
Gym	  and	  Concession	  Duty	  Instructions	  for	  Volleyball	  
Game	  Days	  	  (Updated	  9/5/14)	  

	  
	  
Preparation	  

• Please	  arrive	  by	  your	  sign	  up	  time	  to	  ensure	  coverage	  for	  the	  first	  game.	  	  The	  
volunteer	  schedule	  at	  signupgenius.com	  will	  reflect	  your	  arrival	  time,	  not	  
necessarily	  game	  times.	  	  	  

• Keys	  and	  Gym	  Access:	  
o Keys	  are	  located	  inside	  a	  small	  gray	  combination	  key	  safe,	  located	  on	  

the	  north	  side	  of	  the	  building.	  	  It	  is	  on	  a	  screen	  gate	  in	  the	  brick	  wall	  
near	  the	  gym	  entry	  stairs.	  	  	  

o Obtain	  combination	  from	  Athletic	  Director,	  Angela	  Kladis.	  
o Close	  lock	  and	  please	  remix	  the	  combination	  dial.	  
o The	  set	  of	  keys	  will	  include	  the	  following:	  

§ Large	  square	  Medco	  key	  to	  gym	  entrance	  for	  the	  exterior	  and	  
blue	  interior	  gym	  door	  

§ Coach’s	  room	  key	  located	  under	  the	  scoreboard	  
§ Equipment	  room	  key	  located	  to	  the	  right	  of	  the	  elevator	  
§ Small	  padlock	  key	  to	  interior	  gym	  concessions	  gate	  near	  water	  

fountains	  
§ Key	  to	  outer	  gym	  concession	  area	  entry	  door	  (Lakeview	  Pantry	  

Door)	  
§ Maintenance	  closet	  key	  located	  next	  to	  the	  bathrooms	  
§ Alan	  wrench	  to	  keep	  exterior	  main	  gym	  door	  unlocked	  
§ Small	  padlock	  keys	  to	  ball	  cages	  in	  coach’s	  room.	  	  Please	  assure	  

exterior	  main	  gym	  door	  is	  unlocked	  or	  propped	  open.	  
	  
Volleyball	  Game	  Setup	  

• The	  Athletic	  Director	  will	  already	  set	  the	  volleyball	  net	  up	  including	  the	  
referee	  stand.	  

• Team	  benches	  will	  need	  to	  be	  set	  up	  to	  the	  right	  and	  left	  of	  the	  scorekeeper	  
table.	  	  Three	  benches	  are	  needed	  for	  each	  side.	  	  The	  benches	  are	  located	  in	  
the	  double	  blue	  doors	  to	  the	  right	  of	  the	  elevator.	  

• Set	  up	  stair	  benches	  in	  between	  the	  blue	  pillar	  with	  enough	  space	  behind	  
court	  boundary	  line.	  

• Direct	  teams	  and	  coaches	  to	  an	  area	  on	  the	  north	  side	  of	  the	  gym	  for	  
personals.	  	  No	  separate	  rooms	  are	  available	  for	  team	  use.	  

• First	  Aid	  kit,	  bandages,	  and	  ice	  packs	  are	  available	  in	  our	  first	  aid	  box	  located	  
on	  the	  right	  side	  of	  the	  elevator.	  

	  
Gate	  

• Set	  up	  the	  “Gate	  Area”	  with	  a	  folding	  table	  (located	  in	  the	  bathroom	  hallway)	  
and	  two	  chairs.	  	  Prop	  open	  double	  blue	  doors,	  and	  place	  small	  admissions	  



sign	  in	  view	  of	  arriving	  patrons.	  	  Admissions	  sign	  is	  located	  in	  a	  clear	  box	  in	  
the	  concessions	  area	  by	  the	  popcorn	  machine.	  

• Get	  door	  cash	  box	  from	  the	  concessions	  volunteer.	  	  Box	  is	  located	  in	  the	  
concessions	  fridge,	  with	  $25	  cash.	  	  If	  the	  concession	  volunteer	  has	  not	  
arrived	  yet,	  collect	  admissions	  from	  spectators	  and	  put	  in	  cash	  box	  later.	  

• Concessions	  fridge	  is	  locked	  with	  a	  combination	  padlock.	  	  Get	  combination	  
from	  Athletic	  Director,	  Angela	  Kladis.	  	  	  

• When	  working	  the	  gate,	  welcome	  patrons	  and	  collect	  admissions.	  
o $1	  per	  adult,	  $.50	  per	  kid.	  	  Players,	  coaches,	  and	  AACA	  gym	  volunteers	  

are	  free.	  
o Patrons	  are	  responsible	  for	  any	  church	  parking	  lot	  fees.	  	  You	  have	  to	  

pay	  the	  fees	  on	  Sundays	  too.	  	  AACA	  has	  no	  control	  over	  parking	  lot	  
policies,	  including	  broken	  pay	  boxes.	  	  All	  questions	  or	  issues	  with	  
parking	  and/or	  pay	  box	  should	  be	  directed	  to	  the	  rectory.	  

o Referees	  may	  be	  given	  a	  blue	  parking	  pass	  located	  in	  the	  bottom	  of	  
cash	  box.	  	  (If	  no	  parking	  passes	  are	  in	  the	  cash	  box,	  please	  notify	  one	  
of	  the	  Facilities	  Coordinators.)	  

o NO	  pets	  are	  allowed	  in	  the	  gym.	  	  This	  is	  a	  safety	  and	  liability	  issue.	  	  No	  
exceptions,	  please.	  

o Assist	  concession	  volunteer	  if	  needed.	  	  Ask	  them	  to	  assist	  the	  gate	  
collection	  if	  only	  one	  gate	  volunteer	  shows	  up.	  	  The	  gate	  and	  
concessions	  volunteers	  are	  a	  team	  and	  represent	  AACA	  Athletics.	  	  
Supervising	  the	  gym	  is	  a	  priority.	  

o Concession	  should	  only	  be	  sold	  from	  the	  Concessions	  Area.	  	  If	  a	  
Concessions	  Volunteer	  is	  unavailable,	  concessions	  should	  be	  closed.	  

	  
Scorer’s	  Table	  

• Get	  square	  table	  from	  concession	  stand	  labeled	  scorer’s	  table.	  	  Set	  up	  on	  
south	  side	  of	  gym	  at	  half	  court.	  

• Get	  scorekeeper	  binder	  and	  scoreboard	  remote.	  	  These	  items	  are	  located	  in	  a	  
plastic	  bin	  in	  the	  concession	  area	  next	  to	  the	  popcorn	  machine.	  	  Place	  these	  
items	  on	  the	  scorer’s	  table.	  	  Please	  return	  these	  items	  back	  in	  the	  clear	  bin	  
located	  in	  the	  concessions	  area	  next	  to	  the	  popcorn	  machine.	  

• Plug	  in	  scoreboard	  control	  board	  (located	  by	  the	  only	  plug	  at	  half	  court)	  and	  
turn	  on	  light	  switch	  (located	  under	  the	  scoreboard	  next	  to	  welcome	  sign).	  

• Identify	  who	  the	  scorer	  is	  ideally	  at	  least	  30	  minutes	  before	  game	  time.	  
o If	  no	  scorer	  has	  arrived	  before	  start	  of	  first	  game,	  one	  of	  the	  door	  

volunteers	  should	  run	  the	  scoreboard	  for	  the	  game.	  	  	  
o If	  no	  extra	  door	  volunteer	  is	  available,	  concession	  volunteer	  should	  

assume	  gate	  tasks.	  	  This	  is	  to	  allow	  for	  door	  volunteer	  to	  operate	  
scoreboard.	  	  	  

	  
Concessions	  

• Please	  stock	  the	  concessions	  with	  the	  following	  items:	  	  Pirate’s	  Booty,	  variety	  
chips,	  pretzels,	  variety	  candy,	  lollipops,	  Nutrigrain	  bars,	  rice	  krispies,	  fruit	  



snacks	  when	  you	  arrive	  to	  the	  concessions.	  	  These	  items	  can	  be	  found	  
through	  the	  Lakeview	  Pantry	  door	  and	  then	  in	  the	  double	  doors	  to	  your	  right.	  	  
All	  the	  items	  at	  the	  end	  will	  be	  stored	  back	  into	  a	  clear	  plastic	  bin.	  

• The	  gate	  volunteer	  should	  have	  everything	  unlocked	  and	  open	  when	  you	  
arrive.	  

• Old	  entrance	  near	  Lakeview	  Pantry	  should	  remain	  closed	  and	  locked.	  	  All	  
entry	  should	  be	  through	  the	  north	  gym	  entrance	  across	  from	  the	  church.	  

• If	  the	  Concessions	  Volunteer	  arrives	  for	  a	  later	  shift,	  you	  need	  to	  leave,	  and	  
no	  additional	  help	  is	  available.	  	  Please	  proceed	  to	  close	  down	  the	  Concessions	  
Area	  as	  if	  it’s	  the	  end	  of	  the	  day.	  

• Moneybox	  is	  in	  the	  refrigerator.	  	  It	  should	  contain	  $50.	  	  If	  you	  decide	  to	  get	  
something	  today	  for	  any	  reason,	  just	  put	  receipt	  in	  drawer	  and	  reimburse	  
yourself	  with	  the	  cash.	  	  If	  you	  purchased	  doughnuts,	  do	  this.	  	  The	  door	  money	  
will	  be	  there	  also.	  	  Please	  give	  the	  volunteers	  at	  the	  front	  door.	  	  In	  an	  
emergency,	  if	  no	  door	  people	  show	  up,	  the	  concession	  staff	  can	  collect	  the	  
admission	  fees.	  	  Keep	  money	  separate!	  

• The	  key	  for	  the	  concessions	  refrigerator	  lock	  is	  on	  the	  set	  of	  gym	  keys.	  
• Everything	  should	  be	  cleaned	  up	  and	  stocked.	  	  If	  not,	  please	  do	  so.	  	  Extra	  food	  

and	  drinks	  are	  located	  next	  to	  the	  refrigerator,	  in	  freezer,	  and	  cabinets.	  
• Coffee	  –	  Coffee	  is	  in	  freezer.	  Make	  a	  pot	  and	  store	  in	  carafe.	  It’s	  slow.	  Set	  out,	  

sugar,	  	  creamer,	  and	  napkins.	  	  	  
• Hot	  Dogs	  –	  Take	  a	  pack	  of	  hot	  dogs,	  from	  refrigerator,	  and	  boil	  on	  stove	  in	  

glass	  pot.	  Leave	  	  them	  in	  the	  water	  to	  keep	  them	  warm.	  Use	  your	  judgment	  
on	  how	  many	  you	  need.	  Serve	  them	  in	  the	  paper	  trays.	  Put	  out	  ketchup	  and	  
mustard.	  More	  hot	  dogs	  are	  in	  freezer;	  please	  leave	  2	  packs	  in	  refrigerator	  for	  
the	  following	  week.	  	  

• Popcorn	  –	  Don’t	  be	  afraid,	  it	  is	  easy!	  All	  popcorn	  and	  bags	  are	  stored	  
underneath	  popcorn	  machine.	  Plug-‐in	  and	  turn	  lamp	  on.	  Switches	  are	  located	  
inside	  top	  left	  of	  popcorn	  machine.	  There	  are	  packages	  of	  popcorn	  and	  oil	  
underneath.	  Turn	  heat	  and	  motor	  on,	  lift	  lid	  and	  add	  both	  popcorn	  and	  oil	  
together.	  Let	  it	  pop	  until	  it’s	  finished,	  then	  dump	  in	  machine.	  Shut	  off	  motor	  
and	  heat	  after	  each	  batch.	  If	  you	  don’t	  turn	  off	  the	  heat	  it	  will	  burn	  and	  smell!	  
Just	  make	  sure	  you	  are	  paying	  attention	  to	  the	  popping,	  so	  you	  don’t	  burn	  it.	  
Scoop	  into	  popcorn	  bags	  and	  leave	  sitting	  in	  machine.	  Note:	  There	  is	  also	  
microwave	  popcorn	  underneath.	  If	  you	  would	  rather	  pop	  it,	  and	  put	  into	  
bags,	  about	  3	  for	  each.	  Feel	  free.	  You	  can	  store	  it	  in	  popcorn	  machine	  with	  
heat	  lamp	  on.	  

• Clean	  Up	  –	  Please	  wipe	  down	  and	  wash	  everything	  as	  you	  would	  at	  your	  
house!	  Popcorn	  machine	  will	  need	  to	  be	  cleaned	  well	  if	  used.	  Empty	  the	  
coffee	  and	  throw	  away	  the	  coffee	  filter.	  Wipe	  out	  popcorn	  machine	  with	  
paper	  towels.	  Trash	  needs	  to	  be	  taken	  out	  to	  dumpsters.	  Re-‐stock	  everything.	  
Also,	  please	  unplug	  appliances,	  except	  refrigerator.	  	  

• Leave	  $50	  in,	  $5s	  and	  $1s,	  in	  the	  drawer.	  Count	  the	  rest	  and	  put	  the	  amount	  
and	  money	  in	  a	  Ziploc	  bag.	  Lock	  it	  and	  money	  drawer	  back	  in	  the	  



refrigerator.	  Make	  sure	  to	  put	  the	  door	  money	  in	  the	  refrigerator	  before	  it	  is	  
locked.	  	  
	  

After	  Last	  Game	  
• Put	  final	  AACA	  game	  score	  sheet	  for	  the	  day	  in	  the	  binder.	  
• Put	  back	  everything	  you	  took	  out	  from	  plastic	  bin	  back	  in	  the	  concessions	  

area.	  	  
• Return	  benches	  and	  gate	  table	  to	  equipment	  room.	  
• Raise	  stair	  bleachers	  and	  move	  the	  bleachers	  off	  to	  the	  side.	  	  	  
• Put	  cash	  box	  in	  concessions	  fridge	  and	  ensure	  that	  the	  refrigerator	  is	  locked.	  
• Assist	  concessions	  volunteer	  with	  garbage	  removal.	  	  	  
• Turn	  off	  all	  light,	  chase	  out	  stragglers,	  and	  help	  concession	  volunteer	  clean	  

up.	  
• Lock	  janitor’s	  room,	  concession	  area,	  and	  cart	  with	  volleyballs.	  	  Ensure	  main	  

gym	  doors	  are	  locked	  behind	  you	  when	  you	  leave.	  
• Return	  keys	  outside	  key	  safe,	  and	  mix	  combination	  dial	  to	  lock.	  


