EMBER SPORTS CLUB
BAR DUTY

Bar duty is straightforward but there are a few points to remember. 

· To open the bar.  (Please ensure that you know the clubhouse alarm code number.)  Collect the clubhouse and bar keys from the wall safe in the external cupboard facing the tennis courts.  The code for the safe is the same as the code for the bar plus ‘B’.  The instructions for using the safe are printed on top of the safe.

· If you need to open the clubhouse you will need to deactivate the burglar alarm once you are inside by entering the code into the key pad next to the bar door.

· When you open up the bar, switch on the glass washer (the instructions are on the machine), raise the bar grilles, remove the central grille supports and switch on the lights in the chiller cabinets (using the internal switches).

· Retrieve the cash tray from the inner store and place it in the till.  Switch the till on by turning the key 1 click clockwise.

· Ensure that there is ice in the ice bucket and refill the ice trays in the freezer as necessary. Put drip trays under the beer taps, place bar mats on the counter and you are ready for business.


· While running the Bar. Please remember you are dealing with foodstuff, so hygiene is important. 

· Wipe down the bar and counter surfaces as you go along.  

· Empty the drip trays before they overflow.  

· Keep tops on lemonade and wine bottles and return them to the chiller cabinets when you have finished serving the drink(s). 

· Pick up glasses from the tables and check that glasses are dry before returning them to the shelves. 

· Think about what you would expect from your barman/cocktail waiter and try to do the same!  And remember you are part of the customer service industry, so keep smiling!!!

· If a beer keg runs out do not attempt to change it unless you have been shown how to do so.

· Empty glass bottles should be placed in the collecting crates.  Paper, plastic bottles and cans go in the centre waste bins under the bar counter.

· The closing time is dependent on the demand.  If most people have left, check with anyone still playing if they need your services.  If not, and they are prepared to lock the clubhouse up for you, you may finish for the day.  

· At the end of the shift 

· Thoroughly wipe down the bar and counter surfaces and the clubhouse tables.

· Wash out the drip trays and leave them to drain on the sink.  

· Empty the ice bucket and leave it to drain.  

· Clean any knives or other bar tools.  

· Glass cloths and bar towels should be left in a suitable place to dry

· Insert the bar grille supports then close and lock the grilles.  

· Switch off the glass washing machine and drain it (see the instructions on the machine)

· Remove the inner cash tray from the till drawer and put it on a shelf in the inner-store area. 

· Switch off the till by turning the key 1 click anti-clockwise but leave the till drawer wide open. Do not switch off the till at the mains plug.  

· It is not necessary to reconcile the takings.

· Turn off the bar lights and chiller cabinet lights.  
· Lock the door into the serving area and then exit, turning off any remaining lights, and then double lock the Bar room door behind you.
· If the Clubhouse is to remain open just return the keys to the wall safe in the external cupboard or pass them on to another member who has offered to close up on your behalf.
· Closing Up.  If you are on an evening shift, you are also responsible for locking and securing the Clubhouse – even if you close early. However, there is nothing to prevent you getting another Member who may be staying later to take over this responsibility – just make sure they know what they are supposed to do.

· Ensure all windows are closed

· Lock the internal doors to the changing rooms and kitchen using the long ridged pole key, having first checked than any windows and fire escape doors are closed securely and all lights are out.  

· Close the door leading to the car park and tennis courts.  Lift the handle sharply, turn the key and leave the key in the lock.

· Turn on the light over the alarm keypad - the switch is by the exit door at the bowls end.  (The other switch turns on the outside lights leading to the car park, should you need them.  These lights are turned off at the end of the path by a switch at the corner of the tennis courts, about three feet up.) 

· Switch off all other internal lights – the bar lounge area light switches are located in the cupboard to the right of the tennis honours board (press the silver buttons to operate). 

· Set the clubhouse alarm following the instructions by the keypad.  Turn off the last light.  Exit through the door leading to the bowling green. Close the door from the outside by lifting the handle sharply and locking the door using the gold coloured key.  (The clubhouse must be locked with the relevant key not just using the keypad entry system – and it’s a good idea to put this key in the lock before you switch off the last light!).)

· Return the keys to the wall safe in the external cupboard.

· Assistance

If you are not clear about anything or encounter problems during    your shift please contact a member of your Section Committee or of the Management Committee (details on the notice board). 

