
VALLEY VIEW FOOD SALES VOLUNTEERS 
 

Shift Procedures 
2018-2019 

 
Captains, please arrive at Valley View at 10:30. Team Members should arrive at 10:45.  
The first lunch (7th and 8th grades) is at 11:00. The second lunch (5th and 6th grades) is at 
11:30. Shifts are done by 12:00-12:10. 
 
All volunteers need to sign in at front office and then proceed to the All Purpose Room. 
 
Captains, pick up Cash Box in Front Office. The Food Sales binder with distribution lists 
will be in the APR, in the cabinet. 
 
Captains, inside the Cash Box, you will see a blue bag (envelope size) labeled with your 
food sales day and another blue bag labeled ‘Bank’. Count the bank to make sure there 
is $65.00 in there. You will use this as your starting bank and for change for snack sales. Inside                   
the box, you will also find the check for you to give to the vendor.  
 
When the shift is complete, count all of the money received and indicate the total 
amount on the Food Sales Ledger. Out of the total amount, count out $65.00 and place 
back in the ‘Bank’ bag. The $65.00 bank should include (3) $5.00 bills, (25) $1.00 bills, 
and the remainder ($25.00) in quarters. The remainder of the cash made (profit) should 
be placed in the blue bag labeled with your food sales day. Please also place the Food Receipt                  
and completed Food Sales Ledger in the bag labeled with your food sales day. 
Count food received and compare to items ordered. Please make sure the number 
ordered and number received match. If there are big discrepancies in number ordered 
and number received, please call the vendor immediately and text Corinne Lesgretain at             
908-380-4198 as well. The Vendor names and phones numbers are listed on the wall in the                 
kitchen. If only one delivery by the vendor is made during your shift, please keep the food for                  
the second lunch warm in the oven at a low temperature.  
 
All snacks and drinks should be placed out on the counter. 
 
Captains, please assign volunteer responsibilities (including you): 2 -3 people at front 
counter handing out food, 1 at front counter selling snacks, 1 backup passing food to 
counter people.  
 
For those shifts offering salad, please use the salad dressing in the refrigerator first 
before using the newly delivered dressing. 
 
After entrees are distributed, frozen snacks may be put out. Please check both freezers 
for frozen items. 



 
At end of shift, with the help of volunteers, put all snacks/drinks away and clean up 
kitchen. Please re-stock the snack boxes for the next shift. 
 
Please bring the cash box back to the front office. The binder can be placed back in the 
cabinet in the APR. 
 
Please offer leftover food to Volunteers, School Janitors/Staff, Main Office, Teacher 
lounge (in that order). 
 
Captains, it is up to you to determine if a substitute is needed for any volunteer 
absences. Most teams can operate with 3-4 people, if necessary. 
 
PLEASE REPORT WHEN SNACKS/DRINKS/SUPPLIES ARE LOW BY SENDING 
AN TEXT TO TONI PALACIO-LEWIS AT 347-432-7068. Please complete the Food Sales            
Inventory Sheets if you see any snack/drink/frozen treat/utensil inventory running low.           
Specifically, if we have less than 2 cases of any item, complete the form, indicating what is left,                  
take a photo of the form and text to Toni at 347-432-7068.. 
 
Please report any broken equipment to the custodian and the Main Office. 
 
If a child is without a lunch (they thought they were getting food sales that day but they 
are not on report), please make note of the child’s name on the report and fill out the slip in the                     
folder that says that the child did not have lunch today and hand it to the student. The PTO                   
cannot provide students with food if they forgot their lunch.  
 
After handing out all the food for a grade, please review the list for any child that has 
not picked up their lunch. Please make an attempt to locate the child in the APR. If they 
are absent, no further action is required. 
 
In the event that lunch will be distributed in the hallway or the gym, we have found the 
following distribution method works well: Using 2 long tables set up snack sales at the 
end of each table. Food can be distributed from the middle of the table, with one 
person checking off the names and the other handing out the food. Frozen snacks can 
be placed on carts and wheeled out to the hallway/gym. 
 
Please have all 8th grade parent volunteers sign the Food Sales Ledger. 
 
THANK YOU CAPTAINS AND TEAM MEMBERS. WE SINCERELY APPRECIATE YOUR 
HELP. 
 


