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As an employee of the Student Store at Aloha High School, you are 
becoming a business owner, and have many responsibilities.  Within a 
business you are to uphold it’s regulations, rules, and guidelines in its 
entirety.  Now working within the Student Store you are no longer 
being responsible for your actions and how you represent yourself, 
but how you represent your business.  Don’t forget that everybody is 
looked upon as a whole in a business, and the Student Store is a 
business.

Customer Service
Customer Service is one of the KEY priorities within the Store.  

Always ask customers if they need help, and be there to help them.  No 
customer should go with out help.  Students should be helped quickly 
and correctly.  there is to be no sitting in the Student Store while 
there are customers present.  Always put the customer before friends.  
Don’t  chat with your friends when there are customers to be waited 
on.  Also, if there is a slow time, that would be the ideal time to go get 
lunch, or work on homework.  But once customers start coming in, it 
must be put away, and your attention must go to  helping your fellow 
students.  Employees not assigned to the period that’s open, should not 
be behind the counter unless help is requested.  there isn’t much space 
for employees, and to have more then there is suppose to be, only 
causes more congestion.  No one except for Student Store employees 
should be behind the counter at ANY time, no exceptions.  

Loitering
The Student Store, as you all know, isn’t very big, so to allow 

customers to get what they want in a reasonable amount of time, 
Students aren’t allowed to loiter in the Store.  It is ok when there is a 
slow period to let a couple people stay in the store to “hang out,”  but 
once it picks up again, they must be gone.  If there are several students 
not leaving the store by their own will, POLITELY ask them to leave.  If 
they don’t listen, you may escort them out of the store.  But remember 
to be nice, and treat customers with respect, they are what make the 
store happen.  

Stealing
There is not much to say about stealing, if you are caught 

stealing, you are automatically removed as an employee of the Student 
Store.  If an employee is thought to be stealing, you must inform a 
manager as soon as possible.  If a customer is found stealing, don’t 
physically handle the problem, ask the “stealer” to return the items, 
and if they refuse, notify a manager immediately.  Any person of interest 
will be handled by Mr. Moe and Mr. Heckel.  Any person that is caught 
stealing from the Store, will be banned from the Store for the 
remainder of the year.  



Cookies
Cookies are to be made before school, and if necessary during 

first lunch.  You must make 3 sheets of cookies before school for 
about 15 minutes.  Once done, let them cool for about 5 minutes, then 
remove from cookie sheets and place in bags.  Three cookies go per bag.  
If there is a need for  more cookies during the end of first lunch, you 
must notify a manager of second lunch to put in one or two sheets of 
cookies.  But do not bake three because they won’t sell by the end of 
5th period.   Any cookies that aren’t sold by the end of the day, ARE 
NOT TO BE GIVEN AWAY, but to be left there for a manager to take 
care of. 

Working Periods
Since there is a new Trimester schedule still in effect, the 

working periods have been changed from the past.  The only periods 
that the store should be open are before school, first and second 
lunches, and after school.  There is at no other time suppose to be 
ANYBODY in the store.  If it is time to go to class and there isn’t an 
employee to take over the store in transition from one lunch to 
another, the door must be shut and the lights must be off.  Do not be 
late to class on account of the Student Store.  But also, don’t leave 
the Store unlocked and open when there are no employees present.  The 
Student Store is worth a large amount of money, and can’t be left 
unattended.  

X-out
Since the new schedule cuts working periods, the ideal time to x-

out isn’t necessarily a set time.  To X-out, the door MUST be shut, and 
only employees may be in the store.  Turn the cash register key to the 
“x” and hit the “total” key.  Once the register is done adding up all the 
money, you must take the binder and turn to a clean page.  Write the 
date and amounts on the X-out sheet.  Once it’s all added up and you’ve 
completed the amounts, check your amount to the register amount.  
And write down weither you are over or under.  Very rarely are the 
amounts the same.  So don’t be alarmed if you are under or over.  if it 
becomes a constant problem of being under, you must let a manager or 
Mr. Moe know, so they can assess the situation. 
X-out Sheet
  See the back of the manual

Z-out/Drops
Z-out is probably the most important item to be taken care of each 

day.  Z-out or a Drop, is an overall count of the money that has been 
entered into the register.  To Z-out, you must turn the key all the way 
until it hits the “Z” on the register.  Once the key is there, hit the 
“Enter” button.  The machine will automatically start to add up all the 
totals that have been entered in for the day.  Once the register is done 
adding up the money, you must then count it all.  Do this to exact same 
way as you did for the x-out.  After you are down counting everything 



and adding it up, take the tape from the register and read the amount on 
there, this you must compare with the total you have come up with.  then 
write down how much off you are, again it’s not unlikely to be off by a 
couple dollars or so.  Once the Z-out s taken care of.  You must do the 
drop part.  You should have $40.00 total left in the register after it’s 
all said and done.  Leave in the register; 

Nickels $   0.30
Dimes $   0.70
Quarters $   5.00
Dollars $24.00
Five's $10.00 

The rest of the money should be placed in a “Drop Bag” and have a 
manager take it down to the front office and place it on Mrs. Palmer’s 
Desk.  She will then give you a receipt that should be taken straight to 
the Marketing room, and put in a file folder in the Filing cabinet.  
Z-out Sheet

In the back of the manual.

Period Outlines
Before School

*A manager will open up the store in the morning, 
approximately 20 minutes before school starts.  
*The manager will then take role of workers, and assign 
jobs. 

-The garbage should be taken out
-the store should be restocked
-the register should be turned on

*Once this is completed, the store should be opened to 
customers.   
*Bake 3 Sheets of cookies for the day.  

-Bag them once cooled, and then close the store and 
go to class.  DO NOT bake cookies if it’s to late and 
it’s going to cause you to miss any part of your class.  
They can be baked at a later time in the day.

1st & 2nd Lunch
*A manager will open the store as the lunch begins.  
*Role will be taken once everyone is there.
*The store should be restocked, and garbage taken out if 
necessary.
*Open the store to customers.  Once the Period is about 1/2 
way over, close the store and X-out.  Once it’s over with, you 
may open the store to customers.  
***If there are no cookies, Bake 3 sheets AT THE START OF 

LUNCH!!!!
*At the end of 2nd lunch, you must z-out and take down the 
drop.
*Once the manager returns from doing the drop, everyone 
may leave, as approved by the head manager.



After School
*A manager will open the store as school ends.
*Role should be taken promptly.
*The Store can be restocked while you help customers
*Sell until slow.  
*Before leaving, take out the garbage, and restock all the 
merchandise.  

Since the schedule has changed to trimesters, you 
no longer have to wait around for a manager to 
take over the store.  So after every period, the store 
must be shut down.  This means turning off all the 
lights, even the over head lights(there is a switch in 
the back room on the far left in the corner).  Make 
sure the oven and register are turned off, and the 
door is locked.  Then you may leave.  

***Have a great Year & Good Luck***


