
Rieger Hall Fall 2011 Shift Descriptions


All shifts are subject to change at any time at the request of the proctor, the SHD, the Food Board Manager, maintenance/custodial supervisors or other Department of Housing representatives. Please be thorough and exceed expectations with any shift you complete.  

It is your responsibility to find a replacement if you are unable to complete your shift. You will need to let the proctor know, in writing, if you are switching shifts 24 hours BEFORE the start of the shift. If the proctor is not properly responsible, you could be brought before the judiciary board if a problem were to occur. Please remember to sign off on your shift or you will be j-boarded.

If there is an issue with a shift, this could result in a j-board. A j-board notice will be in written form and left in your mailbox.  A copy will be presented to the V.P. of Administration, who presides over the judiciary board proceedings. The V.P. of Administration will contact you about the time and location of those proceedings. The Proctor Council meetings will usually fall after hall meetings (every other Sunday), around 9:00pm. However, if needed, the V.P. of Administration may choose to hold an additional Proctor Council Meeting on another date.

If you have any questions about shifts, please ask your Proctor or Food Board Manager.

BREAKFAST CLEAN-UP [2]

This shift can be started any time after 8:30AM and must be completed by 10AM. It is done Sun.-Fri, you will be assigned three days a week. If you are assigned to Sunday, start and finish times are pushed back one hour. 

Chemicals Needed:

· All-One Cleaner

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· broom

· wet mop

· gloves

1. Wash and Hobart any empty cereal containers. Refill cereal containers so that we have one of each type of cereal. 

2. Clean the coffee pot and filter (if it has been used). Also clean silver drain and grate by coffee pot. Run grate through Hobart and replace.  Refill coffee and sugar containers by coffee pot, restock coffee filters.

3. Put away any fresh fruit, vegetables, meat, frozen items, or other perishable items delivered during your shift. Neatly stack the other deliveries in the pantry without blocking access. If time does not allow for this, find someone in the hall to help you. Please make sure we have received everything, and if not please notify Cindy immediately!  Please make sure you do not leave food sitting out to rot. If you don’t put away deliveries during your shift, you will be j-boarded!  SAVE ANY PRODUCE REQUESTED FOR LUNCH OR DINNER!

4. Wipe down all surfaces in the kitchen and dining room thoroughly with All in One cleaner, including counters and tables.

5. Check the milk fridge and refill with gallons from triple fridge if needed. Follow the same procedure for the orange juice. Wipe down both sections of the milk fridge inside and out with All in One cleaner.

6. Wash, Hobart and air-dry all plates, silverware, and glasses.  After they have been washed, put them away. Refill silverware bucket with Allegro powder and water. Check soap containers for detergent system under triple sink and refill if necessary.

7. Clean grill and grease trap if dirty. Please follow the grill cleaning instructions posted in the kitchen.

8. Take out the kitchen trash.

9. Reline with new trash sack. 

10. Put the mail bin outside the front door. Be sure to transfer the mail in the outgoing mailbox to the mail bin before you put it outside. This does NOT need to be done on SUNDAY! Bring in newspapers and set on the counter by the mailboxes.

11. Sign the shift whiteboard.

LUNCH COOK [6] 

Lunch must be set out between 11:45 PM and 12:00 PM. You can start anytime after breakfast clean-up is finished, but start times will vary according to the menu. An average lunch will take you approximately two hours. If needed, coordinate with Breakfast Cleanup if you need to start earlier. Please make sure to line pans with tin foil or parchment paper! 

1. Check the menu and follow any special instructions as posted. Check ingredients by noon the day before you cook to make sure all ingredients are present. *If you are missing ingredients, you may have to use a substitution. Please be flexible! If you do not check and something is missing, this will be a j-boardable offense. 

2. Prepare a SALAD BAR with lettuce and other fresh vegetables. Make sure there are enough veggies for a dinner salad bar as well. Include any veggies that we have in the refrigerator, starting with the oldest. Make sure to not use produce saved for dinner. If there are wilted veggies, throw them away. 

3. Set up the buffet for lunch on a table in the dining room. This includes setting out plates, serving utensils, the salad bar, and all the food you’ve prepared.  

4. Make late plates for anyone signed up for one. Leave late plates on the assigned shelf in the refrigerator.

5. After cooking with pots/pans, scrape excess food into the trash and rinse with the Hobart spray attachment. Fill the far left sink with hot, soapy water according to instruction and soak any pots/pans that will be hard to clean later. Place all dirty utensils and dishes in appropriate sinks. Make sure the Hobart racks are set up and ready to use. Please leave any knives on the counter next to the three sinks, not in them! If you use the grill, please pour a pitcher of ice on it and scrape the debris into the grease trap so that it does not become burned on by the time lunch clean-up begins.

6. If a pot is burned, it is YOUR responsibility to clean it, NOT pots/pans cleaner!
7. Clear off the center island and put away any excess utensils/foods.
8. If produce/frozen goods arrive during your shift, please either find someone to put it away or put it away yourself ASAP! If food is left out to rot, it will be considered an incomplete shift!
9. Smash down any recyclable materials, rinse out any cans and remove the labels and take to laundry room. 

LUNCH CLEAN-UP [6]  

The shift is assigned to each person twice a week, Mon-Sat; one shift will be kitchen-focused and the other dining-room focused. This shift must be completed by 2:30. Kitchen-Focused may begin whenever the lunch cook is finished in the Kitchen. Dining room focused must wait until 12:30 to begin. BOTH PARTNERS ARE RESPONSIBLE for putting away any fresh fruit, vegetables, meat, frozen items, or other perishable items delivered during your shift. Neatly stack the other deliveries in the pantry so as to not block access. If time does not allow for this, find someone in the hall to help you. Please make sure you do not leave food sitting out to rot. If you don’t put away deliveries during your shift, you will be j-boarded! ALL DUTIES MUST BE COMPLETE BY 2:30 p.m. UNLESS YOUR HAVE SPOKEN WITH THE PROCTOR BEFORE THE SHIFT BEGINS! NO EXCEPTIONS!

Kitchen-focused

Chemicals Needed:

· Crystal Simply Green

· All-In-One Cleaner

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· broom

· wet mop

· gloves

1. Wash the pots and pans according to the directions posted, utilizing all three sinks. Make sure to thoroughly air dry the pots/pans before you put them away. Wipe out the individual sink drains with a paper towel to ensure there is no food debris left behind. Clean out any debris in the drain underneath the sinks as well. Check soap containers for detergent system under triple sink and refill if necessary.

2. Clean the kitchen counter tops with All in One cleaner.

3. Clean the grill (either indoor or outdoor) following the grill cleaning instructions posted in the kitchen if used. Empty the grease trap into a large can and take the can to the outside dumpster. DO NOT DUMP GREASE DOWN DRAINS…EVER!!!

4. Sweep/mop the kitchen area as needed. Use the synthetic floor cleaning solution. 

5. Take out kitchen trash and reline trashcan.

6. SIGN SHIFT LOG!

Dining room-focused

Chemicals Needed:

· Crystal Simply Green

· Disinfectant

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· broom

· wet mop

· gloves

1. Wash and Hobart all plates, silverware, and glasses. After cleaned air dry and return all of them to their proper storage facility. Make sure that a fresh container of soapy water (Allegro powder + water) is available for residents to leave silverware in. When you are finished, wipe down all counter tops around Hobart. Please drain the water and empty the “food-catcher” after the dishes are finished.

2. You may put any leftovers into Tupperware at 12:30, but wait until 12:45 to put it in the fridge. The leftovers have to be in the fridge by 1:00. All food should be put into Tupperware and tape-labeled with food name and date. If a drink pitcher is over a third full, tape-label the date and beverage and store in a fridge. If it is not at least a third full, empty it and clean it.  

3. Clean the counter top by the milk fridge/ice dispenser with disinfectant. Wipe down small fridge with disinfectant.

4. Take out the trash from both dining room trashcans. Reline the trashcans.

5. Sweep/mop dining room as needed. 

6. Sign the Shift Whiteboard.

DINNER COOK [11]

This shift may be started as soon as lunch clean-up is finished; an approximate start time would be 3 p.m. It 

should take you about 2-3 hours to fulfill your shift duties. Dinner may be served any time between 5:45

and 6:15.  Two cooks will be assigned to cook each night, Sun.-Fri. Make sure that with dinner’s entrée, there are at least two sides. One

 side MUST be a healthy option.

1. Check the menu and follow any special instructions as posted. Check ingredients by noon the day before you cook to make sure all ingredients are present. *If you are missing ingredients, you may have to use a substitution. Please be flexible! If you do not check and something is missing, this will be a j-boardable offense. 

2. Prepare a SALAD BAR with lettuce and other fresh vegetables. Make sure there are enough veggies for a dinner salad bar as well. Include any veggies that we have in the refrigerator, starting with the oldest. Make sure to not use produce saved for dinner. If there are wilted veggies, throw them away. 

3. Set up the buffet for dinner on a table in the dining room. This includes setting out plates, serving utensils, the salad bar, and all the food you’ve prepared.  

4. Make late plates for anyone signed up for one. Leave late plates on the assigned shelf in the refrigerator.

5. After cooking with pots/pans, scrape excess food into the trash and rinse with the Hobart spray attachment. Fill the far left sink with hot, soapy water according to instruction and soak any pots/pans that will be hard to clean later. Place all dirty utensils and dishes in appropriate sinks. Make sure the Hobart racks are set up and ready to use. Please leave any knives on the counter next to the three sinks, not in them! If you use the grill, please pour a pitcher of ice on it and scrape the debris into the grease trap so that it does not become burned on by the time lunch clean-up begins.

6. If a pot is burned, it is YOUR responsibility to clean it, NOT pots/pans cleaner!
7. Clear off the center island and put away any excess utensils/foods.

8. If produce/frozen goods arrive during your shift, please either find someone to put it away or put it away yourself ASAP! If food is left out to rot, it will be considered an incomplete shift!
9. Smash down any recyclable materials, rinse out any cans and remove the labels and take to laundry room. 

DINNER CLEAN-UP [9]  

This shift will be assigned in teams of three who will share the shift twice a week, Sun.-Fri. Dining Room-Focused should not begin before 6:30 p.m. Kitchen-Focused may start whenever the cooks finish in the kitchen. The duties should be finished by approximately 8 p.m. Please let the proctor know if there are extenuating circumstances. The shift is assigned to each person twice a week, Mon-Sat; one shift will be kitchen-focused and the other dining-room focused. ALL DUTIES MUST BE COMPLETE BY 8 p.m. UNLESS YOUR HAVE SPOKEN WITH MIHAN BEFORE THE SHIFT BEGINS! NO EXCEPTIONS!

Pots/Pans/Grills
Chemicals Needed:

· Crystal Simply Green

· Lime Away

· Disinfectant

· Stainless Steal Cleaner

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· broom

· wet mop

· gloves

1. Wash the pots and pans according to the directions posted, utilizing all three sinks. Make sure to thoroughly air dry the pots/pans before you put them away. Wipe out the individual sink drains with a paper towel to ensure there is no food debris left behind. Clean out any debris in the drain underneath the sinks as well. Check soap containers for detergent system under triple sink and refill if necessary.

2. Clean the grill (either indoor or outdoor) following the grill cleaning instructions posted in the kitchen if used. Empty the grease trap into a large can and take the can to the outside dumpster. DO NOT DUMP GREASE DOWN DRAINS…EVER!!!
3. Sign the Shift Whiteboard in the Dining Room

Dishes/Leftovers/Trash
Chemicals Needed:

· Crystal Simply Green

· Disinfectant

· Stainless Steal Cleaner

Equipment Needed:

· gloves

1. Wash and Hobart all plates, silverware, and glasses. After cleaned air dry and return all of them to their proper storage facility. Make sure that a fresh container of soapy water (1/3 cup Allegro powder + water) is available for residents to leave silverware in. When you are finished, wipe down all counter tops around Hobart. Please drain the water and empty the “food-catcher” after the dishes are finished.
2. If there is a large amount of calcium build-up around/on the Hobart, please spray and wipe off as much as possible with the Stainless Steel Cleaner and a dishrag.

3. You may put any leftovers into Tupperware at 6:30, but wait until 6:45 to put it in the fridge. The leftovers have to be in the fridge by 7:00. All food should be put into Tupperware and tape-labeled with food name and date. If a drink pitcher is over a third full, tape-label the date and beverage and store in a fridge. If it is not at least a third full, empty it and clean it.
4. Wipe out the microwave in the dining room.  

5. Take out the trash from both dining room trashcans and kitchen trashcans. Reline the trashcans.

6. Sign the Shift Whiteboard in the Dining Room.

Surfaces/Floors

Chemicals Needed:

· Crystal Simply Green

· Disinfectant

· Stainless Steal Cleaner

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· broom

· wet mop

1. Clean the counter top by the milk fridge/ice dispenser with All in One cleaner. Wipe down the vertical fronts of cabinets in the dining room. Wipe out the microwave, and wipe down tables in dining room with All in One cleaner. Wipe down small fridge with All in One cleaner.

2. Sweep the dining room and kitchen area. Mop the dining room and kitchen area. Move the chairs out of the way if necessary, making sure to sweep underneath the tables. Use 1 cup Crystal Simply Green and ½ bucket hot water. Lower any blinds still up and make sure all the doors to the patio are switched to the “lock” position. Please ask if this needs clarification.

3. Wipe out the microwave in the kitchen.

4. Sign the Shift Whiteboard in the Dining Room.
LATE NIGHT CLEAN-UP [2]

This shift should be completed between 10:00 p.m. and 3 a.m. M-Sat. You will clean three times a week.

Chemicals Needed:

· Crystal Simply Green

· Lime Away

· Disinfectant

· Stainless Steal Cleaner

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· broom

· wet mop

· gloves

1. Wash, Hobart, air dry, and put away all dishes, silverware, and glasses left in the kitchen, dining room, parlor, phone duty nook, and rec room areas. Check soap containers for detergent system under triple sink and refill if necessary.

2. Turn off the Hobart and wipe down the front of it with the stainless steel cleaner. Also make sure to wipe the calcium deposits off the top of the Hobart door and the counters next to the hobart using stainless steel cleaner or lime-away (MAKE SURE TO WEAR GLOVES).

3. Wipe off the walls behind the Hobart sink with Disinfectant cleaner. Clean out the food catch in the Hobart.

4. On Saturday, you will be de-liming the Hobart interior. Pour 1 cup Lime Away cleaner into the Hobart interior, run Hobart 4 times, drain the water, and run it twice more. **It is CRITICAL that you run and drain the Hobart PROPERLY. Lime Away is POISONOUS and MUST be completely flushed from the system BEFORE washing dishes!!!!** Continue flushing the system if it continues to smell like Lime Away.

5. Wash all counter surfaces (in both dining room and kitchen) with Disinfectant cleaner. Wipe kitchen cabinet fronts with Disinfectant cleaner.  Wipe out sinks with Disinfectant cleaner. 

6. Clean off the stove surface. Also clean the front, inside and outside of the microwaves and toaster oven with Disinfectant cleaner (use glass cleaner on the outside of the microwave). 

7. Clean the large mixer and stand with All In One cleaner.

8. Empty the kitchen and dining room trash and take to the dumpster. Reline the cans.

9. Sign the Shift Whiteboard in the Dining Room.

OVEN, SINKS AND VENTS/DRAINS [1]

This shift is completed once a week, and it can be done any day you choose. Once you decide on a day and time, let the Proctor know. You will need to clean every week at the same designated time. Make sure you’re not interfering with any cooking or cleaning shifts.

Chemicals Needed:

· All-In-One Cleaner (spray)

· Oven Cleaner

· Disinfectant

· Stainless Steel Cleaner

Equipment Needed:

· Paper towels

· dish clothes (no sponges)

· vent remover

· gloves

Instructions:

1. Use All In One cleaner on all outside surfaces including the grill and stove elements

2. Take out drip pans beneath grill and stove elements and wipe clean with All In One cleaner.

3. Remove foil from bottom of oven. Scrub the insides of the oven with All In One cleaner and Oven Cleaner. Use only paper towels, do not use rags! Replace foil on bottom of oven. 

4. Remove vents from overhang. Clean them with All In One cleaner, and then run through the Hobart. Dry them and replace.

5. Clean grease trap with All In One cleaner.

6. Use Disinfectant cleaner and the stainless steel cleaner to clean all five sinks and faucets in the kitchen – the 3-sink combo, the sprayer sink, and the hand washing double-sink. Scrub the sides of all sinks as black, gross, disgusting residue WILL build up!

7. Make sure the floor drains beneath sinks and Hobart are clear of food debris. Clean the outside of these drains with All In One cleaner, followed by wiping them down with Disinfectant cleaner. Fill bucket with HOT water and pour down the drain.

8. Sign the Shift Whiteboard in the Dining Room.

RECYCLING AND LAUNDRY [1]

This shift will be completed Monday, Tuesday, Wednesday and Friday between 10 a.m. &10 p.m. 

To be completed every day:

1. Sign the Shift Whiteboard in the ARC


To be completed on Monday, Wednesday & Friday

2. Wash, dry, fold, and put away all of the dirty dishrags in the hamper under the Hobart sink counter. You’ll need to get the laundry cash card from the SHD. After washing and drying them, the towels/dishrags need to be folded and put away in their designated drawers in the kitchen.
To be completed every Tuesday

1. Recycling must be completed every Tuesday evening before 10 pm. The recycling is picked up on Wednesday morning. Bag up all labeled recycling by category and take it to the top of the stairs behind the hall. 
2. Wipe out any messes from the recycling bins. Replace bags in recycling bins.
3. Take the trash out from the laundry room and reline the can. 
4. Sweep laundry room. Mop as needed.

BATHROOM CLEANER [3]

This shift will be completed Monday through Saturday between 10 a.m. &10 p.m.  

Cleaners Needed:

· Glass Cleaner

· Disinfectant (Spray)

· Hydrochloric Acid Toilet Bowl and Urinal Cleaner

· Bathroom Cleaner (purple spray)

Equipment Needed:

· Green Scrubber (for sinks, faucets, showers, tubs)

· Toilet bowl brush (inside toilet)

· Paper Towels (to wipe off disinfectant)

· Broom

· Mop

· Gloves

Instructions:


To be completed every day

1. Apply disinfectant spray to sink, toilet, shower walls and shower floors 

2. After spraying disinfectant, clean sink inside and out by scrubbing. Spray faucets with glass cleaner and wipe with paper towel. Rinse out the sink and wipe dry with paper towels.

3. After applying the disinfectant to the walls and floors of the showers and letting it sit for one minute, being scrubbing the walls and floor using a green scrubber. Begin at the top and work your way down, scrubbing one section at a time. Be sure that the soap scum and body oils are removed from all surfaces. Scrub hard at any mildew that might be around until it is gone. Rinse the walls with clear water. Clean hair out of drains.

4. Flush toilets at least one. Pour a small amount of toilet bowl cleaner in toilet bowls. DO NOT GET ANY ON THE SEAT! Use toilet brush to clean inside. Spray disinfectant onto toilet seat, outer surface. Rinse off disinfectant using a damp paper towel. Dry using dry paper towels. Flush toilet and rinse toilet brush with water.
1. Spray Mirrors with glass cleaner, wipe off with dry paper towel

5. Take out trash

6. Sign the Shift White Board located in the 2nd Floor Bathroom's cleaning closet.
To be completed as needed:
1. Sweep Floors. Spray disinfectant on floors and mop with warm water
2. Spray Toilet Partitions with disinfectant. let sit one minute, then wipe off with damp paper towel
3. Spray disinfectant on toilet base, let sit for one minute then wipe off with damp paper towel. Use steel polisher to polish metal pipes/handles.

4. Replace metered scent air freshener

LAUNDRY & CLEANING CLOSET MAINTENANCE [1]

This shift will be completed Tuesdays, Thursdays, and Sundays between 10 a.m. &10 p.m.  


To be completed every day

1. Sign off on the Shift Whiteboard in the ARC


To be completed on Sundays

1. Spray washers and dryers with all in one cleaner. Wipe off with paper towel (make sure to get inside edge of washers too). Clear out lint traps if full.

2. Spray laundry room sink with All In One Cleaner and wipe off with paper towel. Scrub with green scrubber as needed.

3. Scrub large floor drain in laundry room.

4. Take out the trash in the laundry room and reline the can.

5. Take down all community bathroom shower curtains and place them in designated area in the laundry room. Replace with clean shower curtains.

To be completed on Tuesdays & Thursdays

1. Restock and organize cleaning closets on every floor (including 2nd and 3rd floor cleaning closets and 2nd floor bathroom closet)

2. Gather any empty supply bottles and place in proper spot in ARC for cleaning staff to refill. Don’t forget to check the Kitchen!
3. Crush down any empty boxes and recycle them.

4.  Inform the proctor of any supplies running low that need to be re-ordered.
To be completed as needed

1. Put away and organize monthly supply orders (you will need to ask the SHD about when these dates will be) 
SHIPMENT/FRIDGES/PANTRY [2]

This shift is to be completed between 10 a.m. and 10 p.m. Mon-Sat. You will be assigned three days a week. This shift will also have a discretionary time commitment that is based on when the orders are delivered. On the day of large orders (typically this will be Friday), the Refrigerator/Trash person will assist you in putting away the shipment.


To be completed every day:

1. Sort food into appropriate freezer (meat, misc., and veggie).
2. Make sure all food items are stored in Tupperware. Be sure to check labels on containers for the food name and date. If it is over 5 days from the date on the label, or if the label is illegible, throw the food away and clean the Tupperware. *If the food looks gross or the fridge is over stocked…Toss according to date!
3. Reorganize fridge contents by category such that dairy items are with dairy items, condiments with condiments, and sandwich fixings grouped together.

4. Empty and clean any drink pitchers that are less than 1/3 full. Air-dry and put away pitchers.
5. Discard any late plates that are more than 3 days old.

6. Check bread for mold, and throw away any old bread. Throw away moldy cheese. Check for rotten produce and discard if necessary.
7. Keep the food in the pantry organized on the shelves.  Also, refill frozen fruit containers, as well as other containers (brown sugar, cocoa, powdered sugar, chocolate chips, etc.) Please make sure pastas and other snack items are properly stored in SEALED containers. **If anything has been opened (nuts, dried fruit, etc.), you MUST store it in a sealed container!** 
8. Sweep the pantry area daily and mop if necessary. Also, clean large and small mixers and cart with All In One cleaner. 
9. After you’ve finished cleaning, take out the trash and reline the can.
10. Sign off on the Shift Whiteboard in the Dining Room

To Be Completed on Shipment Days (Monday/Friday)

1. Unpack and put away all the food, produce and supplies. Please make sure we have received everything, and if not please notify Cindy immediately! Place ALL food items in mouse-safe plastic containers in pantry, any food that does not fit should be placed on the top shelf of the pantry. Try to fit as much as possible within those plastic containers! This will require you to take most of the items out of their chipboard containers.
2. Recycle and smash down ALL boxes.
To be completed on Saturdays
1. Remove all items from the three large fridges. Run racks through Hobart and replace when air-dried. Sanitize the inside and outside of each fridge with All In One cleaner.

2. Remove parchment paper from fridge, sanitize bottom of fridge with All In One cleaner, and replace with new parchment paper. 

3. Repeat steps one and two for personal fridge in the dining room. Carefully MOVE the fridge to sweep and mop under it. 

4. Remove items from plastic storage tubs in fridge, clean tubs thoroughly, air dry, and replace items. 

5. Take out kitchen and dining room trash (3). Clean and sanitize inside, outside, and lid with Disinfectant cleaner. Reline with clean trash bags. 

6. Wipe out debris in the bottom of the ice cream freezer (the one next to the 3 fridges).

AREA CLEANERS [2] 

This shift must be completed between 10a-10p on the days you are assigned. You will be assigned two days Mon-Sat. You will clean the parlor and the foyer, the rec room, the corridors, the 2nd & 3rd floor lobbies, and the ARC on those days.

Chemicals Needed:

· Lemon Dust

· Glass Cleaner

Equipment Needed:

· Washcloths

· Vacuum Cleaner

Instructions:

1. Carry any dishes to the kitchen, rinse and put them in the Hobart racks.

2. Dust all furniture and shelves daily. Do not overlook the legs and rungs of chairs and tables. Use a cleaning rag and Lemon Dust. 

3. Clean glass tables in study areas with glass cleaner.

4. Move all furniture in cleaning areas to vacuum. After finished, return furniture to normal positions. If the vacuum is becoming full, write on maintenance log for it to be changed.

5. In the ARC, wipe off computer tables thoroughly and dust around the equipment. 

6. In the parlor use Lemon Dust on the wood around the fireplace. Dust the piano each time.

7. Clean TV screen using a rag/paper towels and glass cleaner. Also, dust the entertainment bookcase.

8. Empty and reline ALL trashcans in the areas you clean. Do not forget the trashcans in the front entry and by the mailboxes.

9. Water hall plants in each area as needed.

10. Clean the glass coverings on the quilts/tapestries in their respective areas with glass cleaner.  

11. Recycle the newspapers daily that are left in common areas and on the counter in front of the mailboxes.

12. Sign Shift White Board located in the ARC.

SPECIALITY COOK [1]

This shift will be completed twice a week on two days decided on by you and Cindy. One day you will make a snack for 30-40 people. The snack can be things such as guacamole & chips, rice crispy treats, trail mix, etc. On the other day you will create a dessert or bread  for fifty people. You are responsible for checking your ingredients and washing up after yourself.

1. Check for ingredients by at least 12  p.m. the day before you are to cook. If there are any missing ingredients, inform the Food Board Manager ASAP! *If you are missing ingredients, you may have to use a substitution. Please be flexible! If this is not done, it is a j-boardable offense. Follow any special instructions as posted. *Remember to line pans with foil or pan lines when possible.

2. Set the food out on one of the dining room tables unless it requires refrigeration. 

3. After cooking wipe any surfaces you used as well as wash any dishes, pots, pans or utensils used.

4. Place recyclable materials, i.e., cardboard boxes and aluminum cans in the laundry room in the appropriate recycling bins. Make sure to rinse cans and remove labels before recycling.

CABINETS/DRAWERS[1]
This shift will be completed twice a week, on Wednesdays and Saturdays. It must be completed between 10AM and 11PM. Do not complete at a time when it will interfere with another shift (for example, when dinner cooks are cooking dinner).
1. Remove ALL items from ALL marked drawers and cabinets in the kitchen. Wipe out the cabinets with all-in-one cleaner and a dishrag. Clean any items that need to be re-cleaned. Return any mis-placed items to their correct drawer/cabinet, then replace the rest of the items. If you are unsure as to what goes where, please ask your proctor of food board manager.

2. Wipe down the fronts of the cabinets with all-in-one cleaner and a rag.

3. Throw out overused cleaning materials (i.e. Scrubbers, etc) and secure replacements from the storage closet next to the ARC. If supplies are low, notify the proctor immediately.

4. Sign off on shift white board.



