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Turn House Attendant 

Purpose   
 
The purpose of this training manual is: 
 
• to train you in the knowledge, skills, and abilities necessary to properly perform 

your duties; 
 
• to instill in you a strong service ethic toward our members and your fellow workers; 
 
• to provide you with the tools and techniques to comfortably perform all assigned 

tasks; 
 
• to prepare you for potentially difficult situations by providing you with the 

approved way of dealing with them. 
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Turn House Attendant 

Responsibilities 
 
The Chef is responsible for properly and completely training you for your position. 
 
It is your responsibility: 
 
• to diligently apply yourself to mastering the material presented in this manual, and 
 
• to notify the Chef of any difficulties encountered in the performance of your 

duties that might require modification of Turn House operational policies, 
procedures, standards, or training. 

 
It is the responsibility of the Training Manager to review training material and 
programs to ensure that they meet the need of providing high quality training to you 
and your fellow employees. 
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Turn House Attendant 

Background 
 
A private club creates a special environment for its members.  It is a place of refuge 
from the busy world around us.  It is a place where friends and business associates can 
gather and enjoy the amenities of the Club.  It is a place where they are known by 
name and those of us who serve them know their preferences and desires. 
 
One of the primary amenities offered by the Club is the golf course.  Golf is a 
challenging game of infinite variety and challenge, played in beautiful natural settings.  
The game of golf is steeped in history and tradition.  It is very much a mental game, 
where strategy, concentration, skill, and risk accompany every shot.  It is a game of 
decorum and rules where players are expected to police themselves in the best 
tradition of good sportsmanship.   
 
Many of our members have joined the Club because of their love of the game and all it 
offers them.  Our role as Club staff is to enhance their enjoyment and provide them 
with the highest quality golfing experience.  This is done in many ways, from 
maintaining the course in immaculate condition, to providing a clean and well-equipped 
golf cart, to providing bag storage and clean and comfortable locker rooms.  Another 
service we offer is the Turn House snack bar. 
 
Your role as a Turn House Attendant is to provide refreshments to our members and 
their guests.  To do this properly, there are a few things you must know.  We trust 
that after working through this self-study training manual, you will be equipped with all 
the necessary knowledge, skills, and abilities to do your job with grace and ease. 
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Turn House Attendant 

Appropriate Dress for Your Position 
 
The Club has established high standards for its operation.  The pride you show in your 
dress, your personal grooming, and the cleanliness of your uniform reflect not only on 
yourself, but also on the Club.   
 
The prescribed uniform for Turn House attendants is as follows: 
 
• A Club golf shirt (provided). 
 
• Khaki shorts, slacks, or skirt. 
 
• White crew socks or bootie socks. 
 
• Clean tennis shoes, running shoes, or sneakers. 
 
• A Club logoed ball cap (provided). 
 
• Optional:  During cooler or inclement weather – a Club logoed rain 

jacket/windbreaker (provided). 
 
Dress Do’s and Don’ts: 
 
• Clothing must be clean and unwrinkled. 
 
• Shirttails must be tucked in. 
 
• Please do not wear excessive jewelry or makeup. 
 
• Wear your cap properly – not backwards. 
 
• Skirts or shorts must not be too short.  Hemlines several inches above the knee are 

acceptable. 
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Turn House Attendant 

Your Attitude 
 
Satisfying our members is not an easy matter.  They expect high quality food, 
recreation, and service in a clean, friendly, well-maintained and operated environment. 
To meet their expectations, you must have a keen commitment to our standards of 
service and the right attitude to make it happen. 
 
The right attitude is the most important requirement for success in any endeavor.  
How you approach your work has a direct bearing upon the quality of your work and, 
more importantly from your standpoint, the enjoyment and the sense of satisfaction 
you derive from working here.  If you dwell on the negative, your work and every 
aspect of your life will be negative.  You must choose instead to see your work in a 
positive way and take pride in your contributions to the larger effort. 
 
We feel strongly about maintaining a positive attitude.  One sour, negative attitude 
can ruin the workplace for all of us.  Our members don't need it and we don't need it.  
So, we say with deep conviction,  
 

"BE OF GOOD CHEER OR DON'T BE HERE!" 
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Turn House Attendant 

Review I 
 
Give two of the purposes of this training manual. 
1.  ______________________________________________________________ 
    ______________________________________________________________ 
2.  ______________________________________________________________ 
    ______________________________________________________________ 
What are your responsibilities regarding this training material? 
1.  ______________________________________________________________ 
    ______________________________________________________________ 
2.  ______________________________________________________________ 
    ______________________________________________________________ 
What is the prescribed uniform for your position? 
    ______________________________________________________________ 
    ______________________________________________________________ 
List three “Do’s and Don’ts” regarding your dress. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
What phrase summarizes the Club’s feelings about employee attitude? 
    ______________________________________________________________ 
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Turn House Attendant 

Information and Expectations 
 
Your Supervisor 
 
Each Club employee comes under the direct control of a Supervisor.  He or she, in turn, 
answers directly to a Department Head who reports to the General Manager.  Your 
Supervisor is an important link in the management chain and is responsible for the daily 
work of your team. 
 
Your Supervisor is responsible for training you in the proper way to do your job and 
ensuring that your work is completed according to our quality and performance 
standards. 
 
A major responsibility of every Supervisor is to provide you with the assistance and 
support you need to do your job properly.  If you have a question about any aspect of 
your work or you need help, see your Supervisor.  We only ask you to remember that 
your Supervisor is a busy person with many responsibilities.  Please show courtesy and 
understanding by approaching him or her at an appropriate and convenient time.   
 
In the absence of your Supervisor, the duty manager or other assigned supervisor 
assumes direction of your operation. 

 
Food and Beverage Standards 
 
All food and beverage items served in the Club are prepared and presented according 
to well-defined and pre-established standards.  
 
All food items are prepared according to standardized preparation techniques.  
Further, all food items are served to the member in a standardized presentation. 
 
The purpose and benefit of standardization is consistency.  All food service employees 
are expected to familiarize themselves with and consistently meet those standards. 
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Turn House Attendant 

Information and Expectations, Continued  
 
Meeting your Schedule 
 
Work schedules will be posted in a designated, conspicuous place.  We consider your 
obligation to meet the posted work schedule a serious responsibility.  Therefore: 
 
• The work schedule may not be modified without the prior approval of your 

Supervisor. 
 
• Failure to work assigned shifts is unfair to fellow staff, your Supervisor, and our 

members, and cannot be tolerated.  Appropriate disciplinary action will follow such 
failure. 

 
• We will always consider true emergencies.  However, those who do not report for 

scheduled shifts and/or call in sick repeatedly are subject to disciplinary action, 
where warranted. 

 
• You are responsible for giving your Supervisor reasonable notice of illness, lateness, 

or inability to meet your work schedule before your absence so that your shift may 
be properly covered. 

 
• Changes to the work schedule may be made by your Supervisor at any time to 

effectively handle the level of our business.  Supervisors will make every effort to 
meet individual needs and requests, but this is not always possible.  We ask you to 
bear this in mind and accept such changes as necessary.  It is the nature of our 
business.  

 
Your Supervisor will make every effort to grant reasonable requests for time off.  
Please recognize, though, that we are running a business that has certain staffing 
requirements.  When requests become unreasonable or excessive, your Supervisor will 
take whatever action necessary to ensure adequate staffing. 
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Turn House Attendant 

Information and Expectations, Continued  
 
Timely Attendance 
 
You are expected to be present, in uniform or proper dress, and ready for work at your 
scheduled time.  Habitual tardiness cannot be tolerated.  
  
Transportation to and from work is your responsibility.   
 
Notification 
 
If, for any reason, you expect to be late or absent, call and let your Supervisor know 
the reason.   
 
If your Supervisor is unavailable, you should leave word with the assistant or acting 
Supervisor.  Only if your Supervisor or other individuals left in charge are unavailable, 
should you leave word with another employee.  In this case, you are expected to call 
back and speak with your Supervisor later.   
 
Except in the case of emergencies, having family members or friends call for you is 
inappropriate.  Therefore, all notification calls must be made by you personally unless 
you are seriously ill or otherwise incapacitated. 
 
No Call/No Show 
 
Any employee who misses a shift without calling or without a valid excuse will face 
appropriate disciplinary action. 
 
Drinking or Use of Non-prescribed Drugs 
 
No employee may consume an alcoholic beverage while on duty.   
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Turn House Attendant 

Information and Expectations, Continued 
 
Reporting to work while under the influences, drinking on duty, or the use of any illegal 
or non-prescribed drugs will result in appropriate disciplinary action. 
 
Smoking 
 
Smoking in a food service facility is a sanitation violation due to the hand-mouth 
contact involved.  At no time may employees smoke in food service production or 
service areas.   
 
Smoking is permitted only in designated smoking areas during your break or after your 
shift has ended.  You must always wash your hands after smoking. 
 
Use of Facilities  
 
Employees are not allowed to use the facilities and services of their workplace while 
working.  This means you should not sit at those tables outside the Turn House that 
are for member use, i.e., those tables on the service window side of the building.   
 
Club facilities are for the exclusive use of our members.  Use by employees on the 
clock is an inappropriate use of work time.  Further, it sends the wrong message to our 
members about our priorities. 
 
Use of Telephones 
 
The telephones within the Club are for business purposes and unnecessary or excessive 
personal use of phones may interfere with that business. 
 
Reasonable use of telephones for personal reasons such as to call your spouse or 
children, is permitted at the discretion of your Supervisor.  However, you should 
discourage your friends from calling you when you are working unless necessary.   
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Turn House Attendant 

Information and Expectations, Continued  
 
Monetary Responsibilities 
 
Every food and beverage item must be recorded on the point-of-sale (POS) system.  
There can be no exceptions to this policy.  
 
The Club accepts member charges and various credit cards for payment.  As a food 
service employee, it is your responsibility to ensure that all members are properly 
charged for food, beverages, and other items consumed.  Your attention to this 
important matter will ensure the continuing profitability of the Club. 
 
Removing Items from the Premises 
 
It is the policy of the Club that:   
 
• No food items will be removed from any Club premises by any employee unless 

such movement of food is in support of operations. 
 
• No leftover food from any Club facility will be removed from the premises by any 

employee. 
 
Further, employee meals are to be consumed on the premises.  Therefore, food 
designated as employee meals may not be removed from the premises. 
 
“Grazing” 
 
“Grazing” is defined as employees helping themselves to food that is being or has been 
prepared for service to members. 
 
Employees are not permitted to take or eat food other than the staff meal or eat at 
times other than their meal break unless authorized by their Supervisor.  
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Turn House Attendant 

Information and Expectations, Continued  
 
"Grazing" by food service staff in the kitchen or from buffet lines in the dining room 
will not be tolerated under any circumstances and no excuses will be accepted. 
 
This policy is taken seriously and will be enforced by all Supervisors.  We ask that you 
understand the necessity of such a policy and realize that it is essential for several 
reasons, including cost control, sanitation, professional appearances, and good member 
relations.  Please cooperate so that none of us is put in the position of having to play 
"food police.” 
 
While servers are not allowed to “graze,” it is expected that food preparation staff 
will taste the food they are preparing.  This is considered an aspect of their jobs and 
is essential to providing quality food. 
 
Quality Assurance 
 
Everyone in a food service operation is responsible for the quality of what we prepare 
and serve.  The Turn House Attendant has a special responsibility in that he or she is 
the last person to handle the food or drink before presenting it to members.   
 
As a result, it is extremely important for you to be alert to the food and drink you are 
serving.  If it doesn't look or smell right, don’t serve it and show it to your Supervisor 
as soon as you are able. 
 
Further, Club food service employees use a series of quality inspection checklists as 
reminders of some of the important aspects of providing quality to our members.  
These checklists are of no use if you fill them out in an automatic manner without 
taking the time to check the items on the list.  Your cooperation will help us provide 
the quality that our members expect. 
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Turn House Attendant 

Responsible Beverage Service 
 
Serving alcohol is a privilege that is granted by the State.  Along with this privilege 
comes the duty to operate our business in a responsible manner.  Abuse or neglect of 
this privilege could jeopardize public safety and cause considerable liability to both 
the Club and you personally. 
 
You are required to refuse service or cease serving an intoxicated member.  Signs that 
a person may be intoxicated include the following recognizable behavioral 
characteristics: 
 
• Slurred or thick-tongued speech. 
 
• Inability to focus eyes. 
 
• Glassy, bloodshot eyes. 
 
• Strong smell of alcohol on breath. 
 
• A change in behavior such as impulsive aggression or loss of inhibition, becoming 

more/less talkative, or alternating silent/loud voice. 
 
• Change in color of facial skin – turning pale or flushed. 
 
• Loss of physical motor skills – staggering or stumbling when walking or spilling 

drinks or food. 
 
• Use of abusive language, questioning your performance, speaking profanity, or 

bragging. 
 
• Exaggerated emotional outbursts – crying or loud laughing. 
 
• A blank or dazed facial expression. 
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Turn House Attendant 

Responsible Beverage Service, Continued 
 
• An obvious impairment of judgment. 
 
• Conduct that is annoying to other members. 
 
If you are at all in doubt, it is better to err on the side of caution.  Usually when 
someone is drinking heavily, you’ll be aware of the potential problem before it is 
necessary to refuse service.  If you are unsure or uncomfortable refusing service to a 
member, call for management assistance.   
 
The Law 
 
It is against the law to serve alcohol to an intoxicated person. 
 
It is against the law to serve alcohol to a minor, that is, someone under the age of 21. 
 
It is against the law to serve alcohol to the point of intoxication. 
 
It is against the law to serve alcohol before noon on Sundays. 
 
Checking ID’s 
 
You must request ID from anyone who looks under the age of 30 years old and orders 
alcohol. 
 
Accept only legal forms of ID. 
 
Acceptable Forms of ID 
 
• Valid Driver’s License. 
 
• Valid Passport. 
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Turn House Attendant 

Responsible Beverage Service, Continued 
 
• US Active Duty Military ID. 
 
• Official personal ID card with photo accompanied by another form of 

identification. 
 
Things to Remember when Checking ID’s 
 
• Carefully look for any difference in the card’s type, size, style, or color. 
 
• Make sure to compare the physical description with that of the member. 
 
• Look for alterations in the ID such as cuts or erasures in the laminate by holding up 

the card to the light. 
 
• Never accept an ID card that is not familiar to you.  
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Turn House Attendant 

Equipment, Tools, & Supplies 
 
The Turn House is equipped with various pieces of food service equipment such as 
freezers, refrigerators, an ice machine, hot dog cooker, microwave, etc.  You must 
check this equipment each day to ensure that everything is working properly.  If it is 
not, contact your Supervisor or the Facilities Manager. 
 
The Turn House has a variety of kitchen equipment and utensils.  These items are 
listed on the Equipment/Smallwares Inventory & Requisition, Form 422.  Should any of 
these items be missing, notify your Supervisor. 
 
The Turn House is also furnished with those supplies listed on the Controllable 
Inventory & Requisition, Form 451.  Should any of these items be missing or not be 
available in sufficient quantity, notify your Supervisor. 
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Turn House Attendant 

Breaks and Employee Meal 
 
Attendants needing to use the rest room may use those located on the parking lot side 
of the Turn House.  As much as possible try to time your visit so as not to interfere 
with members’ use of rest rooms.  Doors to the Turn House must be locked when you 
are absent to visit the rest room. 
 
Given the sporadic flow of business at the Turn House, you may take up to a 10-minute 
break per hour when possible.  These breaks should not interfere with service to 
members.  Do not leave the Turn House while on break.  If you must leave, notify your 
Supervisor. 
 
You are entitled to an employee meal during your work shift.  The Supervisor is 
responsible for explaining the employee meal policy to you. 
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Turn House Attendant 

Review II 
 
Should you be sick and unable to come to work, what should you do? 
    ______________________________________________________________ 
    ______________________________________________________________ 
It is permissible to take leftover food home.  (Circle one)                       True     False 
Employees are permitted to take smoke breaks in their work areas.        True     False 
It is OK for you to sit at those tables on the window side of the Turn.    True     False  
If food product doesn’t smell right, you may decide not to serve it.         True     False 
Give two indications of intoxication. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
List four actions that are against the law when it comes to serving alcohol. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
4.  ______________________________________________________________ 
Under what apparent age, must your check a player’s ID?  ____________________ 
List three forms of acceptable ID. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
Who should you contact if any of your equipment is not working properly? 
     ______________________________________________________________ 
Who should you contact if you are missing key utensils or do not have sufficient 
supplies?  _________________________________________________________ 
Which rest rooms should you use?  ______________________________________ 
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Turn House Attendant 

Member Service 
 
You may not under any circumstances solicit tips.  If you do, you will be discharged.  
However, if insisted upon by the member or guest after you have first refused, you 
may graciously accept a tip offered to you.   
 
Even though the Turn House has a stool, you are expected to stand when speaking to a 
member or guest. 
 
Be cheerful, upbeat, and friendly to everyone at all times.  
 
You are expected to greet members, preferably by name.   
 
Keep track of inventory, particularly menu items that are out of stock.  This will allow 
you to immediately inform members or guests of out-of-stock items thereby avoiding 
the confusion and aggravation of them ordering items that we do not have. 
 
Always get member’s name and account number to properly charge items to the 
member’s account.   
 
Thank members after they have signed their charge slip.  You should also wish them a 
good day or a good round, etc. 
 
The Turn House does not accept cash.  If someone tries to pay with cash, they must be 
politely informed that sales are by member charge only.  If a guest has a credit card, 
we can accept payment by VISA, MasterCard, and American Express.  When suggesting 
cards for payment, suggest the first two before offering to take AMEX, as we pay a 
higher commission for AMEX card use.  
 
Make note of any special requests, comments, or complaints and pass them on to your 
Supervisor. 
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Turn House Attendant 

Potentially Difficult Situations 
 
There are several potentially difficult situations that you may encounter in the course 
of your duties.  The following guidelines will help at those times: 
 
Intoxicated Member or Guest.  If you encounter a member or guest who appears 
intoxicated or who is getting close to being intoxicated, call for management 
assistance. 
 
Complaint from Member or Guest.  If a member or guest complains about anything, you 
should remedy the problem if it is within your power to do so.  Always apologize 
sincerely while doing so.  If the complaint is about something over which you have no 
control, relay the complaint to your Supervisor. 
 
Member-Supplied Refreshments.  The Club must supply all food and beverage 
consumed on the golf course.  Periodically, members will bring their own coolers with 
their own food and beverage.  This is not permitted.  If you become aware of members 
bringing their own food and beverage (usually by the member asking you for ice), notify 
management. 
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Turn House Attendant 

Menu and Pricing 
 
A sample menu for the Turn House is included at Appendix B.  You should be thoroughly 
familiar with this menu and the prices of each item. 
 
Menus will be posted on the menu board attached to the side of the building outside 
the Turn House window.  These menus must always be kept clean and fresh.  They 
should be replaced at the first sign of becoming soiled, worn, or dog-eared.  Spare 
menus are kept in the white 3-ringed binder on top of the microwave. 
 
The Turn House menu is subject to periodic change.  Your Supervisor will brief you on 
any changes in menu items and prices. 
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Turn House Attendant 

Special Requests 
 
Periodically, you will receive special requests for assistance or for food and beverage 
products that we do not carry.   
 
Do everything in your power to meet special requests for assistance.  If in doubt, 
contact your Supervisor and ask for direction or assistance. 
 
Special requests for food and beverage products should be passed on to management 
for review and decision.  Note such requests on the bottom of the Food Inventory and 
Requisition, Form 453, or the Alcoholic Beverage Inventory and Requisition, Form 408, 
respectively, depending upon the request.   
 
Make sure to tell members or guests that their request will be passed on or, if they 
prefer, they can contact management directly with their requests 
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Turn House Attendant 

On Cart Coolers 
 
The Club has a limited number of soft coolers for use by members on golf carts. 
 
These blue, logoed coolers are kept on the metal storage shelves in the back room and 
may be provided to any member or guest who requests them. 
 
You should suggest the use of a soft cooler to any member or guest ordering multiple 
beverages. 
 
Check with cart staff at the end of the day or the beginning of the next day to ensure 
that all soft coolers are returned or retrieved. 
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Turn House Attendant 

Review III 
 
Employees may solicit tips.  (Circle one)                                                    True     False 
Under what circumstances may you accept a tip? 
    ______________________________________________________________ 
    ______________________________________________________________ 
Give two reasons why is it important to get a member’s name and account number. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
What two things should you tell a guest who wants to pay with cash? 
1.  ______________________________________________________________ 
    ______________________________________________________________ 
2.  ______________________________________________________________ 
    ______________________________________________________________ 
When suggesting a credit card, you should always suggest AMEX first.   True     False 
List three potentially difficult member situations. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
If you need fresh menus, where can you get them? 
    ______________________________________________________________ 
What two things must you do when you receive a special request from a member? 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
Should a member or guest order multiple beverages, what should you offer him or her? 
    ______________________________________________________________ 
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Turn House Attendant 

Housekeeping Responsibilities 
 
You are responsible for the day-to-day cleanliness of the Turn House, all installed 
equipment, various food service utensils, and exterior areas and furniture.  You are 
also responsible for emptying all interior and exterior trashcans daily. 
  
A Cleaning Checklist, Form 454, which includes daily, weekly, and monthly cleaning 
responsibilities, is provided at Appendix C. 
 
Use the checklist to ensure that all cleaning responsibilities are met.  By signing the 
checklist, you acknowledge your responsibilities and indicate that all required cleaning 
has been completed according to standards. 
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Turn House Attendant 

Repair and Maintenance Responsibilities 
 
You are also responsible for monitoring the proper operation of all equipment and 
building systems, such as heating, ventilation, and air conditioning.   
 
Should you notice any problem with these items, complete a Work Order Form, found 
in the white 3-ringed binder, and submit it to your Supervisor.  If any essential item is 
inoperative, operating erratically, or making strange sounds, contact your Supervisor or 
the Facilities Manager as soon as possible. 
 
Due to the importance of properly-functioning installed equipment, such as 
refrigerators, freezers, beverage coolers, and ice machines, checking these items is 
part of the daily checklists. 
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Turn House Attendant 

Checklists 
 
Checklists provide a reminder to you of tasks that must be completed during a work 
shift or on a periodic basis.   
 
They also ensure accountability for completion of key tasks by your signature on the 
checklist.   
 
You will use an Opening Checklist, a Closing Checklist, and a Cleaning Checklist.  These 
checklists are found in Appendix C. 
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Turn House Attendant 

Safety 
 
The Turn House is equipped with a fire extinguisher and a first-aid kit.   
 
• The fire extinguisher is an all-purpose extinguisher and is located next to the 

exterior door in the back room.  Your Supervisor will show you how to use this 
device. 

 
• The first-aid kit is kept on the beverage storage shelf in the front room.  You may 

use the first aid kit for your own needs, as well as the needs of members, guests, 
and other employees.  Part of your daily duties should be to check the first aid kit 
to ensure it is sufficiently stocked with first aid items. 

 
As in any food service facility, there are inherent safety risks.  Primary among those 
are the risk of burns from cooking equipment, cuts from using knives, and exposure to 
cleaning and sanitation chemicals.  You will receive a safety orientation of the Turn 
House in which these risks will be pointed out. 
 
The Turn House is provided with a Material Safety Data Sheet (MSDS) book that lists 
all potentially dangerous chemicals used in the operation.  The book contains 
instructions regarding antidotes and treatment for improper exposure to these 
chemicals.  The MSDS book is located on the wall to the right of the mop sink. 
 
If you notice any safety hazard, inform your Supervisor as soon as possible. 
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Turn House Attendant 

Review IV 
 
Who is responsible for the cleanliness of the Turn House?  ____________________ 
Where will you find a list of all necessary cleaning responsibilities? 
______________________________________________________________ 
Should you notice any problems with installed equipment, what should you do? 
    ______________________________________________________________ 
What two purposes do checklists serve? 
1.   ______________________________________________________________ 
2.  ______________________________________________________________ 
What three checklists are used in the Turn House operation? 
1.   ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
Where is the Turn House fire extinguisher kept? 
    ______________________________________________________________ 
List the three primary safety concerns in the Turn House operation. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
What is a MSDS sheet, what is it used for, and where is it kept? 
    ______________________________________________________________ 
    ______________________________________________________________ 
If you notice a safety hazard, whom should you notify? 
    ______________________________________________________________ 
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Sanitation 
 
Sanitation is an extremely important aspect of your job.  Disease and infection are 
easily spread through food products or by unclean utensils and hands.  Coughing, 
sneezing, and open cuts and sores can cause contamination of the food you serve.  
 
Potential Hazards.  All food service employees should be aware of the potential 
hazards of handling food and develop a conscientious concern for maintaining the 
highest possible standards of cleanliness and sanitation.  Nothing can ruin the Club’s 
reputation faster than an incident of food poisoning.  Therefore: 
 
• If you are ill, you must notify your Supervisor.  Do not try and be stoic or heroic by 

working when you are sick.  The risk to our members and guests is too great.   
 
• Wash hands thoroughly after using the rest rooms or handling materials that do not 

pertain to food service. 
 
• Do not smoke in food preparation or dining areas. 
 
• If you sneeze or cough, cover your mouth with a tissue or handkerchief.  Then wash 

your hands. 
 
• Be careful not to touch food items with your hands.  Use tongs, spoons, forks, etc., 

to serve or plate food. 
 
• Wear hats or hair nets when required. 
 
• Always keep work areas clean and orderly. 
 
• When serving, ensure that your fingers do not touch eating surfaces of paper 

plates, to-go boxes, and cups. 
 
• Clean condiment containers after use and prior to refilling.   
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Sanitation, Continued  
 

Five Concerns of Safe Food Handling 
 
Hands.  Wash hands and clean your fingernails before work and whenever they become 
soiled or come into contact with a source of contamination.  Always wash hands after 
visiting the restroom, whether you used the facilities or not! 
 
Service.  Proper handling of service utensils, flatware, plates, or food will prevent the 
spread of infection or germs.  Be sure that utensils are properly washed and dried 
before you take them to the dining area. 
 
Food.  Food is an excellent medium for harboring and spreading bacteria.  It can be 
contaminated by dirty containers, contaminated hands, sneezing, coughing, poor 
storage conditions, or exposure to air, heat, or illness. 
 
Temperature.  Cold temperatures inhibit the growth of bacteria, heat kills them, but 
moderate temperatures encourage growth.  Therefore, it is extremely important to 
refrigerate cold items, keep hot items hot, and serve all foods as quickly as possible.   
 
• Never leave perishable foods exposed to temperatures in the danger zone (45º – 

145º F) for prolonged periods of time.   
 
• Food must not be thawed and refrozen or chilled several times.   
 
• If any item is questionable, i.e., it looks or smells funny, err on the side of caution 

and check with your Supervisor. 
 
Storage.  All leftover items will be carefully and fully wrapped with plastic wrap and 
refrigerated.  
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Sanitation, Continued  
 
Thawing Food 
 
It is extremely important that all frozen food products be properly thawed 
according to the following procedures: 
 
Frozen food products will be removed from freezers and placed in refrigerators for 
thawing.  Such refrigerators must be kept at 35-37°F.  This permits frozen products 
to thaw evenly in an environment that is below the danger zone.  The danger zone for 
food products is the temperature range from 45º to 145º F.  These temperatures 
present the most favorable conditions for rapid growth of most pathogens. 
 
In unusual cases, frozen product may be thawed more quickly by direct cooking 
methods, such as microwaving.  The technique is as follows: 
 
• Hot dogs and Bratwurst – microwave on high setting for two minutes.  This will allow 

the hot dogs to be separated without cooking them. 
 
• Chili – microwave on high setting for two minutes.  Continue to microwave on two-

minute settings until the product thaws. 
 
It is against sanitation regulations to thaw any frozen products under heat-lamps, on 
top of warm surfaces, or out in any room temperature environment because such cases 
may expose product to unsanitary elements and the temperature danger zone.  
 
Your Responsibility 
 
The only way to keep the Turn House clean is for everyone who works there to clean up 
after themselves.  If a mess is made, it should be cleaned up as soon as possible by the 
person who made it.   
 
Ultimately, the responsibility for cleanliness and sanitation rests with you. 
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Security 
 
The Turn House is equipped with a Security System. The system is monitored remotely 
by the security company.  All exterior doors are equipped with door contacts.  The 
front and back rooms of the Turn House are equipped with motion sensors.   
 
The security keypad is located on the wall to the left of the side door.  
 
Procedures - Arming All 
  
When armed “away” mode, the system will sound an alarm if a protected door or 
window is opened, or if any movement is detected inside the premises.  You may leave 
through the entrance door during the exit delay period without causing an alarm.  You 
may also reenter through the entrance door but must disarm the system within the 
entry delay period or an alarm will occur.  To arm the system: 
 
• Close all perimeter windows and doors.  Push the “*” (star) key on the keypad to see 

if any zones are open. 
 
• Enter your security code and press the number 2 key (away). 
        
• The display window will display “armed away,” the keypad will beep twice and will 

display the armed message.  You now have one minute to exit the building and lock 
the door behind you. 

 
Procedures - Disarming and Silencing Alarms 
     
The “off“ key (#1) is used to silence alarm and trouble sounds.  To disarm the system: 

  
• Enter your security code and press the “off” key (#1). 

 
• The ready message will be displayed, and the keypad will beep once to confirm it is 

disarmed. 
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Review V 
 
List three sanitation requirements for employees. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
List the five concerns of safe food handling. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
4.  ______________________________________________________________ 
5.  ______________________________________________________________ 
What is the correct way to thaw food products? 
     ______________________________________________________________ 
     ______________________________________________________________ 
What temperature range constitutes the danger zone?  ______________________ 
What is the danger zone and why is it an important sanitation concern? 
     ______________________________________________________________ 
     ______________________________________________________________ 
What two security devices provide protection to the Turn House? 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
Where is the security keypad located? 
    ______________________________________________________________ 
How do you use the keypad to check if any zones are open? 
______________________________________________________________ 
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Opening Procedures 
 
1.  Getting Started 
 
Clock-in at the Accounting Office or Cart Barn. 
 
Pick up strong box from Dining Services Manager and keys from Chef.  The strong box 
contains the 3½ inch floppy transfer disk and your daily paperwork.  The key ring 
contains the following keys, all of which are labeled:   
 
• Key to Turn House side door (this is the entrance door for the Turn House),  
 
• A key for the Club Repair Room of the Cart Barn, and  
 
• Keys for Turn House equipment (Reach-in Refrigerator, Reach-in Freezer, Beer 

Cooler, and Pan Max and San Max dispensers). 
 
Unlock Turn House entrance door using key.  Refer to the Turn House Layout at 
Appendix D for location. 
 
Disarm Security System at alarm panel by door by entering code and pressing “OFF.”   
 
Turn off outside lights and turn on inside lights.  Switches are to the left inside of the 
entrance door and are labeled. 
 
Unlock the Turn House back door by turning the deadbolt.  Turn off exterior back 
door lights at switch to the left of the back door. 
 
2.  Setting Up Turn House 
 
Unlock reach-in freezer, reach-in refrigerator, and beer cooler using the keys on the 
key ring. 
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Opening Procedures, Continued 
 
Unlock service window by turning the latches on the top and bottom of the window. 
 
Check the following to make sure there are no operating problems: 
 
• Reach-in refrigerators, reach-in freezer, beer cooler, and fish file are working 

properly. 
 
• Ice machine is working properly and has supply of ice. 
 
• Electricity and water supply are working properly. 
 
Prepare a sanitation and general cleaning mixture by getting gray sanitation buckets 
(kept on left drain board of two-compartment sink in back room) and filling with hot 
water.  Add one capful of bleach.  The bleach is kept on the bottom of the storage 
shelf in the back room.  This bleach cleaning mixture sanitizes surfaces without leaving 
a soap residue. 
 
Prepare sinks for washing dishes, utensils, etc. 
 
• Fill wash sink (left sink of two-compartment sink) with hot water.  Add Ecolab Pan 

Max Ultra Detergent (located over two compartment sink) by pushing dispensing 
button once. 

 
• Fill rinse sink (right sink of two-compartment sink) with hot water. 
 
• Fill sanitizer tub (kept on right drain board of two-compartment sink in back room) 

with hot water.  Add Ecolab San Max Sanitizer Disinfectant (located over two 
compartment sink) by pushing dispensing button once. 
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Opening Procedures, Continued  
 
Make regular and decaf coffee using the Bunn Machine.  Place a filter in the basket 
and add a pack of ground coffee (kept on the bottom shelf of the Dry Goods Storage).  
When coffee is made, pour it into the appropriately labeled air pots. 
 
Heat water for hot chocolate in decanter on back burner of coffee maker. 
 
Take the following forms out of the white 3-ringed binder (kept on top of the 
microwave).  Check quantity.  Make note of any that are needed. 
 
• Controllable Supply Inventory & Requisition, Form 451. 
 
• Food Inventory & Requisition, Form 453. 
 
• Alcoholic Beverage Inventory & Requisition, Form 408. 
 
• Chemical/Cleaning Supply Inventory & Requisition, Form 450. 
 
• Equipment/Smallwares Inventory & Requisition, Form 422 
 
• Office Supply Inventory & Requisition, Form 452. 
 
• Beverage Cart Issue Sheet, Form 406. 
 
• Turn House Cleaning Checklist, Form 454. 
 
• Turn House Opening Checklist, Form 423. 
 
• Turn House Closing Checklist, Form 412. 
 
Take count of beer and wine using the Alcoholic Beverage Inventory and Requisition. 
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Opening Procedures, Continued  
 
Drain water from the ice chest under the work counter by pulling it over to the floor 
drain and opening the drain cock.  Once drained, fill the chest with ice from the ice 
machine in the back room.  This ice chest is used for filling cups with ice when drinks 
are served. 
 
Check cleanliness of the following and correct as necessary: 
 
• Work counter.  Wipe down with general cleaning mixture. 
 
• Food service equipment.  Wipe down with sanitation and general cleaning mixture. 
 
• Floors.   The floor should be clean from the closing cleaning procedures the day 

before.  If not, sweep and mop as necessary. 
 
Check chemical inventory.  If any of the following items are getting low, note it on the 
Chemical Inventory and Requisition: 
 
• Ecolab San Max – An ammonia-based chemical solution commonly used in 3-bay sink 

ware washing stations.  It acts as a sanitizing agent, sterilizing all products 
immersed in this solution. 

 
• Ecolab Pan Max – Heavy-duty pot and pan detergent.  It is commonly found in 3-bay 

sink ware washing stations. 
 
• Oasis II Citrus All Purpose Cleaner – A neutral (pH 7) citrus-based all-purpose 

cleaner commonly used to clean painted surfaces and floors.  Its components will 
not strip the paint like other cleaning agents. 

 
• Bleach – Chlorine-based sanitizer used to disinfect both food contact and non-food 

contact surfaces. 



  
  
 

 
 
 

 
© 2009 - Ed Rehkopf 39 

Turn House Attendant 

Opening Procedures, Continued  
 
• Ecolab All Purpose Cleaner – A general, all-purpose cleaner used for heavily soiled 

surfaces, floors, non-food contact surfaces, and outdoor cleaning purposes. 
 
• Soft Scrub – Common bathroom surface and tile cleaner which effectively cleans 

the white-veneered counter tops in the Turn House.  Surfaces cleaned with this 
product must be rinsed well after cleaning. 

 
• Stainless Shine – Stainless steel polish used to remove grease, smudges, and dirt on 

any stainless-steel surfaces.  This can only be used on non-food contact surfaces. 
 
Wash Hands as necessary.  Hands must be washed after handling food, handling trash 
or chemicals, using cleaning rags and materials, smoking, or visiting the rest rooms. 
 
3.  Outside Set Up 
 
Using disposable cleaning towels and the general cleaning mixture in the gray sanitation 
bucket, wipe off outside tables and counter.  Check chairs and wipe off as necessary. 
 
Place the following items on the outside counter: 
 
• four napkin dispensers (make sure they are full; if not fill).  One dispenser goes on 

the counter and the other three on tables. 
 
• both caddies: 
 

• white coffee caddy – sugar, Sweet-N-Low, Equal, and stirrers. 
 

• blue condiment caddy – mayonnaise, ketchup, sweet relish, mustard, Grey Poupon 
mustard, plastic ware, straws, and cup lids. 

 
• menus posted on the walls at either side of the window. 
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Opening Procedures, Continued 
 
• wipes – moist towelettes in a plastic cup. 
 
• toothpicks – in a plastic cup. 
 
• ashtrays – stacked on the counter. 
 
• salt and pepper. 
 
• Tabasco. 
 
• beverage display and Plexiglas tent with beverage choices. 
 
Set up trash cans, empty bags as necessary.  Wipe down exterior surfaces as 
necessary with general cleaning mixture. 
 
Check cleanliness and set up of rest rooms.  Straighten up minor items but call 
Facilities Manager or your Supervisor if they need major attention or re-supply. 
 
Check cleanliness of outside brick pavers.  Sweep as necessary.   
 
Pick up any trash or litter on the ground around the Turn House. 
 
4.  Preparing Food Products 
 
Chili 
 
• Put one full can of hot water (using the green watering can) in the bottom of the 

chili pot and turn it on to “HI.”  When water begins to steam, turn down to 4 or 5. 
 
Chili is either in a new manufacturer’s container or is in a leftover 6 or 9-inch pan 
covered with plastic wrap.  Remember which you use because chili from the  
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Opening Procedures, Continued 
 

manufacturer’s container may be used again the next day, while leftover chili from 
the plastic containers must be thrown away at the end of the day.  Never mix the 
old chili with the new chili. 

 
• Heat chili in microwave using high heat for approximately 3 to 4 minutes and then 

place in chili pot.  The chili must reach a temperature of 160º F and can be checked 
with the thermometer. 

 
Hot dogs and bratwurst 
 
• Put 1½ cans of hot water (using the green watering can) in hot dog machine and turn 

it on to the highest setting for 30 minutes.  Then turn down to the “4” setting.   
 
• If you need to add new dogs or brats to the machine after it has been on for 

awhile, set it to high for approximately 15 minutes to get the product hot before 
turning the setting down again to “4.” 

 
• Put hot dogs and bratwursts (amount depends on how many people are expected on 

the course that day) in hot dog machine.  Place comparable number of buns in 
warmer.  A rough guideline is to use 6-10 hot dogs and 2-4 bratwursts on a slow day 
and twice that amount when busy.  Obviously, if you sense business picking up or you 
are getting a lot of demand for items, you will want to add more product to the hot 
dog machine. 

 
• Check Calzone and stuffed bread inventory in the top right drawer of the fish file 

and in the reach-in freezer.  Request re-supply as necessary using the Food 
Inventory & Requisition, Form 453.  

 
5.  Beverage Cart Issue 
 
Issue food and beverage product to beverage cart (if the cart is running that day). 
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Opening Procedures, Continued 
 
• Candies are kept in a blue soft cooler and are brought up to a par stock level each 

evening during the closing procedures.  During hot weather, these items are kept in 
a tray in the cooler used to provide members with wet face towels. 

 
• Beverages, crackers, and chips are counted out each day during the issue to the 

Beverage Cart Attendant.  Amounts issued by the Turn House Attendant are 
recorded on a Beverage Cart Issue Sheet, Form 406.  This form is a control sheet 
against which Beverage Cart sales are compared.  For this reason, it is imperative 
that the Turn House Attendant control and record the amount of product issued.  
Any re-issues during the day will also be entered on this form. 

 
6.  Check Inventories & Other Items 
 
Check controllable supplies using the Controllable Supplies Inventory and Requisition.  
Note any items needed on the sheet. 
 
Check beverage inventory using the Alcoholic Beverage Inventory and Requisition.  
Note any items needed on the sheet.   
 
Check food inventory using the Food Inventory and Requisition.  Note any items needed 
on the sheet.  This form must be turned in to the Tavern kitchen by noon for a next 
day delivery. 
 
Check chemical inventory using the Chemical Inventory and Requisition.  Note any items 
needed on the sheet. 
 
Check ABC permits.  The licenses are located on the wall above the sink next to the 
coffee maker.  There should be four licenses in two frames: 
 
• Fortified Wine 
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Opening Procedures, Continued  
 
• Unfortified Wine 
 
• Malt Beverage 
 
• Mixed Beverage 
 
Ensure they are current.  If not, notify your Supervisor. 
 
Check member list to ensure it is current.  Notify your supervisor if missing or out-of-
date, i.e., more than two weeks old. 
   
Check daily activities/functions.  Function sheets are kept in the white 3-ringed binder 
under the tab labeled “Functions.”   
 
Get a copy of the tee sheet from the Golf Pro Shop.  If the Beverage Cart is running, 
get two copies.  Also ask if the pro shop is aware of any special activities or events for 
the day. 
 
Periodically check hot water circuit breaker to make sure it hasn’t tripped. 
 
Check off items on opening checklist. 
 
7.  POS System 
 
Turn on POS computer and check printer.  The on/off switches are located as follows: 
 
• Computer – front right side. 
 
• Monitor – front right side. 
 
• Printer – left side. 
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Service Procedures 
 
Greet all members and guests with a smile and “Good Morning (or Afternoon), how may 
I help you?” 
 
1.  Serving Members 
 
Try to learn member names and member numbers - sometimes they forget their # and 
will ask you. 
 
• If you don’t know a member’s name or member number, be sure to ask for them 

sometime during the order and print both the first and last name clearly on the 
bottom of a blank check. 

 
• Write down the order and ask the member to sign the check. 
 
2.  Serving Guests.  Explain to guests that you only take member charge or credit 
cards.  If they use a credit card, use the following procedures. 
 
3.  Credit Card Order 
 
If you have a credit card order, go ahead and write it on a check, get their card, run it 
through the card swipe, and ask them if they would like to keep it open. 
 
• If to be left open – ask them to sign the charge slip and write their phone number 

above the imprint of “The Point.”  Give their card back and treat the ticket like any 
other open ticket (see below). 

 
• If they want it closed - after taking the order, ring it into the computer (acct.# 

X9999), have them sign the receipt, and the charge slip, give them the yellow 
receipt and the top copy of the charge slip, then fill their order (see below). 
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Service Procedures, Continued  
 
4.  Filling an Order 
 
To fill an order, fill drinks (half a cup of ice is just right for sodas), then crackers or 
chips, then hot dogs, etc.  Always say thank you and/or you’re welcome. 
 
To open a tab, see the procedures in the POS Manual beside computer – paper clip 
ticket to check – try to keep in alphabetical order to make it easier to find when they 
come back. 
 
5.  Cleanliness Throughout the Day  

 
Throughout the day as time permits or necessity warrants, clean off the outside 
counter and tables using disposable cleaning towels and the sanitation and general 
cleaning mixture in the gray sanitation bucket.   
 
Straighten chairs under tables as necessary to maintain neatness of seating area. 
 
Whenever you go outside to check the counter and tables, also check the rest rooms.  
Straighten as necessary or contact the Facilities Manager for assistance if the rest 
rooms require major cleaning or re-supply. 
 
Sweep brick pavers as necessary to remove spilled chips, cigarette ashes, and mud. 
 
Detail outside eating areas.  Pick up cigarette butts, straw wrappers, toothpick 
wrappers, and disposable wares left by members. 
 
Check to make sure pine straw is not covering walkways and surrounding areas of the 
Turn House.  Sweep as necessary. 
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Review VI 
 
What items should be checked upon arrival to ensure there are no operating problems? 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
What is the general cleaning mixture used for? 
    ______________________________________________________________ 
    ______________________________________________________________ 
Name the three components of the dish and utensil washing cycle. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
What is the Bunn Machine?  ___________________________________________ 
Where are all necessary forms kept?  ____________________________________ 
What is the ice chest under the work counter used for?  _____________________ 
What is Pan Max used for?  ___________________________________________ 
What is San Max used for?  ___________________________________________ 
What is Oasis II Cleaner used for?  _____________________________________ 
What should you use to wipe of the exterior counter, chairs, and tables? 
     ______________________________________________________________ 
Name four items that must be set up on the outside counter. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
4.  ______________________________________________________________ 
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Review VI, Continued 
 
How long may chili be used when taken from the following containers? 
Manufacturer’s Container _____________________________________________ 
# 6 or 9 Pan  ______________________________________________________ 
What is the procedure for adding new dogs or brats to the hot dog machine? 
    ______________________________________________________________ 
    ______________________________________________________________ 
Who controls the issue of product to the Beverage Cart Attendant? 
     ______________________________________________________________ 
On what form is the issue recorded? 
     ______________________________________________________________ 
Name three inventory forms that you will use. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
Where are the ABC permits kept?  ______________________________________ 
Name two ways to find out what events or activities may be going on that day. 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
What two things must you know about each member to properly charge purchases? 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
What account number is a credit card transaction rung to? ____________________ 
What items must you check whenever you go outside the Turn House? 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
3.  ______________________________________________________________ 
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Closing Procedures 
 
1.  Wrapping Things Up 
 
Around 4 p.m. empty outside trash cans (there are two of them) and put in a clean 
trash bag.  Check the inside of the cans.  If they are dirty or liquids have leaked out of 
the trash bag into the can, wash them out in the mop sink using Oasis II All Purpose 
Cleaner.  The dispenser for this cleaner is on the right side of the mop sink wall.  Wash 
the trash can and empty the liquid in the mop sink. 
 
Clear off outside counter and tables and bring items into the Turn House. 
 
Refill napkin dispensers as necessary. 
 
Wipe down tables and counters again using disposable cleaning towels and the mixture 
of bleach in the gray sanitation bucket. 
 
Unplug chili pot.  Take liner out and pour water out.  Wipe down kettle inside and out 
using the bleach mixture. 
 
Cool chili down by putting a bucket (stored on top of ice machine) of ice and a little 
water in sink and place pot in it.  Make sure the chili cools down to at least 45°F.  A 
thermometer, provided for this purpose, is kept in a little red holder at the right end 
of the bar holding serving utensils.  The bar is located over the two-compartment sink 
in the back room.  Be sure to wash and sanitize the thermometer after use and before 
returning to the holder. 
 
• If the chili pot was filled that morning from the manufacturer’s container, it may 

be put away as leftover.  When cool, put chili in a 6 or 9 pan, cover with plastic 
wrap, and put in refrigerator.  The plastic wrap is kept on the bottom shelf under 
the coffee maker. 
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Closing Procedures, Continued  
 
• If the chili pot was filled in the morning from a leftover container (a 6 or 9 pan), 

throw any leftovers away.  This ensures that leftover chili is never more than two 
days out of its original container (36 hours old), nor has it been heated more than 
two times.   

 
Take open condiments in refrigerated fish file drawer and put in clean 9 pan and cover 
with plastic wrap.   
 
Wash dishes, plastic containers, plastic ware, and utensils in the two-compartment sink 
in the back room.  The procedure is to wash in the wash sink (left sink), rinse in the 
right sink, and sanitize in sanitation tub on the right drain board.  These washed items 
may be put away wet. 
 
Turn off hot dog machine.  Throw unconsumed hot dogs and bratwurst away.  Take 
trays out and wash.  Empty hot dog fluid into a 6 pan, wipe out bottom of tray, and 
replace trays.  Pour hot dog fluid from 6 pan down mop sink drain. 
 
Empty air pots and pour water in decanter out.  Turn off burner.  The switch is located 
on the front of the Bunn Machine.  Rinse air pots out with clean water and wipe off 
with disposable cleaning towel. 
 
Get two disposable cleaning towels off storage shelf in back room and put in bottom 
left side of reach-in refrigerator.  This will absorb the moisture from the ice melting 
off beverage cans returned from the beverage cart. 
 
2.  End of Shift 
 
Help break down beverage cart.  Inventory and record all returns on a Beverage Cart 
Issue Sheet.  Restock crackers, chips, and candy for the next day.  Returned 
beverages are placed on the lower left shelf of the reach-in refrigerator. 
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Closing Procedures, Continued  
 
Enter charge slips for the Turn House into the POS computer.  Run the reports 
specified in the Digital Dining End-of-Shift procedures and shut down computer using 
the POS instructions.  Put the blue transfer floppy disk and the end-of-shift reports 
in the strong box. 
 
Restock food and beverage in reach-in refrigerator and fish file to be ready for the 
next day. 
 
Take beer and wine count on the Alcoholic Beverage Inventory & Requisition. 
 
Write down anything needed on the various inventory and requisition sheets (Food, 
Alcoholic Beverage, Chemical/Cleaning Supply, and Controllable Supply).  Put completed 
sheets in respective slots in the hanging file next to the alarm panel. 
 
Fill out closing checklist, sign it, and put it in the hanging file. 
 
Lock reach-in freezer, refrigerator, and beer cooler. 
 
3.  End of Day Clean Up 
 
Wipe down counters using disposable cleaning towels and the sanitation and general 
cleaning mixture in the gray sanitation bucket. 
 
Empty and rinse out sinks and sanitation tub in back room. 
 
Using the bleach solution, wipe down other two sinks, i.e., the sink next to the coffee 
maker and the hand sink in the back room. 
 
Empty and rinse out sanitation buckets.  Place on left drain board of two-compartment 
sink in back room. 



  
  
 

 
 
 

 
© 2009 - Ed Rehkopf 51 

Turn House Attendant 

Closing Procedures, Continued  
 
Sweep floor, using broom in back room.  Pick up debris with dustpan and place in 
trashcan. 
 
Mop floor, using mop in mop sink and mop bucket next to mop sink.  Fill mop bucket to 
bottom of wringer with Oasis II Citrus All Purpose Cleaner.  The All-Purpose Cleaner 
comes out of the dispenser pre-mixed.  All you must do is push the button in and turn 
clockwise to dispense; then push button in and turn counter-clockwise to stop.   
 
After moping, rinse and wring out mop.  Hang mop back in mop sink and empty mop 
bucket. 
 
Empty two inside trashcans (1 under POS; 1 in back room) and put in a clean trash bag.  
Check the inside of the can.  If they are dirty or liquids have leaked out of the trash 
bag into the can, wash them out as previously described. 
 
Using a golf cart or personal vehicle, take trash to dumpster located in parking lot 
next to tennis courts on days there is no beverage cart.  On days the beverage cart is 
operating, the beverage cart attendant will take the trash to the dumpster. 
 
4.  Closing Up the Turn House 
 
Turn on outside lights.  The light switch is on the left side of the door and is labeled.  
Check outside to ensure all lights are on.  Note any burned-out light bulbs on your 
checklist. 
 
Lock exterior door in back room by turning the deadbolt.  Turn on exterior back door 
light using the switch to the left of the door. 
 
Turn off inside lights – the switches are on the left of the entrance door. 
 
Lock window by turning the latches located at the top and bottom of the window. 
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Closing Procedures, Continued  
 
Set Alarm.   
 
Exit entrance door, pull it shut behind you, and lock the door with key.   
 
Take strong box and reports to Dining Services Manager’s Office and keys to Chef’s 
office. 
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Inventories   
 
The Turn House has several different inventories, all of which are important to smooth 
operations.  It is your responsibility to monitor these inventories, particularly the 
resale and controllable inventories to ensure that they do not run out. 
 
Controllable Supply Inventory 
 
Food Inventory (resale) 
 
Alcoholic Beverage Inventory (resale) 
 
Chemical/Cleaning Supply Inventory 
 
Equipment/Smallwares Inventory 
 
Office Supply Inventory 
 
Forms have been designed for each of these inventories to simplify the task of 
conducting inventories and requisitioning additional stock.  Blank forms are found in 
the white 3-ringed binder on top of the microwave.  Samples of each form are available 
at Appendix A of this manual. 
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Review VII 
 
What is the purpose of checking the inside of trash cans while emptying? 
    ______________________________________________________________ 
    ______________________________________________________________ 
At the end of the day, what do you do with chili that came out of a leftover container? 
    ______________________________________________________________ 
To what temperature must you cool chili that will be put away as leftover? 
    ______________________________________________________________ 
Who is responsible for recording product coming back from the Beverage Cart? 
    ______________________________________________________________ 
Where do you put completed inventory and requisition forms at the end of the day? 
    ______________________________________________________________ 
    ______________________________________________________________ 
Describe the procedures to prepare your cleaning mixture to mop the floor. 
    ______________________________________________________________ 
    ______________________________________________________________ 
Where do you take the accumulated trash from the Turn House? 
    ______________________________________________________________ 
How do you lock the service window?  ____________________________________ 
How do you lock the back door?  ________________________________________ 
    ______________________________________________________________ 
Where are the two switch locations to turn on the exterior lights? 
1.  ______________________________________________________________ 
2.  ______________________________________________________________ 
 



  
  
 

 
 
 

 
© 2009 - Ed Rehkopf 55 

Turn House Attendant 

Point of Sale (POS) Procedures 
 
All Point of Sale (POS) procedures are contained in a gray 3-ringed binder labeled 
“POS Procedures” and kept to the left of the POS computer. 
 
 
 

Training Critique 
 
The development of training material is an ongoing process.  Some things don’t work as 
well as we envisioned.  Our members don’t respond as we hoped.  New things come up.  
Employees suggest better ways of doing things.  
 
The aim of all our training is to equip you with the right knowledge, skills, and abilities 
to serve our members well and to help you do your job as professionally and 
effortlessly as possible. 
 
As a result, we need to hear from you.  Tell us what works and what doesn’t work.  Do 
you have a better idea?  What are our members saying?  What are their comments and 
suggestions? 
 
Provide us with the necessary feedback to make our training current, relevant, helpful, 
and of the highest possible quality.  You and your fellow employees deserve nothing 
less!   
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Appendix A1 – Controllable Inventory & Requisition 
 

The Point Lake and Golf Club Controllable Inventory & Requisition
Outlet:

Requested By: Date:
Approved By: Date:

Filled By: Date:
Item Cleaning Supplies Par Issue Receive

# Description Stock Invent. Requis. Check Check
1 Bags, Food/Ice Storage 50
2 Boats, Hot Dog, Paper 100
3 Container, Togo, Large 50
4 Cups, Paper, Hot, Coffee, 12oz. 50
5 Cups, Plastic, Clear, 16/18oz. 250
6 Cups, Portion, Plastic, 2oz. 50
7 Cups, Tumblers, Squat, 9oz. 50
8 Filter, Coffee, Paper 50
9 Foil, Aluminum, 12" 1

10 Hair Nets 5
11 Lids, Plastic, 2oz. 50
12 Lids, Plastic, Clear, 16/18oz. 250
13 Lids, Plastic, Hot, Coffee, 12oz. 50
14 Napkins, Beverage, White 250
15 Napkins, Lunch, White 300
16 Napkins, Wetnap 20
17 Plasticware, Knife/Fork/Spoon, Wrapped 50
18 Plates, Paper, 1Compartment 150
19 Sleeve, Hot Dog, Togo 30
20 Spoons, Plastic, Clear 30
21 Stir Stick, Coffee, Wood 50
22 Straws, Drinking, Plastic, Wrapped 250
23 Toothpicks, Wrapped, Mint, Wood 100
24 Tray, Ash, Disposable 5
25 Wrap, Plastic, 12" 1
26
27
28
29
30

Item Laundry/Linen Par Issue Receive
# Description Stock Invent. Requis. Check Check

1 Towels, Face, Cotton, White
2 Towels, Golf Cart, Cotton, Blue Stripe 5
3 Jacket, Attendant (Cold Weather) 2
4 Rain Gear 1
5
6
7
8

Issue Signature: Date:
Receive Signature: Date:

PLGC Form 451 Effective Date:12/09/99

Notes

Turnhouse

Notes
Special

Special

Private Club Performance Management 
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Appendix A2 – Food Inventory & Requisition 
 

The Point Lake and Golf Club Food Inventory & Requisition
Outlet: Requested By:

Approved By: Filled By:
Issued By: Date:

Received By: Date:
xt day.

# Juices/Sodas/Drinks Par Invent. Order Rcvd. # Sandwiches'n'Stuff Par Invent. Order Rcvd.
1 Bottled Water 48 1 Bratwurst 48
2 Cheerwine 12 2 Cheese Calzone 12
3 Coca Cola 48 3 Hamburger Buns 48
4 Diet Coke 48 4 Hot Dog Buns 96
5 Diet Pepsi 24 5 Hot Dogs 96
6 Diet Pepsi Free 12 6 Pepperoni Calzone 12
7 Dr. Pepper 12 7 SteaknCheese Bread 12
8 Frutopia, FruitIntegra 12 8 Suprimo Bread 12
9 Frutopia, KiwiRukus 12 9 Vegie Burger 24

10 Gatorade, CitrusCooler 48 10 Vegie Dog 24
11 Gatorade, Lemon-Lime 48 # Condiments Par Invent. Order Rcvd.
12 Gatorade, RiptideRush 48 1 Chili, Hot Dog 2
13 Gatorade, StrawKiwi 48 2 Cole Slaw 2
14 Lemonade, Jeva 12 3 Jalapenos, Sliced 1
15 Mello Yellow 12 4 Ketchup, 20oz 3
16 Mr. Pibb 12 5 Ketchup, PC 50
17 Nestea Iced Tea 12 6 Mayonnaise, PC 50
18 Peach Tropic, Jeva 12 7 Mustard, 8oz 3
19 Pepsi 24 8 Mustard, Dijon, PC 50
20 Sprite 24 9 Mustard, PC 50
21 V-8 8 10 Onion, Diced 4
# Chips/Crackers Par Invent. Order Rcvd. 11 Pickles, Dill 1
1 BBQ Baked Lays 36 12 Relish, 1gal 1
2 Captain Wafer, CrmChz 12 13 Relish, PC 50
3 Cheese On Wheat 12 14 Sauerkraut 2
4 Cheetos 36 # Candy Par Invent. Order Rcvd.
5 Doritos 36 1 Lifesavers, Mint 5
6 Fritos, Plain 36 2 Lifesavers, Winter 5
7 Nekot 12 3 M&M's Peanut 12
8 Nipchee 12 4 M&M's Plain 12
9 Pretzels 12 5 Milky way 12

10 Pringles, BBQ 12 6 Skittles 12
11 Pringles, Plain 12 7 Snickers 12
12 Pringles, S&O 12 8 Snickers 12
13 Ruffles, Plain 36 9 Starburst 12
14 Smokehouse Cheddar 12 10 Sugar Wafer, Choc. 5
15 Toastchee 12 11 Sugar Wafer, Straw. 5
16 Toasty 12 12 Sugar Wafer, Van. 5
# Ice Cream Sandwich Par Invent. Order Rcvd. 13 Twix 12
1 Choco Taco 12 # Coffee'n'Stuff Par Invent. Order Rcvd.
2 Chocolate Cup 12 1 Coffee, Decaf 3
3 Ice Cream Sandwich 12 2 Coffee, Reg 3
4 Klondike Bar 12 3 Creamer, PC 50
5 Nestle Nutty Buddy 12 4 Equal, PC 50
6 Snickers, Ice Cream 12 5 Hot Cocoa 12
7 Sorbet, Lemon 12 6 Pepper, Table 2
8 Sorbet, Strawberry 12 7 Salt, Table 2
9 Vanilla Cup 12 8 Sugar, PC 50

# Sweet Rolls Par Invent. Order Rcvd. 9 SweetnLow, PC 50
1 Cinnamon Roll 6 10 Tabasco Sauce 2
2 Dunking Sticks 6 11
3 Fig Cakes 6 12
4 Honey Bun 6 13
5 Pecan Pie 6 14

PLGC Form 453 Effective Date: 12/19/99

  All requisitions must be completed, signed and turned into Main Kitchen by 12:00 noon for next da

Private Club Performance Management 



  
  
 

 
 
 

 
© 2009 - Ed Rehkopf 58 

Turn House Attendant 

Appendix A3 – Alcoholic Beverage Inventory & Requisition 

 
 

 

The Point Lake and Golf Club Alcoholic Beverage Inventory and Requisition

Turn Cabana

Date Person Opening

Day of Week Person Closing
A B (A-B)

Item Opening 
Count

Closing 
Count

Amount 
Sold Variance

Spillage 
or 

Breakage
Requisition

BEERS
O'Douls - can
Budweiser - can
Bud Ice - can
Bud Light - can
Miller Lite - can
Icehouse - can
Michelob Light - can
Coors Light - can
New Castle - bottle
Heineken - bottle
Heineken - can
Sharps - bottle
Amstel Light - bottle
Samuel Adams - bottle
Carolina Blonde - bottle
Pinehurst - bottle
Zima - bottle

WINES
Glen Ellen Merlot
Glen Ellen Chardonnay
Glen Ellen White Zinfandel
Seagrams Wine Coolers

WRITE INS

PLGC Form 408 Effective:  12/8/99

Private Club Performance Management 
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Appendix A4 – Chemical/Cleaning Supply Inventory & 
Requisition 

The Point Lake and Golf Club Cleaning Supply/Chemical Inventory & Requisition
Outlet:

Requested By: Date:
Approved By: Date:

Filled By: Date:
Item Cleaning Supplies Par Issue Receive

# Description Stock Invent. Requis. Check Check
1 Broom, Straw 1
2 Brush, Deck, Nylon Bristles 1
3 Brush, Finger Nail 1
4 Brush, Scrub, All Purpose 1
5 Bucket, Sanitation, Grey 2
6 Dispenser, C-Fold 1
7 Dispenser, Hand Soap 1
8 Dispenser, Oasis Floor Cleaner, W/Shelf 1
9 Dispenser, Sanigizer 1
10 Dispenser, Towel, Brown Roll 1
11 Dust Pan 1
12 Dust Pan, Lobby, W/Handle 1
13 Gloves, Latex, Disposable 10
14 Mop Bucket 1
15 Mop Head 1
16 Mop Ringer 1
17 Mop Stick 1
18 MSDS Station (Chemical info station) 1
19 Scrubby, Green, 3M 2
20 Scrubby, Stainless Steel 2
21 Towel, Brown Roll 2
22 Towel, C-Fold 2
23 Towel, Sanitation, Disposable, 1/24ct. 24
24 Trash Bag, 2gal., W/Handle 20
25 Trash Bag, 33gal. 10
26 Trash Bag, 60gal 5
27 Trash Can, 33gal. 2
28 Trash Can, 60gal. 1
29 Trash Can, Area, 33gal. 2
30 Wet Floor Signs 2
31
32
33

Item Chemical Supplies Par Issue Receive
# Description Stock Invent. Requis. Check Check
1 Cleaner, All Purpose, 1gal. 1
2 Cleaner, Window, Spray 1
3 Oasis 100, Floor Cleaner, 2.5gal. 1
4 Pan Max (Ware washing dispenser) 2
5 Polish, Stainless Steel 2
6 San Max (Ware washing dispenser) 2
7 Sanigizer, Refills 2
8 Soap, Hand, Refills 2
9 Soft Scrub 2
10
11

Issue Signature: Date:
Receive Signature: Date:

PLGC Form 450 Effective Date:12/09/99

Turnhouse

Notes
Special

Notes
Special

Private Club Performance Management 
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Appendix A5 – Equipment/Smallware Inventory & Requisition 

The Point Lake and Golf Club Equipment/Smallwares Inventory & Requisition
Outlet: Turnhouse Date: 12/10/99

Inventory Reviewed By: KM Janusz Date: 12/10/99
Item Equipment Par Initial Issue Issue Total

# Description Stock Issue 2 3 Issue
1 1/6 Pan, Plastic 8 8
2 1/9 Pan, Plastic 30 30
3 Bain Marie (Chili Pot Insert) 1 1
4 Basket, Fruit 1 1
5 Bottle Opener 2 2
6 Bucket, Ice, Large 1 1
7 Caddy, Bar 1 1
8 Caddy, Chips 2 2
9 Caddy, Coffee 1 1

10 Caddy, Cracker 1 1
11 Cambro, 4qt 5 5
12 Cambro, 8qt 10 10
13 Can Opener 1 1
14 Chip Container, Bev Cart 1 1
15 Coca Cola Trays 8 8
16 Coffee Air Pots 4 4
17 Coffee Decanters 3 3
18 Cutting Board, Medium, Nylon 1 1
19 Dispenser, Napkin, Lunch 5 5
20 First Aid Kit 1 1
21 Hotel Pan, Plastic, 4" 6 6
22 Knife, Chefs, 10" 1 1
23 Ladle 2oz 1 1
24 Ladle 4oz 2 2
25 Lexan, 4.75gal 1 1
26 Menu Tents, Plastic, 4X6" 3 3
27 Menu Tents, Plastic, Wall, 8.5X11" 2 2
28 Radio, Two-Way 2 2
29 Scoop, Ice, Large 1 1
30 Scoop, Ice, Small 3 3
31 Soft Coolers, Blue, Point Logo 11 11
32 Spatula, Rubber, Large, 17" 2 2
33 Spatula, Rubber, Small, 12" 1 1
34 Spoon, Serving, Female 2 2
35 Spoon, Serving, Male 2 2
36 Stool, Step 1 1
37 Thermometers, Food 1 1
38 Tongs 14" 1 1
39 Tray, Food, Brown, 4 4
40 Watering Can 1 1
41
42
43
44
45
46
47
48
49
50

PLGC Form 422 Effective:  12/9/99

Notes/Dates
Reissue

Private Club Performance Management 
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Appendix A6 – Office Supply Inventory & Requisition 
 

 

The Point Lake and Golf Club Office Supply Inventory & Requisition
Outlet:

Requested By: Date:
Approved By: Date:

Filled By: Date:
Item Office Supplies Par Issue Receive

# Description Stock Invent. Requis. Check Check
1 3Ring Binder, .5", (POS Bible) 1
2 3Ring Binder, 2", (Turn Bible) 1
3 ABC Permit, 00093066AJ 1
4 ABC Permit, 00093066AL 1
5 ABC Permit, 00093066AN 1
6 ABC Permit, 00093066MB 1
7 Calculator 1
8 Charge Slips, Credit Card 50
9 Charge Slips, Member 50

10 Clip Board, 4X6"" 1
11 Clip Board, 8.5X11" 3
12 Computer, CPU 1
13 Credit Card Swipe 1
14 Disks, Computer, 3.5, HD, DS 7
15 Dispenser, Tape 1
16 File Folder, Hanging, Bev Cart Sheets 1
17 File Folder, Hanging, POS Reports 1
18 File Folder, Hanging, Turn Req. Sheets 1
19 File Folder, Hanging, Turn Sheets 1
20 Marker, Permanent, Fine 1
21 Marker, Permanent, Jumbo 1
22 Marker, Permanent, Medium 1
23 Paper Clips 50
24 Paper, Printer, Guest Check 3
25 Paper, Printer, POS 20
26 Pencil Sharpener 1
27 Pencils, Score Card 10
28 Pens, Ball Point, Black 5
29 Phone 1
30 POS Computer, Keyboard 1
31 POS Computer, Monitor 1
32 POS Computer, Printer 1
33 POS Computer, UPS 1
34 POS Printer, Guest Check 1
35 Post Its, Small 2
36 Power Strip, (Computer) 1
37 Push Pins 10
38 Rubber Bands 20
39 Scissors 1
40 Stapler 1
41 Staples 1
42 Tape, Scotch 1
43
44
45

Issue Signature: Date:
Receive Signature: Date:

PLGC Form 452 Effective Date:12/09/99

Turnhouse

Special
Notes

Private Club Performance Management 
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Appendix A7 – Beverage Cart Issue Sheet 
 

 

The Point Lake and Golf Club Beverage Cart Issue Sheet
Weather: Date: Day of Week:
Sun:             Full           Partly Sunny Wind:          None     Breezy     Windy Rain:         Light      Medium      Heavy
Clouds:        Full          Partly Cloudy Thunderstorms?        Yes        No Temp Range:
Rain:         Light      Medium      Heavy

A B C D E F G H
=A+B+C+D+E =F-G

Initial Issue Issue Issue Issue Total Turn Units
Item Issue #1 #2 #3 #4 Issue In Sold

1 Bottled Water 4
2 Bud Ice 4
3 Bud Light 8
4 Budweiser 6
5 Cheetos 4
6 Coke 6
7 Coors Light 8
8 Diet Coke 6
9 Diet Pepsi 2

10 Doritos 4
11 Fruitopia 2
12 Gatorade Citrus Cooler 6
13 Gatorade Lemon Lime 6
14 Gatorade Riptide Rush 3
15 Gatorade Straw Kiwi  6
16 Goldfish Crackers 2
17 Heineken 4
18 Iced Tea 2
19 Icehouse 6
20 Lance Cracker Assortment 10
21 Lance Peanuts 2
22 Lemonade 4
23 M&M's Peanut 4
24 M&M's Plain 4
25 Max Bars Chocolate Chip 4
26 Michelob Light 7
27 Milky Way 4
28 Miller Light 7
29 Mr. Pibb 2
30 O'Doul's 2
31 Peach Tropic 2
32 Pepsi 2
33 Pretzels 4
34 Ruffles 4
35 Skittles 3
36 Snickers 4
37 Sprite 2
38 Starburst 4
39 Twix 4
40 Sandwich 1 2
41 Sandwich 2 2
42 Sandwich 3 2
43 Max Bars Peanut Butter 4
44 Other:
45 Other: 

Turn House Attendant Name: Date:
PLGC Form 406 Effective:  6/30/99

Private Club Performance Management 
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Appendix B – Sample Menu 
 

Welcome To
The Point Lake and Golf Club

Turn House
Fall 1999

Ice Cream and Treats
Nestle Nutty Buddy $2.00

Choco Taco $2.00
Klondike Ice Cream Sandwich $2.50

Lemon Sorbet $2.00
Assorted Max Bars $1.50

Candy and Chocolate $1.00
Snickers Bar

Skittles
Twix Bars

M&M’s Peanut
M&M’s Plain

Starburst

Chips and Pretzels $1.00
Potato Chips

BBQ Potato Chips
Assorted Pringles

Nacho Cheese Doritos
Pretzel Twists

Cheetos

Hot Dogs With All The Fixins’ $1.50
Chili Dogs With All The Fixins’ $2.00
German Bratwurst with Kraut $2.00

Mini Calzone $3.00
Stuffed Bread $3.00

Morning Star Vegie Burger $3.00 Vegie Dogs With All The Fixins’ $2.00

Assorted Lance Crackers $.50
Cinnamon Rolls $1.50

Honey Buns $1.25
Assorted Sugar Wafers $1.00

Lance Roasted Salted Peanuts $.50
Lance Roasted Salted Cashews $.99

Sodas, Juices and Iced Tea $1.00
Coca Cola
Pepsi Cola

Diet Coca Cola

Diet Pepi Free
Sprite

Jeva Lemonade

Jeva Tropic Peach
Dr. Pepper
Iced Tea

Fruitopia Juice Drinks $1.75
Bottled Water $1.00
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Appendix C1 – Turn House Cleaning Checklist 

The Point Lake and Golf Club Turn House Cleaning CheckList
                                  To be completed and signed at the end of every shift

Daily Opening Cleaning Check List Check Notes:
1 Sweep all surrounding exterior areas
2 Wipe down all exterior surface areas
3 Check all exterior trash cans
4 Check both bathrooms
5 Clean exterior service window
6 Clean interior service window
7 Check interior floors
8 Check all refrigeration
9 Check all storage shelves
10 Check all sinks
11 Clean all counter tops
12 Clean all caddies and dispensers
13 Check all towel dispensers
14 Check all chemical dispensers
15 Check all cleaning/chemical supplies
16 Wash your hands
Daily Closing Cleaning Check List Check Notes:
1 Clean chili pot 
2 Clean hot dog machine
3 Clean all surfaces
4 Clean coffee machine/decanters/air pots
5 Clean all napkin dispensers
6 Clean all caddies and dispensers
7 Check the cleanliness of all service areas
8 Clean all condiment trays
9 Rotate all perishable product storage containers
10 Wash all wares
11 Sweep and mop interior floors
12 Sweep exterior floors
13 Take Out Trash
14 Clean sanitation buckets
15 Clean out 2bay sink and sanitation tub
16 Wash your hands
Weekly Cleaning Check List Check Notes:
1 Rotate and wash all storage containers
2 Rotate and consolidate all supplies
3 Organize and clean all storage shelves
4 Clean all fish file inserts
5 Clean all refrigeration/freezers/beer coolers
6 Polish all stainless surfaces
7 Clean all cooking equipment (exterior/interior)
8 Organize all office supplies
9 Wipe down all door splashes (exterior/interior)
10 Clean all white veneer surfaces
12 Clean all trash cans
Monthly Cleaning Check List Check Notes:
1 Wipe down all walls
2 Sweep and mop under all heavy equipment
3 Clean all floor drains
4 Clean tops of all refrigeration
5 Clean POS components
6 Clean mop sink
7 Clean all water filters
8 Clean all air exchange vents
9 Clean all compressor filters

Attdnt Signature: Date:
PLGC Form 454 Effective Date: 12/22/99

Private Club Performance Management 
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Appendix C2 – Turn House Opening Checklist 
 

 

The Point Lake and Golf Club Turn House Opening Checklist

To be completed and signed at the end of every shift

Item
Check in beverage cart issue
Complete form 406
Enter beverage cart sales into P.O.S.
Turn off hot dog machine
Cool down hot dog chili
Drain 3 bay sinks
Wipe down all surface areas
Pour out coffee pots
Pour out hot water for cocoa and tea (if applicable)
Close out coffee caddie
Round up all napkin dispensers
Round up all mustard and ketchup containers
Break down condiment trays
Empty and wash sanitation buckets
Check cleanliness of all service areas
Sweep and mop floors
Take Out Trash
Wash your hands
Check calzones and stuffed bread inventory
Check all controllable supplies
Check beverage inventory
Check food inventory
Take Closing Beer/ Wine/Liquor inventory
Check chemical inventory
Shut down P.O.S. system
Check guest check printer
Check form 406
Check form 407
Check form 424
Check in ABC permits (as posted)
Check next day activities and functions
Close facility - Check the following
   Refrigeration and freezers
   Ice machines - Make sure they are running and making ice
   Electricity and water supply
Lock facility/Set alarm
Clock out
Thank you for your attention in these details

Attendant's Signature:_____________________________________Date:________________

PLGC Form 423 Effective: 12/9/99

Note: Hand Washing
- After using the restroom
- After handling cleaning materials
- After handling trash & garbage
- Before & after handling food products         

Private Club Performance Management 
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Appendix C3 – Turn House Closing Checklist 
 

The Point Lake and Golf Club Turn House Closing Check List

To be completed and signed at the end of every shift

Item
Check in beverage cart issue
Complete form 406
Enter beverage cart sales into P.O.S.
Turn off hot dog machine
Cool down hot dog chili
Drain 3 bay sinks
Wipe down all surface areas
Pour out coffee pots
Pour out hot water for cocoa and tea (if applicable)
Close out coffee caddie
Round up all napkin dispensers
Round up all mustard and ketchup containers
Break down condiment trays
Empty and wash sanitation buckets
Check cleanliness of all service areas
Sweep and mop floors
Take Out Trash
Wash your hands
Check calzones and stuffed bread inventory
Check all controllable supplies
Check beverage inventory
Check food inventory
Take Closing Beer/ Wine/Liquor inventory
Check chemical inventory
Shut down P.O.S. system
Check guest check printer
Check form 406
Check form 407
Check form 424
Check in ABC permits (as posted)
Check next day activities and functions
Close facility - Check the following
   Refrigeration and freezers
   Ice machines - Make sure they are running and making ice
   Electricity and water supply
Lock facility/Set alarm
Clock out
Thank you for your attention in these details

Attendant's Signature:_____________________________________Date:________________

PLGC Form 412 Effective:  12/9/99

Note: Hand Washing
- After using the restroom
- After handling cleaning materials
- After handling trash & garbage
- Before & after handling food products         

Private Club Performance Management 
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Appendix D – Turn House Layout 
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