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Shift Change
	Initial when completed
	Tasks to be completed by all employees

	
	Complete shift change cash out- run daily register report, count drawer down and place drop in safe-count safe and complete Safe and Register Checklist

	
	Check Waffle Stock Chart. Make more as necessary to ensure sufficient inventory for night shift.

	
	Check brownies. Prep more as necessary to ensure sufficient inventory for night shift.

	
	Restock and fluff product in dipping cabinet if needed.

	
	Restock stone items in reach-in refrigerator; check dates for expiration and rotate; ensure sufficient inventory for night shift.

	
	Restock whipped topping, etc., in reach-in refrigerator; ensure sufficient inventory for night shift.

	
	Check Drinks Stock Chart and prep more as necessary to ensure sufficient inventory for night shift. Properly label, date, store and rotate. 

	
	Check Dipping Chocolate; check level and refill if needed (120°F).

	
	Perform a lobby check—wipe down tables and chairs, sweep floors, and clean all glass in store (e.g. door, windows, sneezeguard and dipping cabinet). Check outside area (e.g., trash cans, tables, windows and sidewalk spills). 

	
	Check for cake orders due today or tomorrow (check OLO Dashboard at my.olo.com for Online orders). Build and/or decorate any cakes needed.

	
	Restock lobby freezer; check expiration dates and rotate cakes, novelties and Cold Stone at Home®, using FIFO

	
	Restock spoons, bowls, cups, lids, napkins, straws, and To Go containers.

	
	Clean, rotate and stock mix-in jars that are less than ½ full.

	
	Take out trash and replace liners.

	
	Clean restroom—stock toilet paper, paper towels and hand soap; wipe down mirror and sink area and clean toilet.

	
	Wash all dishes. Clean and refill 3-comparment sink and sanitizer buckets (sanitizer strength at 200 ppm). 

	
	Complete weekly cleaning duties for corresponding day.

	
	Check and restock Coke Display using FIFO

	
	Review goals and night agenda with crew  

	
	Replenish bounce back coupons at the register

	
	

	
	


Supervising team member must sign-off to confirm completion of all tasks.

Shift Change Checklist Sign-off: 

Date:

Crew Member(s):
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