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Handbook
APPROPRIATE ATTIRE

Arrowhead

Long black pants or slacks (no sweats or jeans), black socks, and preferably black non-skid shoes; a shirt will be provided to you.  Long hair (past shoulder) must be tied back in a pony tail or pulled up.  Visors are required and one will be given to you.  Shirt tucked into pants.  No large earrings or large jewelry.  Please do not ask if you have to wear your visor. 
Sprint

Long black pants (no sweats or jeans), black socks, and black non-skid shoes; you will wear your own shirt or rent one for $2.50.  Long hair (past shoulder) must be tied back in a pony tail or pulled up.  Shirt tucked into pants.  No large earrings or large jewelry.  Shirts can be purchased when we do an occasional shirt order. If you do not currently have a visor, you are required to purchase one for $8.00.  Please do not ask if you have to wear a visor, we can no longer have any bare heads for any reason.
SCHEDULING

Requests for workers will be emailed individually for each event, and only respond to those specific emails.  Responding to the original email request helps track who requested to work when.  Please do not email months in advance for something that you see coming to Sprint and that you would like to work, as that becomes too confusing.  Workers will be placed in order of receipt of email with the exception of stand leads.  Levy reserves the right to request more people or cancel people at any time.  Every attempt will be made to keep scheduling fair for all employees.  Once we have determined we can not access any more of our own gym people, we will access outside gyms and schools which have agreed to help us staff.  Right now those groups are Gage, Lincoln Prep High School, Eagle Gymnastics and PHD.

One (1) worker per child is allowed until we have a need for extra people.  This gives more parents the ability to support their children.  If you sign up two (2) people for one child, the 2nd person will go to the bottom of the list, before the other gyms who work with us.  If you have 2 children on team, you may sign up 2 people at one time.  

Submit all requests to the tumblecheerscheduling@gmail.com address.  Please do not text or phone your requests as those are too difficult to track.

LIQUOR LICENSES
You may apply for a permanent liquor license at the Regulated Industries Division of the City of Kansas City, MO.  635 Woodland Avenue, Suite 2101, Kansas City, MO 64106.  They are currently $40 CASH, and you need to bring a valid state-issued identification card and the website to print the application form is http://www.kcmo.org.  Temporary liquor licenses are available at both Arrowhead and Sprint to purchase for $2.00 when you check in.  These must be purchased for each event and you will need to bring the cash to pay for it at check in.  When you get to the stand, please record your permanent or temporary liquor license # in the appropriate spot on the sign in sheet.
EVENT CHECK IN

Arrowhead
Event times will vary depending on when the game is.  We will notify you of check in times via email when we are notified.  Typically stand leads are required 3 hours prior, i.e., 6:30am for 9:30am opening.  Regular workers are required 2 hours prior, i.e., 7:30am for 9:30am opening. You can plan on working approximately 8-10 hours for a game.  We have to be there to set up the stand, and since we are on club level we are open early and may be open up to one (1) hour after the game ends.
You will need to bring your driver's license and permanent liquor license if you have one.  At Arrowhead you will park in Lot L which can be entered through Gate 3 off of the Blue Ridge Cut Off.  Ride the school bus to the stadium and it will drop you off at the entrance.  Go down the ramp and purchase your temporary liquor license if you need one.  Proceed up the ramp past the lines of people checking in and down to where the hallway comes to a "T".  There will be Levy personnel there and you will sign in.  If you do not sign in here, you will not be paid for the game. Go to your left down the hallway to the stadium, take another left and go up the spiral ramp to the Club Level.  Once you go through the doors, go left to stand #210.  Go to a bathroom and put your shirt and cap on.  Tuck in your shirt and tie up long hair if you have it.  Please report to the stand dressed and ready to work.  You will need to sign in at our stand on our check in sheet. 

Sprint

Event time will vary depending on when the event is.  We will notify you of check in times via email when we are notified.  You can plan on working approximately 5 - 6 hours for an event.  We have to be there to set up the stand, clean and cook prior to opening of the doors. Typically we have to check in 2 hours prior to doors opening.
You will need to bring your driver's license and permanent liquor license if you have one. At Sprint you will park either in the $5 employee parking lot at __________, or you will park on the streets or parking garages around the stadium.  Parking gets very scarce the closer to the time of the event.  The meters are only good for 1 to 2 hours and during the week and they must be fed until 6pm or you will be ticketed.  Proceed into the gated employee entrance located on Oak Street.  You will go down through security and proceed down the hall to your right to the second uniform window where you will sign in.  If you do not sign in you will not be paid.  You will need to bring $2 to purchase your temporary liquor license if needed and sign in on the Levy work sheet.  If you do not have a shirt, you may request one at the window.  There is a $2.40 rental charge that will be deducted from your payment when we divide those out.  There are employee locker rooms where you can bring a lock and lock up your personal items and get dressed.  Proceed down the hall to the elevators and go to level 3.  At level 3 you will go right to our stand, #119.  Please report to the stand, dressed, shirt tucked in, hair up and visor on.  You will also sign in on our employee sheet when you get to the stand.
CANCELLATIONS

If you cancel for any reason within 48 hours of an event, you will need to provide your own replacement, or you will be charged back $45 or the minimum or whatever Levy charges us.  If we can help you find a replacement, we will, however it is very difficult to do these things at the last minute and can not guarantee we will find anyone.  We know that circumstances come up and that family is important, however it is not fair to penalize everyone for the loss of money. The same applies if you no show at an event.   If you are going to be later than door opening time, Levy may charge us back for you. We are unable to text or call you prior to an event to notify you to work.  You will need to have access to email to schedule or cancel, so that we have written verification, and you will keep track of your own schedule.
PAYMENT FOR EVENTS WORKED

Sprint Levy sends us pay statements approximately once a month.  These are posted onto accounts, and statements are sent out on the 15th of each month.  For outside gyms and gymnastics parents, a check will be sent to your booster treasurer along with a copy of your statement so they know what to post for you.  With Sprint Levy we are normally paid within six (6) weeks of the event.  With Arrowhead Levy, the pay takes longer to come in - sometimes eight (8) weeks.  If the payment comes in after the 15th, you will see it on the next month's statement.
CONDUCT

We require that workers conduct themselves in a professional manner.  We are a representative of Levy, Sprint and Arrowhead and must act accordingly.  No sexual harassment or foul language will be tolerated.  If you develop any issues with any of our workers or Levy personnel, report it to your stand lead immediately.  Then, please follow up with an email the next day so that we may handle any situations that arise.  Sometimes we are too busy at an event to stop and take care of the situation at that point, but we do want you to feel comfortable in your working environment.

Cell phones are not allowed to be used in any manner in the front of the stand.  If you need to make a personal call or text, please go to the back and keep it to 1 to 2 minutes at the most, especially if we are busy.   Occasionally you will see your stand leads texting the Levy personnel if we need items or have an issue.  Since we don't have radios, there is no other way to reach them.  If you are noticed using your cell phone excessively, you may be asked to put it under the counter until the event is over.

GENERAL
You are allowed to eat anything on the meal ticket at Sprint prior to the start of the event.  This meal must be eaten in back unless the health department is coming through.  Please eat quickly using the employee orange boat, and turn in your meal ticket prior to eating.  We recommend you bring your own clear plastic cup with a lid to drink out of.
At Arrowhead you are allowed to eat anything up to $9.00.  Food must be eaten prior to the event and in the designated area.  We recommend you bring your own clear plastic cup with a lid to drink out of as they do not give us cups sometimes.
We try to assign duties on a rotating basis keeping in mind requests due to physical and personal reasons.  You may be assigned to anything from making fries or sandwiches to working a portable or cleaning the condiment cart.  Please accept the duties you are given with a good attitude and do your best.  If anyone asks you for help, please help them, but if you are not stand lead, please do not tell other people how to do their job.  
TIPS

We are not allowed to put out tip jars, however, occasionally our patrons do tip us, especially at the portable.  These tips will be gathered up from you at the end of the night, all put together and counted.  The amount is notated on the tip envelope, and when we are paid for the event these tips are split among all workers.  The people who are working in the kitchen will benefit in this way equally.  Keeping any tips will be considered grounds for termination.

Sign below and tear off/turn in.
-------------------------------------------------------------------------------------------------------------------

I agree that I have read the above information about working as a volunteer, and will abide by those rules as stated.

_________________________________

______________________

Name






Date

