Open Skate Work Duties: 
Open Skate 6:30-8:30pm Most Saturday & Sundays 
Events are listed on the Facebook Page 
OPEN Concessions: 6p 
2 Adult Concession Workers: Arrive between 6:00-6:15 to begin Open Skate Shift. 
Entry: if Rink is Closed & Locked upon arrival. Steel entrance door (right side of glass entrance doors) automatically unlocks at 6p sharp. 
Enter Lobby stairwell- Light switch is in corridor for stairwell. 
Lobby Light switch is on your right near the Concessions door. Two switches. One is exterior lights near entrance doors. Second switch is for the lobby lights. 
Concession Entrance: Enter the rink and enter Concessions through rink side concessions door. This door is automatically set to open at 6pm sharp. Once in concessions unlock concessions dead bolt to the lobby side door. 
The Concessions side rink door has a RED SLIDER LOCK. Open Door and Slide Lock over- This will ensure you don’t get automatically locked out when entering and exiting rink side during your shift. (that is, it’s only purpose and NOT used for locking concessions). 
Open Concessions (if not already open from previous games). 
-Unlock and Open both metal roll up windows. 
-2 Adult Concessions Workers at all times. 
Both Gate & Concession worker can work together to perform Gate and Concession duties for the entirety of the shift. Open Skate runs from 6:30 to 8:30p. 
Till: Be sure the till has been set back to start up amount (listed on cash register). If the money was not counted and dropped from the day games, 2 people will need to settle till to initial start-up, count money from the day, initial envelope appropriately and drop in the safe. 
-GATE: Use metal “Open Skate: till box for GATE (top shelf above register) for Open Skate Gate Money. This will stay separate from concession food money. 
$5 per skater regardless of if they need rentals. You can “borrow” $20 start-up money change for the gate from the RED “concession” start-up bag in the drawer on the island by the coffee machine. Please use a piece of paper to indicate that you borrowed money and place in red bag and another note in the Gate Box till as a reminder to settle up when you are able by the end of the night. Use a marker to indicate they paid for open skate with an “X”. We accept only current year raffle calendar stubs for open skate. Place those stubs in the Gate box and turn in with money at the end of the night. Direct those needing rentals to “turn left, the Window is rink side after locker room 2”.
BLUE Concession Start Up Money Bag: The money is used for change as needed for the TILL ONLY. Please keep the money in the start-up bag even- only exchange even amounts from the till. This always stays in the drawer by the coffee machine with the same amount of money in it. 
-Turn on Fryer (push “ON” button). Remember this will need to be shut “OFF” at the end of the shift”. This takes time to get to temperature to turn on at the start of your shift. 
-Stock: Stock during slow times during your shift. (Soda, candy, popcorn, freezer food etc). Be sure to rotate and watch expiration dates. 
-Key to Concession Storage- Hanging near cash register wall. Concession storage is Rink Side near bathrooms. Large Key ring (with hockey stick) ORANGE RING. Door will automatically lock so please do not lock the keys in the storage closet. 
Concessions Closing Procedures: 
Gate Money can be counted starting at 8p. Both Concessions and Gate workers (2 adults) need to count together. Together both Concession workers and the red bank bag to exchange for higher bills. (we do not want to drop smaller bills ($1, $5, $10 in the safe). Once big bills are counted, and change is settled, use a labeled white envelope (drawer under Candy shelf) to label “Open Skate” Gate” Money amount” “Date/ 2 adult signatures” and drop in the safe under the till. 
-8:30- Closing Procedures-
**Turn OFF Fryer***
Fryer Food Warmer- Turn Off (unplug or use switch in the back to shut off). 
Crock Pots: Soups on Saturday- Use White Containers: Label Lid with masking tape with “Date and type of Soup”, and place in fridge. Soups on Sunday- throw away. (Be sure you are using a Soup liner in crock pots).  (Soups/sandwich meat can only be reheated once).
Hot Dog machine- Turn off. Remove wire racks, wash and wipe down base and reassemble. 
Cheese Machine- Remains on except for Sunday. Sundays: unplug machine and place cheese bag in the cooler dated with permanent marker. 
Slushie Machine: Make sure liquid is up to “full mark”. Leave machine on. Remove drip tray, wash and return. Refill large jugs if empty. 
Coffee Machine: Leave machine on. Remove drip tray, wash and return. 
Hot Chocolate/Cappuccino Machine: Make sure powders do not need refilling. Remove drip tray, wash and return. 
Popcorn Machine: 8:15p can give away remaining popcorn. Wipe down inside walls with cleaner and rags. Remove kernel tray and wipe base. Wash popcorn scoop. Turn off popcorn light. 
SUNDAY Night Only: Pack Candy and chips in Green Storage bins.
Sweep Concession floors. 
Take out garbage’s (Dumpster is out Handicap exit to the left- slider door in the back of the dumpster). 
Count Till: 2 Adults to count till. First balance till to start up- Listed on the till. Close till and use BLUE bank bag to trade out any smaller bills for larger bills (we do not want to drop $1, $5, $10 in the safe if we can use it later for change).  Use printed envelopes from the drawer in front of candy to mark appropriately, sign with both adults and drop into safe in concessions. 
Lock Lobby Door Deadbolt. Exit through rink side door- Slide red lock lever back to neutral position before exiting to ensure door locks behind you. Shut off lights before exiting. 

Other Open Skate Duties: Listed on the Volunteer Sign Up Page
OFF Ice Supervisor/Clean/Lock: Arrive at 6:15. Wear yellow safety vest located in Concessions behind the door. This vest will allow those needing help a person to find someone able to help them. Make sure rink lights have been turned on (near Zamboni door). Ensure only locker rooms 1-4 are being used. No players/skaters etc should be down the new locker room hallway or in those locker rooms. Ensure no garbage’s are overflowing or any areas of attention are needed throughout the rink. Clean/vacuum and monitor Mezzanine for garbage, spills, rough play or needing attention. Sweep Lobby near the end of the evening. 

ON Ice Supervisor/Clean: Arrive at 6:15. Wear safety yellow vest in concessions behind the door, so those looking for help can find you. Turn on music in press box. Code to open iPad for music is on the front. Stay on the ice or the player bench for the duration of open skate. Make sure there is no rough play, or altercations on the ice. Cone off center ice for less experienced skaters. Make sure Skate helpers are stacked, and no garbage is left around the ice or player benches. 

Skate Room: Arrive at 6p for skate room. Skate rental is included in $5 Open skate fee. Hand out and return skates. Upon return of skates, please be sure to wipe blades, lysol inside of skates and place back in an orderly manner. During slow times, please organize skates, wipe down any areas needing attention in skate room.

Zamboni/Close: Open skate ends at 8:30pm. Resurface ice. Shut off rink lights. Verify Handicap accessible door and front entrance doors have been locked. (Use Allen-wrench key located by AED in lobby).


