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Store Opener
	Initial when completed 
	Tasks

	
	Prior to entering store, always check to ensure that store appears secure. Enter, close and lock door. 
	PRE- OPENING

	
	Clock in and wash hands.
	

	
	Set thermostat(s) to opening setting.
	

	
	Turn on frost top. 
	

	
	If applicable, open SMP to verify End of Day has run. Verify light is green (at bottom of screen) and business day is current. If dialog box appears with message stating “end of Day has not run,” manually run End of Day. If problems persist, contact the POS Help Desk at 
(877) 811-3811 before you open and before you start ringing sales.
	

	
	Fill 3-compartment sink (sanitizer strength at 200 ppm). Wash dishes as you go.
	

	
	Fill red sanitizer buckets from 3-compartment sink; submerge clean towel in each bucket; place one near each stone that will be in use and one in the production area. 
	

	
	Remove dirty towels from drying rack and place in hamper. Do not reuse.
	

	
	Take out trash. Be sure door is locked after you leave store and locked again as you re-enter store.
	

	
	Prepare registers (e.g., count drawers to ensure required cash amount, count safe).
	

	
	Wash hands.
	

	
	Set up stone. Check expiration dates of fruits, yellow cake and cookie dough before placing on stone. Notify manager of any expired products and discard.
	

	
	Turn on water to stone. Add scrapers.
	

	
	Assemble and turn on Spadewell(s). Place spades and dishers in Spadewell(s).
	

	
	Replace flat lids with spouts on Store ‘n’ Pours for Smoothie mix.
	

	
	Check Stone Stock Chart. Prepare more as necessary. Properly date, store and rotate.
	

	
	Check Waffle Stock Chart. Make and dip more as necessary. Properly store and rotate.
	

	
	Check Drinks Stock Chart and prep more if necessary. Properly label, date, store and rotate.
	

	
	Restock product in dipping cabinet if needed; fluff product to make it look appealing and irresistible to customer.
	

	
	Wipe down exterior of dipping cabinet. 
	

	
	Start ice cream production; check expiration dates of mix and notify manager of any expired products and discard.
	

	
	Check expiration date on brownies. Notify manager of any expired products and discard. Check for adequate product supply. If necessary, prepare more brownies.
	

	
	Remove waffles from airtight containers and place on display. Turn on waffle irons if waffles needed at opening. If not needed for opening, make cones/bowls after the store opens.
	

	
	Check Grocery Items Stock Chart; note any needed product and take appropriate action.
	

	
	Ensure lobby freezer is fully stocked (Cold Stone at Home®, novelties, cakes, promotional items). Ensure all products in freezer have ingredient labels and expiration dates. Notify manager of any expired products and discard.
	

	
	Clean outside windows and door(s).
	

	
	Turn on music, lights, fans and signs (where applicable). In colder months, reverse fan direction to pull air up. 
	

	
	Ensure delivery tablet(s) is powered on and charged.
	

	
	15 minutes before opening, walk through store to ensure perfect setting to deliver the Ultimate Ice Cream Experience®.
	

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

	
	Unlock door(s) at opening.
	

	
	Clean, rotate and stock mix-in jars that are less than half full.
	POST-OPENING 

	
	Check Hot Stone™ Desserts Stock Chart. Prepare more, as necessary. Properly date, store and rotate.
	

	
	Check Cakes & Novelties Stock Chart. Build more, as necessary. Properly label, date, store and rotate.
	

	
	Check Cake Toppers Stock Chart. Make more, as necessary. Properly date, store and rotate.
	

	
	Finish ice cream production. Properly label, date, store and rotate. Clean and sanitize batch freezer.
	

	
	Complete weekly cleaning duties for corresponding day.
	


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