeze guards) clean.
Fag attention to the salad c{ressfng area.
Assist the Runner as needed.
Brunch/Lunch ShiFts: Frepare and stock stuff for breakfast the next c{ag‘
Dinner Runners: Kcstock any necessary items for pantry and the deli cart; also assist the Cook if
needed.
Check tempcraturcs hal{:wag througl’x the meal session and record them in the Fantrg |og book.
After the Meal Session:
Breal( down the salad bar. USe the brown Fantrg cart.
ean salad bar. is includes the sneeze guards and panels.
Cl lad bar. Th ludes th guards and panel
When Putting food away, check the container. Keplace as needed. Never Put a halﬁemptﬂ container or
contaminated back into the Fantry Walk—in.
reak down empty boxes and take out to the recycling dumpster.
Byreak down emptyy boxes and tak he recyeling dump
Take Fantrg cart outside and wash as needed.
KCCP walk-in organizecl. Wipc down shelves and walls, and remove any empty boxes.
ean your work area (sinks, drain boards, shelves, counters, Hoor and walk-in).
Cleany k (sinks, drain boards, shel fl d walk-in)
Emptg garbage can and rccychng cans into aPProPriate bins.
Daily Frocluction for Fantrg
Break?ast
Twe|vc (I 2) to fifteen (] 5) pans olcgogur't
T he flavors include: Flain, Vanilla, Strawberrg, Raspberry, and Peach
Six (6) to eight (8) 2 pans canned fruit
g P
The types include: Pineapple tidbits, pineapple chunks, sliced apples, sliced pears, sliced
9P PP pmeapp PP P
Pincapplc, sliced Peaclﬁes, fruit cocktail, ’cropical fruit salad, etc.
Six (6) to eiglﬁt (8) full pans of fresh cutfruit
Flcasc check what is available. You can have a whole pan of one kind of fruit or you can mix them
up. Some ideas include (but are not limited to):
Canta|ouPe and Honcgc{cw, Fineapp|e and Strawberries, Grapes and K iwi (cut in
halves), etc.

Additional/OPtional |tems



At least two (Z) 1/5rd pans of cottage cheese
At least one (i) 2 pan o{:applesauce
Lunch/Dinner [(Must [Have]:

Choppc& Romaine

Ohne (1) to two (2) Iarge P|astic bins
5|iccd Cucumbers (i/2 Pcclcd)

One (1) to two (2) 4 full-size hotel pan (P|astic>
Chcrrg Tomatocs (waslﬂcc{ and stcmmccl)

One (1) 4 full-size hotel pan (Plastic)
Cheese (Shredded or cubed)

Two(2)4” 2 pans (Plastic)
Two (2) ]/6th pans +4” 2 pan ]:)acl(up of all of the Fo”owing: (clepends on what is in stock)

Olives (sliced)

Red Onion (sliced)

Gireen Onions (sliced)

Carrot (shred&ed)

Celery (cutinto Pieces)

[Hardboiled E_ggs (sliced)

Mushrooms (sliced or marinated)

Bccts (shreddcd)

Artichoke Hearts

Turl(eg or [Ham (cubed)

Chicken (sliced)

Bell Fepper Slices

Red, Green, or Yellow

Jicama Sticks

Bacon Bits

Nuts

Cranberries, Raisins, or (raisins

Kidncg, Black, Finto or Garbanzo Beans

(areen Beans

Broccoli

Radishes

C!’row Mein Nooc”es

Sunflower Seeds

Croutons

| emon chgcs

Tofu

Chicl«in

Fots - Flcasc Usc Common 5cnsc

SAFETYREQUIREMENTS
NO KNIVES are ever Permitted in the pot room.



Non-skid rubber mats MU\()T be on the floor while worl(ing to prevent slipping‘

White P|astic aprons MUST be worn cluring your shift.

FPot room water must be [1OT (atleast 160 ).
(se caution.
Rubbergloves are to be worn during your shift.

GENERAL GUIDELINES

|f Possible, soak items rather than scraPing them.
We use soft aluminum pots and pans; scraping may damage the surfaces.

DO NQOT mix clean and c]irtg pots. Thereis enough space for both if you use the carts, racks and counters.

(se on!g dishwaslﬁing/Pot washing soap.
Jtislocated in the potor dish room.

Change the water often and make sure it is a!ways (at least) warm and s0apy.
Always use the agitator.
Co[d, greasy water will not clean Pots and pans.

All utensils are to be Placed on a silverware rack FR]OK to beir\g run tl‘nrougl’x the machine.

DO NQOT take c{irtg pots through the serving area.
When removing the pot cart from the kitchen, Al WAY S take it directl\rj from the kitchen !33 way of the
hallway to the pot room.
NE\/EK wheel the Pot cart through the cookfng line (area by steamers and over\s). USe the outside
area next to the walk-ins.

SFECIALTIFS

Organize your work before you begin and kcep the Pot room as clean as Possib!e AT ALL TIMES
Tum off water to spray handle at the end OlC\leUF shift.

FILLSINKS ASTOLLOWS:

SINK 3 SINK 2 SINK 1
HOT WATER WARM HOT SOAPY
WITH WATER WATER
SANITIZER (FOR RINSING) | (FOR SOAKING)

SHIFT CHECKLIST

SwaP empty pot carts with full carts from the kitchen.

Alwags take the cart from the runner station first.
Scrape excess food into the garbage.

DO NOT put grease down the drains.
(rease should be emPtiec{ into the grease bin in the back.

Soak Pots in hot soapy water (5]NK i )
Scrub ALL Pots, pans and utensils.
Kemove all p/ast/c wralo./

Kinse all pots, pans and utensils (SINK 2).
Rinse all pots, pans and utensils in sanitizer solution (ijNK %).



Flace on rack.
Run pots through dish machine.
Ask the dish crew if you need assistance.
chlacc all clean pots, pans and utensils in their PROFPT R location.
Stack pans according to size and c{esign‘
Fx 2 Pcncoratcd panvs. 27 solid pan.

RULE: /FYOU DONOT KNOW THE FROFER LOCATION OF AFOT. FAN
ORUTENSIL. ASK: DO NOT GUESS!
CLOSINGFROCEDURE

Once all the Pots have been run tl’xroug}ﬁ the machine start your c!eamup.
Drain your sinks and clean out any food that staycd behind.
Clcan all the counters (uPPer and lower)
DumP 3ourgarbagc can

| _eave it outside with a new Bag init.
Take your mats outside and wash them (un|ess Nigl'lt Crcw has alrcaclg done so).
Sweep and MOP as needed (unless Night Crew has alreadg done so).
Wipe down wall area

Bchind rack (that holds clean Pots)

Bclﬁind the garbage can and Pot cart

Above sinks and garbagc disposal

Runner — Always ( Jse Common Sense

CHECKINWITHTHE COOK.

Bc{:orc the Mca| Session

Reacl Menu and write on sneeze guard above the line
&
(Use aPProPriate pen
I]C none found in the kitchen or bg the runner sink, ask the Cook or your f:ront of Housc

Tumon serving wells and make sure t}ﬁeg are filled with water (atleast 1,73 full) and are covered

Somc wells may need to be colc{, check with the Cook
Get aPProPriate utensils set up

]¥ unsure, ask the Cook
Check stock of napkins and crackers bg soup bar
Assist in the kitchen if time Permfts

15 to 30 minutes Prior to oPcning
(Get food onto the line
(Garnish as directed by the (Cook
Y

Take temPeratures and record in the Iog book

fﬂot Food should be above 140 I: or above

C;old ;F:ood should be below 40 r or below
T urn on [Heat | amps on the servery line

P Y

Remove food covers riglﬂt before oPening
Make sure the lights are turned on



| et cashier know when the lineis readg to go
During the Mcal Scssion
Replace pans of food as tlﬁeg become emptg or unsightlg
chlacc before pans become comﬂctelg cmptﬂ
Neatlg add leftover food to the new pan (if Possfble)
Exccption: Iasagna
Arrange food for an attractive Presentation
Stirfood to prevent crusting
Sauces, Eggs, Oatmeal, etc.
KeeP the cook updated on how many pans are left over of each Product
NOTIFY COOK FRIOR TOFUTTING OUT L AST FAN!
You must give the (Cook time to Producc more
On dags when we are serve rolls or bread, Plcasc Place rolls in a basket with fresh linen
Jtis not sanitary for customer’s to put their hands inside a Plastic bag to grab the bread or roll
Clcan the serving line as the flow of customers’ Permits
Pick up dropped food and clean up sPi”s quickly
Fag attention to the soup bar and the cleanliness of the sneeze guard througlﬁ the entire meal session
chp your sink area clean
Keplace bucket of sanitizer water as needed
Dump garbagc bucket if it becomes too full
Remember the last customer should have the same Positive exPerience as the first customer
Rush Runner Closing Duties
30 minutes Prior to closing, the rush runner should start their Portion of the clean~uP
Wipe the doors and handles of all the shams.
V\/iPc both sides of the doors of the hot box.
Take out the bottom tr33 from the shams and take them to the Pot room.
V\/iPc the counter oPPositc the shams and next to the runner sink.
5 minutes Prior to closing
With Pcrmfssfon from the C ook, dumP any food that is not to be saved from the shams and the hot box.
Check in with your FOH before you leave.
UPO” Closing
T en minutes Prior to closing:
Fu” the curtain % of the way closed
Five minutes Prior to closing:
Chcck with the Cook to see what food you are to save and what to clump
Label and date foods you kceP and Put away as directed to bg the Cook
Drain the water in the wells and turn them off
At c!osing time
Doubie check with cashier that the Facihty is closed
Start c|eanfng up
Dump food into garbage cans
Dump soups and sauces into sink in the pot room
Do not overfill garbage can or it will become too !’leavg to &umP
Ohnce food is c{umped, start cleaning your line.

C|ean wells and counter



T hrow away as many food Par‘ticles from inside the wells. DONO Tclog the drains
(Use clean rag or green scrubbie Pad to clean wells
Wipe up water spots with c1r3 towel
Refill wells with clean water and cover them.
Clean sneeze guar& with g|ass ceaner and paper towels
61ass must be clear of all food labels
Clean Pastrg case doors with g[ass cleaner and paper towel and wiPe bottom of case to get any food
Particlcs that may have fallen
Fut all oven mitts back in the oven mitt drawer
(lean the inside of the front door of the hot box on the runner side and kitchen side and wae bottom of
hot box to make sure no food scraps get left behind.
(lean up runner sink.
V\/ipc top counter and sink counter.
Breakxcast/Lunch Runners
Make new bucket of sanitizer water for the next shift
Dinner Runners
DumP the sanitizer bucket and take to the dish room
Remove all food Particles from the sink.
Dump garbage bucket and clean the shelf it sits in.
Swecping/MoPPing -~ ALL Runners!
Sweep and MOP from the Public E)athrooms to the end of your line (on both sides)
C)’zcck out with the [:ront of House‘

Job DcscriPtions for Pub

Cashier 1
(omes in and gets a starter cash bag and verifies that the bag contains what it supposes to and theg sign it out. Then theg
come up to the pub start getting the pub is ready to start the day. T hey put together the deli, potato station and cut the
bread. They might need to go down and get the potato, soup, cookies or angtl’n’ng that might need to come up to the Pub.
Then tl’xeg will be the cashier. When slow ’c}weg will help where l‘lCIP is needed. At the end of their shift ’cheg will close their
draw and sign it back in.

(Cashier2



Tl‘lcg will get their starter bag and verhcg that the }Jag contains what it supposes to and sign it out. T]‘weg will then come up to
the Pub and be the cashier. When slow theg will }’IC!P where helP is needed. Theg will also be part of helping close when itis
slow. At the end of the d33 tl’ueg will close their bag and go down and sign it back in.

Dcli/Sandwich
When theg getin thcg make sure that thcy have cvcrgthing needed to start the Production in making the sandwiches. They
then will make sandwiches as theg come in to order. \When t}ﬁey slow down tl'leg will restock the station, start washing dishes or
swccping the floor and getting it the Placc rcaclg for the next rush. T owards the end of the clag theg will start worl(ing on the

closing list.

Nacl‘uo/FrcP
Tl'\eg are responsib!e for make the nachos and Potatoes orders when tlﬁeg come in. Theg also he|P to get things from back
when theg are needed. When thcy slow down theg will restock the station, start washing dishes or swccping the floor and
getting it the Placc readg for the next rush.

DRK/Stociccr
When theg get here they will check in and see if there is angthing that needs to happen first like go down and get angthing

from the commons or from the back. Thcg will check the trash wiPc tables down restock what needs to be stocked. Towards
the end of their shift thefj Push the cart down and take all the trash out. He|P were he|P is needed.

Opcning Shift for Commons

Start ]ce Tea
(Z batches i1 for commons & i for UC>

At the same time get (Coffee reac]y for brewing
( i bag of Co)cuccc forfull brew)

Make Sure Drink line is clean and all machine stocked
Uuice, Soda and Cappuccino machines)
CUPS, lids and straws stocked

Make sure soda grig and snack rack are Fu”g stocked

Double Check condiment station & |f Needed:
Change out dirtg linen

Makc sure FC’s baskets are Fu”, condiment pumps are full and clcan, napkin dispcnscr full and utensil baskets are
full

Wipc Down Salaci bar and F:ll with ice
Make Sure salad baris Pluggccl in
Get cash
Brew Coffee
Make sure you now what the (Grill specia! is and the Price of it
10:45 unlock crash doors, turn on Commons Iiglﬂts
10:55 OPC” Doors
When changing (Condiment }.)ags for pumps take it apart and send ti’irouglﬂ dish machine

Commons Closing Shift




(lean/Stock Drink Station
Run driP trays through dish machine, stock Ii&s/straws/cups
Dump Coffee and |ce T ea clean and P!ace back on clean drink line
[ridays soak soda/jtxicc Machines nozzles in sanitizing water and wipe inside ofju;ce machine
Make sure soda {:rig and snack rack are Fu”g stocked
\/\/iPc Down and unplug salad bar
Wipe down cashier station/(Grill counter
Wipe Down all Tablcs and Pusl‘n in chairs
T ake out all trash including the one bg the sli&ing doors and put new linersin | rash Cans
Co”ect and wash Trays
V\/ipc Down tops of trash cans
(lean condiment station in commons seating area
Change out dirty linen
Make sure P(C’s baskets are full, condiment pumps are full and clean (*Friclag’s take pumps apart and send through
dish machine), napkin clisPensermcun and utensil baskets are full
Lock Crash Doors and turn off lights

When c}’langing (Condiment }Jags for pumps take it apart and send tl’uroug}’] dish machine

Commons Job Dcscription

Cashicr i

(omes in and gets a starter cash bag and verifies that the bag contains what it supposes to and theg sign it out. Thcy will
then go and make sure that the P!ace looks read to start the dag. (Cogee, cups are stocked, utensils, naPl(ins, condiments
are reaclg and that the trash is cmptg.)Ask the gri” cook what the sPccial is for the dag and Price. Turnon the open sign and
let the gri” cook now that were readg to open. Wl’len slow theg should look around and see if angthing needs to be done.
(WiPe counters down, stock, sweep and what ever else can be done) At the end of their shift thcy will close their draw and
sign it back in.

Cashier2

(omes in and gets a starter cash bag and verifies that the bag contains what it supposes to and t}weﬂ sign it out. When slow
thcg should look around and see if anytlﬂing needs to be done. (Wipc counters clownj stock sweep and what ever else can be
done.) At the end of their shift theﬂ will close their draw and sign it back in.

Grill Support
Cheeks in with the gri” cook and see what needs to be done. During the }Jusg time tlﬁeg will be Frging fries and chicken striPs‘
When slow tlﬁey should be hclping get the next dag Preppc&. (SIicing tomatoes, onions, and angthing else that can be
c{one‘)They then should be c|eaning up. (Break down boxes and wiPe tl’liﬂgs down)

(Jtilities
Tl’leg need to come in and get the dishwasher up and running. Fill it up with water put the screens in and turn it on. Tl’ueg will
then fill one sink with hot soapy water and the other with sanitizer water. (Change water when dirtg) Thcy should rinse or
&umP any food that is left on of dishes. T hen tlﬁeg will wash, rinse and run through the dish washer. Tlﬂcy will then put the
dishes on the rack to drg. Theg will then geta clean cart and put dishes away. Thcy will need to kecp an eye on the trash so
that it doesn’t getto heavg to c]umP. When half full theg should clumP the trash. Wl’]en all caugl’lt up theg should look around



the kitchen to see if there are any other dishes to wash. (Sheet pans on rack, dishes in sink or on any other carts.) T hey will
need to make sure that the dish room areais clean. That all stuff is off the floor. (Licls buckets) Wfpe all counters down top
and bottom. Make sure the back is l(ept up- SweeP around and under dish machine. At the end of the ciag you will make sure
all dishes are c{onc, sinks are clean and counters are wiPcd down. Gct all carts and spray them down so that the next dag
theg are readg to go. You will need to empty dish machine. You will need to rinse the screens and machine out. | ake out
trash.

Stocker/] kecpcr
Needs to come in and check the front of the house to make sure that all condiments and utensils are full. Check and see if
any of the trash or rccyclc cans need to be cmpticc{. Mal«i sure tables are clean. Thcn thcy will need to get the list from the
gri” cook and get started on it. When done theg will check in with the gri” cook to make sure that all is done rigl'wt.

V.V. Ki’ccl‘lcn
Check in with the FSW | ead and sce if there are any sPeciaI needs. | hen t!’)eg will get the food out of the steamer and
start setting up the line. When line is set tlﬂcg will take the temperature on the food and log it. Thcg will make food to order
as costumers come in. Wl’léﬂ slow theg will cut PaPerlcor prep and what ever else that can be done up front. Tl’ley will need to
kecp the station and area around station wipe down and organized. At the end of the dag they will need to take the right
Procec{urc n Putting the food away. Tl’\e cold food will get wraPPec{ and put away in walk-in 3. ot food will be cooled and
half wrappcc’ in put in walk-in 3. Tl’ucg will then drain wells and make sure station is all cleaned.

Salad/Sandwich F"CP
C]wecks in with the lead in charge and thcg will then be instructed in what thcg will need to do. Theg will be make different
kinds of salad, sandwiches and burritos for the venues. | hat includes cutting lettuce, slicing tomatoes and PrePPing other
ingrcdients to make these items. \When the orders for the morning are done theg will start with the afternoon orders. Other

duties may include Portioning dressing, salsa and sour cream into 2oz cups.

Dclivcrics
(Checks in with the lead and get the order Pu” list. The}j will then Pu” the order and make the deliveries. \When tl’l@fj arrive at
the venue thcg will need to check in with the lead so that theg can go over the order. T hen theg will put the order away. |f
they have c{roPPed orlost any Proc{uct theg will need to report that to the Production lead so the order can be adjustec’.
Tl’weﬂ will need to Pick up any dishes or containers that are to be brouglﬁt back. Theg will need to Pick up the bread at

CBC and bring it back. When finished thcg need to check back in with the lead and see if there is anﬂthing else that needs
to be done before tl’]@ﬂ leave.

Slicer
(Checks in with the Production lead or cook to see what the s|icing needs are for the dag. Tl‘leg will be slicing meats and
cheeses. When slicing you will need to make sure you are dating all products with the right date and that you are wrapping it
Properlg. When Putting it away you need to make sure that you are Properlg rotating all Proclucts. When you are slicfng and
are s|icing different tl‘xings you will need to wiPc the slicer down. At the end of the shift you will need to take the slicer apart
and a make sure it is cleaned and sanitized rigl']t. [f there’s not much to do theg will ask the Pro&uction or cook if the}j can help



with anything in the kitchen. Tl‘xeg are reasonable for kceping the sink next to the slicer clean and brcaking down the boxes
that theg use.

CbBC Job Descriptions

5moothic Bar

T he smoothie baris easy to learn because the cashier will hand you a numbered cup and 3oujust follow the guidc on the
smoothie bar. You will use one of the five liquicl bases, add fruit and ice, and then blend. You return to the numbered cup,
pour in the smoothie, popona lid, and call it out. |f you make too much, you will need to put samP|cs togcthcr using our small

sou)qué cups anc{ Iace them on the counter near tlﬂe smoothie bar.
p P

Fanini Gri"s

We gri” several of our sandwiches at (Charlie Brown’s (Café. T he cashier or runner will P|acc atagon the slider next to the
gri”s indicatfng the sandwich, the dressing for the side salad, and the customer’s name. |~ ach sandwich has a spechcied
microwave time and grin time. We have a veggie gri” with a green cutting board and a meat gri” with a red cutting board. A
classico, for example, is microwaved for 30 seconds, cut in half, and Placed onto the veggie gri“ for aPProximate15 one minute.
In the meantime, you would place a handful of mixed greens into a box with a packet of dressing. When the sandwich is ready,
Place it into the box and call it out.

Cashier

As a cashicr, you are rcsPonsib!c for hclping each customer and clcarlg communicating their order with 3ourxcc”ow

coworkers. Goocl communication is meerative because we want the customer to receive their exact order at the end of the
chain. As a cas}‘nier, you can make things a little easier }33 grabbing Par‘ticu|ar items, such as sodas, to cxpcditc our services
Particularlg when your coworkers are busy making sandwiches and smoothies. You will be resPonsible ]COI"\leUI" own drawer

and will close it down with your aPProPriate suPewisor before the end oFgour shift.

Esgrcsso l 'gar

The espresso baris a little trickier to learn than other stations in the caf¢, but dont let it intimidate youl Evergtlﬁing is for
the most Part based on a latte. A latte is espresso, steamed mi”(, and a little foam on tOP‘ 533 you want to make a mocl‘la,
you would add the chocolate first, then espresso, stir rea”g well and add steamed milk. [f the customer would like whiPPecl
cream, you would leave a little space and add wlﬁiPPecl cream before Putting onalid. Trafning for the espresso bar will go into

more detail c{uring unit sPcchCic training, We will train you on the number of espresso shots for spcchcic sizes, the



abbreviations we use, how to make hot chocolate and cl‘aai} and we’ll even share some of our secrets to making great espresso

drinks in a flash.

Runner

A\ runneris a cashier’s best friend. T he runncrgcncra”g bcgins }33 standing behind the cashier and will take the orders and
make sure theg reach the Picl( up area or “Jaunch Pacl.” Jtis imPortant for the runner to maintain a great level of communication
with the cashier and to cithcrgct the entire order or pass items to various stations. | he runner can also actas a l‘le|P1Cul hand

by washing blenders orgetting more mixed greens for the emplogee working on the gri”s.
Kiosk Runner

T he kiosk runneris rcsponsiblc for co”ccting all the reccipts from the aPProPriate Printcr by the register. These rcceipts
are duplicates of the original that the customer receives when ordering items from the computer screen bg the front door.
Thc kiosk runneris rcspor&siblc gorgoing to each station, writing on cups (the drink and the order number), and P|acing the
receiPt on the slider 133 the gri”s if the customer ordered any gri” items. | he receiPt is then thrown away onlg once the

customer receives their entire order. When the runner does not have any recefpts |eFt, he/she will heIP with the main line.



UucC OPcning Shift

Make Jce Teain Commons servery

Make a sanitizing bucket

(Get 5 Pitchers for water (fill with filtered water in UC>

Fut Jce in Flastic container and scoop in holder

(et a bus tub and fill it with hot water and utensil sanitizer

(et bucket for quuic{ waste

Makc sure clrcssings are full

Make sure Frig is stocked with sodas, condiments dressings and white wine

Cut lemons

Get cutting board and knife reaclg for bread

Consult the cook about the speciaL soup, cafe salacl, Spcc sandwich and desserts. \Write this all on the whiteboard. Make
sure you know how to pronounce the food so you can Properlg pass it on to the other servers
Ligl’lt candles

GCt cash

FPre Make gar|fc, oil and seasoning Plates

Ro” silverware

Fill sugar containers on tables

F;Il salt and pepper shakers on tables

\/\/ednesdaﬂs:
You are going to change out all the menus to the new Menu cgcle

*WI’ICD ijU are running !OW on roasted garlic lﬁt tl’]C COOi(S l<ﬂOW 50 thﬁy can make more }JCFOFC qOU run out

C|osing Shift in the UC

Start running dishes tl'lrougl-l as soon a server has free time

\/Vash all dishes and put the away
Wipe down bread table
V\/ash cutting board
Wash knife }33 hand
Wasl‘n outice tea container wiPe down station & lower shelf
(lean/Sanitize busing station
Tai(e out both trash carxs/recgcling and rcplace bags
Make sure all tables are wiPecl down and have silverware on them

B!ow out candles



Make Sure the patio and front doors are closed and locked

Restock Frig with sodas, condiments and dressings

Polish and roll silverware

Straightcn up glass rack

Replenish 5ugars, Salt & FePPer shakers and T ea baskets as needed

]F\gou grab the last of any condiments, | ea, Sugar) oil.. ANY T HING out of drg storage or any other location write it on
the orclering sheet and let the head chief know

Fridaﬂs

T oss the blue cheese drcssing and changc out all drcssing containers to new clean ones

UC Sta# Expcctation

(reet all customers with a smile and enthusiasm
Be well versed in the SPecials and understand the fngredients
Your first Prioritg is to be attentive to the customers and make sure thcg have cvcrgthing thcy need
( ommunicate with your coworkers
( ommunicate with your customers
I]C a food item takes more time to cook then others let them know
| et them know of any comphcations; t}‘neg are more |il<<:19 to understand and ask them if there is angtl‘xing you can do

to remeclg the situation

DONOT COMFLAINABOUT CUSTOMERS IN THE BPACK ORYELL THEY CANHEAR
EVERYTHING YOU ARE SAYING

Lcavc your Problcms at home

Do not talk about your tiPs/other inaPProPriate conversations in or in back of the restaurant
E_ngagc your customers make their visit enj’ogablc

Help each other out as much as Possible

T ake Personal initiative to remed3 a current Prob!em or Potential Problem

Share suggestions on imProvcment
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