SJR Sports Committee/Team Parent

Parish Center Opening Procedures:

Opening - Use the Main Center Entrance:  
· Post signs at both gym entrances directing people to use the main center entrance (Signs are in concessions closet)  
· Set up the admissions table (small table located in the room to the right of the stage) and 2 chairs at the gym door closest to the restrooms and opposite the concession window
· Place four chairs in the back hallway of the school so people cannot walk down the hallway to the kitchen

· Make sure there are rug runners just inside the gym to protect the wood floor

· The L-shaped key to unlock the push bars to the main doors is hanging on a hook in the center main entrance.  

· Replace key after doors are unlocked

Concession Stand Set Up:

· A typical concession set up takes 25-30 minutes
· All supplies are stored in the concessions closet next to the entrance to the cafeteria – This door should be locked at all times -  The key for the closet is in a magnetic key holder inside the cupboard above the microwave
· Safety concerns - always wear protective gloves when preparing and serving pizza and hot dogs etc.  
· Do not handle money with the same gloves with which you serve the food
· Everyone is expected to pay for his or her food and beverage.  There are no freebies!

· Please observe the age restriction for the kitchen posted on the kitchen door – No one under 13 allowed!
· OPENING & STOCKING CONCESSION STAND:
· Take the food carts from the kitchen/cafeteria and load supplies from the cabinets

· Set up the supplies/candy/drinks in the kitchen - there is a list of products for sale in the cabinet
· Display the candy, pop, etc. on the counters

· COFFEE:

· The large coffee maker has an off/on switch located at the back of the machine

· Turn the switch on and wait for the red light to go on before you start the coffee

· Place the filter, coffee and pot in the machine and press the red button to start the coffee

· There are packets of regular and decaf coffee.  Each bag makes a full pot

· There is a water spigot for hot water located to the right of the coffee machine for hot chocolate and tea

· SJR Men’s Club meets on Saturday evenings in the cafeteria and makes coffee for their meeting.  Parents assigned to close should check with a Men’s Club member prior to turning off the coffee pot
· POPCORN:

· Move the popcorn machine from the top of the ice machine onto a cart to the left of the small sink next to the candy counter

· The popcorn popper should be plugged-in in front of the small white cabinet
· To make the popcorn, follow the directions on the popper

· Popcorn comes in 8-ounce packets -  put the oil in first and then the popcorn

· Make sure you turn off the popper when it has completed its popping cycle
· Do not make a lot of popcorn at the end of the day (minimize waste)
· If closing, unplug popper & WIPE THE INSIDE CLEAN - use handiwipes with soap to get rid of the grease

· HOT DOGS:

· Turn on the hot dog grill – Start on High then adjust to Low to keep hot dogs warm

· Cook about 6-8 hot dogs at a time – try to minimize waste by not cooking more than 8 at a time

· Buns, hot dogs and condiments are located in the left-side refrigerator in a bin marked Sports Committee

· PIZZA:

· When ordering pizza, PLEASE use the following ordering guidelines:
· 1 - 3 Games Scheduled:  DO NOT order pizza – set up for drinks & candy only (no popcorn or hot dogs)
· 4 + Games Scheduled: Order 3 large pizzas
· For the first game of the day call Mark’s Pizza 223-3120 and order 3 large pizzas (one cheese, one pepperoni and one half and half). 
· Please use your cell phone number as the call back number for the pizza - there is no longer a phone in the kitchen
· SJR has an account at Mark’s so do not pay cash for the pizza(s)
· Sign for the pizza and give the delivery person a $2.00 tip from the cash box – place receipt in cash box
· Turn on pizza warmer.  Dials should not be touched.  If you see the red light on, please add DISTILLED WATER until the red light goes out. (Distilled water will be in a jug on the unit or in the supply closet)

· Place pizza boxes with the pizza in the pizza warmer.  Temperature should be around 145 degrees.  DO NOT USE THE OVEN!
· NACHOS:
· Remove cheese warming unit from concessions closet and place on counter in kitchen
· Fill unit with 2-3” of water to heat cheese evenly
· Place large can of cheese in center container in unit (PLEASE use open can before opening another can!)
· Fill plastic serving trays with nacho chips and cheese (compartments are built into trays)
· DRINKS & ICE:
· There is ample ice in the ice machine
· Use metal bins in kitchen and fill with Gatorade, soda and water bottles
· Place metal bins along sink near automatic dishwasher
· DO NOT PLACE BINS IN HOT BUFFET TABLE AS IN PREVIOUS YEARS – This has caused damage to the heating elements in the bottom of the buffet table
· Cover drinks with ice
· In case of an injury, there are Ziploc bags in the cupboards that can be filled with ice
· CLEAN UP:
· Place clean empty pop bottles in a plastic bag and leave near the sink (Youth Group will pick these up)
· Wash any utensils when you are done for the day - detergent is located in the concessions closet
· Around the 3rd Qtr of the last game of the weekend begin to close down the concession stand - put away supplies, clean hot dog cooker, clean popcorn machine
· Remaining items that require refrigeration should be placed in the plastic container marked SJR CYO and placed in the refrigerator
· All room temperature soda packs (opened or unopened) should be stored in the concessions closet
· PLEASE place any unsold iced drinks in a plastic tub and put in the closet (the cold drinks will saturate cardboard)
Gym Set Up:
· LIGHTS:

· Turn on the overhead gym lights (switches located on the stage) -  lights take some time to come on
· Do not turn the overhead gym lights off and on without several minutes for the lights to cool down

· Turn off wall lights when overhead gym lights are on
· CLEAN GYM FLOOR:
· Assign parent to clean gym floor at least 45 minutes prior to start of game (to allow gym floor time to dry)

· Use the floor zamboni (big floor broom) located in the storage closet to the left of the women's bathroom
· You will also need the white bucket & a white towel (in plastic bag) on the 2nd shelf of the metal shelf

· Remove the floor zamboni, white bucket and towel and carry out to gym

· Place the towel in the cleaning solution and wring out

· Stretch the white towel out on the floor, place the gym zamboni on top of the towel and secure towel into clips

· Once assembled, pull gym zamboni around entire floor in an up and back motion

· Place dirty cloth in closet for CYO Sports Committee Member to pick up and clean

· BLEACHERS:
· Pull out bleachers for spectators -  lift the wood rail at the bottom of the bleachers and pull out evenly 
· Pull away from the wall until the bleacher stops - make sure the wood rail is down after bleachers are in place

· Do not let people sit on the bleachers while they are closed (against the wall) – this will damage the bleachers
· SCORE TABLE & TEAM CHAIRS:
· Take one 6-foot table out of the second room to the right of the stage & place it on the stage at mid court
· Place 3 chairs behind the table
· Visiting team chairs -  take 15 chairs out of either rooms to the right of the stage (Leave the rest for players to use)
· Home team chairs - take 15 chairs out of the room across the hall from the gym – exit door near the scoreboard
· Do not let anyone other than scorekeepers sit on the stage (Keep children & all food/drinks off the stage)

· Set up the score clock and the possession arrow on the table
· Visiting teams are no longer allowed to use rooms to the right of the stage
· Home teams use room across the hall – exit door near scoreboard - as locker rooms
· Make sure there are at least two garbage cans in the gym for trash
Gym Closing:

· Sweep out the bleachers and then push them in against the wall
· Put away tables and chairs (Number of chairs in rooms must match inventory list inside door of each room)

· Wet mop up any spills (do not use dry mop for spills)

· Dry mop the floor

· Empty garbage cans and put garbage in the dumpster out back (located outside the cafeteria door)
· Turn out all lights in gym and school (unless there are other people using school)

**Check with a Sports Committee Member if you have any questions**

There will be a member on duty at every home game! 
(If needed – the names and numbers of all committee members are on the back of the kitchen door)
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