Sale of the Month: ___________________
· Girl Toddler Bins
· Boy Toddler Bins
· Boys Youth Clothing
· Girls Youth Clothing
· Kid’s Coats/Jackets
· Kid’s Shoes
· Kid’s Underwear/Socks Bins
· Men’s Shirts
· Men’s Jackets/Sweaters
· Men’s Plus & Suits
· Men’s Pants/Shorts
· Men’s Ties’/Underwear/Socks
· Men’s Shoes
· Women’s Shirts (Left Side Wall)
· Women’s Shirts (Right Side Wall)
· Women’s Plus Size (Pants and Shirts)
· Women’s Bras/Underwear/Socks
· Women’s Accessories
· Women’s Pants
· Women’s Lounge Wear/Maternity
· Women’s Swimsuits
· Women’s Shorts
· Women’s Skirts
· Women’s Dresses
· Women’s Activewear
· Women’s Shoes
· Women’s Jackets/Coats
Opening the Store
· Turn on all the lights: the one by the front door, the one next to the kids’ bookshelf, and the one by the cups. Also switch on the small lamps and lights in the kids’ area (four total), plus the extra light by the cups. Finally, turn on the light in the left dressing room. The right dressing room light stays on at all times, so you don’t need to worry about that one.
· Grab the cash box and donation jar from the locked dressing room (the one closest to the register, on the right). If you don’t know where the key is kept, ask Becca, Marie, or Kristy.
· The iPad should already be on and just needs to be unlocked. If it isn’t, remove it from the stand by pulling out the silver knob on the left side. Turn it on, then place it back in the stand—make sure the charging port is connected and the gray knob is secured.
· The iPad code is 0065. If it has changed, ask Kristy.
· Turn on the Scentsy.
· Turn on the music using the Alexa app on the iPad. From the home page, choose either Pandora or Amazon Music. When asked which sections to play in, select Everywhere so music plays throughout the front and back of the store. You can pick any station you like—both Amazon and Pandora should automatically filter out explicit lyrics.
· Tidy up the store as much as you can.
· At 10am, open the front door. Flip the sign at the top of the stairs to “Open.” Then grab the large sign from inside the double doors and place it outside, making sure the arrow points in the right direction.















Closing the Store
· At 4:15, Alexa will announce a closing warning to customers and automatically turn off the music, so you don’t need to do anything.
· At this time, bring in the large sign from outside and place it in the double-door area. Flip the stair sign to “Closed.” If there are still a lot of customers in the store, close the front door so people can exit but no one else can enter. If the store is quiet, wait until 4:30 to close the door.
· Check out any last remaining customers.
· Tidy and organize the store.
· Clean the dressing rooms. Make sure there’s no trash on the floor, no hangers left out, and no clothes remaining inside.
· Put away all items from the Dressing Room Return Rack.
· Lock up the cash box and donation jar in the dressing room closest to the register.
· Turn off the Scentsy.
· Turn off all the lights listed in the “Opening the Store” procedures.













Training Interns Check-List
· Do a tour of the thrift store.
· Opening and closing the store. Go through the checklists.
· Show where the key to the dressing room is hidden.
· Show where the code for the iPad is.
· Show the Sale of the Week area and explain the monthly process for placing and removing the colored tags. Make sure sale items are in the correct section—return any you find in the regular rounders, and move any regular items that ended up in the sale area back to their proper spot.
· Show them the sale list, which is used to track the rounders that have already had their sale items removed.
· Do not do sale items in your head. Show them how to do that on the iPad, as well as giving out employee and veteran discounts.
· Talk about what to do when you need more change and the donation jar.
· How to check out clients and long-term volunteers.
· Only interns and employees are eligible for the discount. For any exceptions, check with the thrift store manager or Kristy.
· All sales are final. We don’t do holds. We don’t do returns or exchanges.
· Volunteers do not ring up customers (service missionaries are the exception).
· Explain how to price items, show them the pricing list, and how to use a pricing gun.
· Put packaged toys, or toys that are in a zip lock bag, on the higher shelves so kids can’t rip into them.
· Acknowledge customers as they walk in—this helps prevent theft. When customers go into the dressing rooms, ask them to leave backpacks and larger purses at the front area.







Checking Out Customers
· Tap the price that matches each item’s price tag and continue until all items have been rung up.
· If an item’s price isn’t listed among the buttons, click “Variable”, enter the item’s price, and then click the red + button.
· Tap on “Charge” when you are finished.
· The customer can choose to pay with cash, card, or Apple/Samsung pay. We do not accept checks.
· If paying with Cash:
· Enter the amount the customer pays. You can choose from the blue options, such as Exact Change, $5, $10, etc. If the amount isn’t listed, click the blue “Custom” button and type it in. Next, select “Tender.” The iPad will display the change due.
· Open the cash box, set aside the amount the customer paid, and give them their change. This ensures you have a record of what was paid in case of any dispute or error. Once the change has been given, place the customer’s payment in the cash box.
· If paying with Card:
· After pressing “Charge,” do not touch anything else on the screen. The customer can either insert or tap their card on the small white card reader on the table connected to the iPad.
· If their card requires a swipe, swipe it on the part of the iPad that juts out toward you. The iPad screen will indicate when the customer should remove a chip card or notify you if the transaction was approved or declined.
· If a card is declined, inform the customer and ask if they have another form of payment. You only need to take action if the iPad says “card declined.” If it says the chip cannot be read, the customer can try again, or you can manually enter the card information by selecting “Manual Card Entry” on the iPad and typing in the required details.
· If paying with Apple/Samsung Pay:
· For Apple Pay or Samsung Pay, the customer should hold their phone up to the card reader. After that, follow the same steps as in the “Paying with Card” section.
· Once the transaction is complete, ask the customer if they would like their receipt texted or emailed. We do not have a printer, so digital receipts are the only option.
· If they want a receipt, turn the iPad toward them so they can enter their phone number or email. Sometimes their information will already be saved from a previous purchase, in which case you can simply tap “Text” or “Email.” Other times, the receipt may automatically be emailed—just click “New Sale” when this happens.
· If the customer does not want a receipt, click “No Thanks” or “New Sale” to return to the checkout screen.
Doing a Split Transaction
· After clicking “Charge,” tap “Split Amount” in the top-right corner of the iPad.
· Enter the first amount the customer wants to pay, then tap “Continue.” If they want to split the payment into equal amounts, you can select the number of payments instead of entering the amounts manually.
· The amount owed will appear on the screen. Then follow the usual steps for the customer’s chosen payment method.
· Once the first payment is complete, the second payment will appear on the iPad. Follow the normal steps for the chosen payment method.
· If a customer wants a receipt, they may need one for each separate transaction. The receipt page will appear at the end of both transactions, as usual.
Monetary Donations
· Tap the “Donation” button on the checkout screen.
· Enter the amount the customer wishes to donate (tax will not be applied).
· Click “Charge” and follow the normal steps for the chosen payment method.
· Thank the customer and show your appreciation.







Removing Items
· Tap the item you want to remove from the transaction.
· Scroll down and select “Remove Item.”
· Alternatively, swipe left on the item to remove it from the transaction.
· To remove all items from the sale, tap the three dots in the upper-right corner of the iPad, then select “Clear All.”
Checking Out Sale Items
· Make sure you know which sale is occurring that week.
· If the sale is 50% off or 75% off:
1. Tap the price that matches the item’s price tag.
2. On the right-hand side, under “Add Customer,” tap the recorded price.
3. Scroll down and select 50% or 75% off, then click “Save.”
4. Repeat this process for each item included in the sale.
· Important: The iPad will group items of the same price if rung up consecutively (e.g., tapping $2 three times will show $2 x3). If you apply a discount to a grouped item, it will discount all of them. To avoid this, ring up another item in between identical items to ensure you are discounting only the intended single item.
· For a 10¢ or 25¢ sale, simply tap the 10¢ or 25¢ button for each item with a matching colored price tag.
· Continue the checkout process.
· Important: Sometimes customers place items with the wrong tags in the clearance section. If a customer asks for a discount because of this, kindly explain that items are only discounted when their specific color tag is on sale. Until then, the item stays at its marked price.
Using the Employee Discount
· The following individuals can use the employee discount:
· Employees and their spouses/children
· Interns and their spouses/children
· Long-term volunteers – they will let you know if they qualify and may show a volunteer card or name badge.
· Lizbeta, our janitor
· To apply the discount, simply click the “20% off button” at the bottom of the screen once you have rung up all the items, before clicking “Charge.”
Checking Out a Client
· Ring up items as usual and apply discounts when needed.
· The client will provide a green or white (usually white) paper voucher that has been approved by their advocate. Review the voucher carefully to see which items are approved before ringing them up. If the client has more items than approved, call their advocate to confirm whether the extras can be included and let them know what those items are. If the extra items are not approved, kindly ask the client to remove them at that time.
· As you check out the client, record each item listed on their voucher. Since vouchers often include many items, doing this during checkout will save time.
· Click “Charge”
· Click “Other Payment Types”
· Click “More”
· Type the client’s first and last name, followed by a slash, then the advocate’s first name (as listed on the voucher).
· Click “Record Payment”. This will complete the transaction.
· Place the voucher face down in the clear pull-out bin located under the counter. Do not remove vouchers from this bin, as Kristy collects them about once a week.
· If you have any questions about checking out a client, please ask Kristy or a thrift store manager.






Checking In Volunteers
· When a volunteer arrives, confirm that they are on the schedule. If they are not, encourage them to create a Bloomerang account and register on our website.
· Once they are scheduled for their shift, have them sign in using their email on the register’s iPad.
· After entering their email, have them select “Check In” for their scheduled shift. If their shift exceeds four hours, they must check out and then check back in once the four-hour mark is reached.
· After completing their assigned volunteer time, ensure they sign out using the same website on the iPad. Failing to sign out will result in inaccurate recorded hours.
· If they are completing community service hours, check whether they have a paper for you to sign to record their time. It is important that they also sign in using Bloomerang so their hours are documented in both places.
· Note: Individuals completing community service must be approved by Kristy beforehand. If they are registered on Bloomerang, they are cleared to volunteer. If not, encourage them to contact Kristy before continuing.
· After a volunteer completes their community service hours, give them a sheet showing their completed hours and the contact information for thrift store staff. These sheets can be found in the “Second Helpings Training Program” binder. If none are available, ask Kristy for additional copies.









Important Things to Know
· If you’re unsure about tasks for yourself or volunteers, consult the general to-do lists in this handbook under “Manager/Intern Tasks” and “Volunteer Tasks.”
· Black hangers are for men’s and boys’ clothing, while clear and white hangers are for women’s and girls’ clothing. Smaller hangers are also available for both boys’ and girls’ items.
· Donations are accepted during the Crisis Center’s operating hours (8:00 am–4:30 pm). Please advise donors not to bring items during food bank hours (Wednesday and Friday, 11:30 am–1:00 pm).
· Donations are stored in the back room on the white shelves.
· Answer the phone promptly. Most calls will be from other employees, but occasionally a community member may be calling the store directly.
· If wrapping materials are available, try to wrap fragile items. Supplies are stored under the register. If bubble wrap or paper is not available, use extra plastic bags to protect the items.
· If a clothing item is removed from a mannequin, either dress the mannequin as soon as possible or store the mannequin behind the counter until you can.
· If you’re busy in the store and hear the front bell, it usually means a customer is ready to check out—or sometimes it’s just a child playing around.
· All sales are final; there are no returns or holds. Exceptions for holds may be made for clients with approval from their advocate. Employees and interns may hold items for themselves only if they are certain they will purchase them. Avoid letting items accumulate behind the counter for extended periods.
· If a customer wants to purchase a large piece of furniture, they must have a way to transport it home the same day as the purchase. Items cannot be paid for and picked up on a later day.
· If you run out of price tags, use the sheets of white paper with prices located in the black mesh basket. Print them on colored cardstock found behind the register. A paper cutter is available on the bottom shelf of the desk next to the register.
· The front display area directly across from the counter should be neatly arranged. Do not just place items on the shelves to avoid putting them in their proper locations.
· The display doors can hold items such as jewelry, glasses, hats, earrings, necklaces, keychains, and any other items that look appealing.


Manager/Intern Tasks
· Hang up and organize bins of priced clothing.
· Price bins of unmarked clothing.
· Put away non-clothing items brought out on carts by sorters.
· Clean and organize the front desks by wiping surfaces, discarding unused items, and vacuuming behind the desks.
· Ensure the display shelves are stocked with appealing items that attract customers, rather than random or unrelated products.
· Put away items returned from the dressing rooms and clean the dressing areas.
· Organize the hanger bins by grouping men’s hangers together and women’s hangers together.
· Organize the racks so that all clothing sizes are in their correct locations.
· Post on Instagram.
· Ensure that no black hangers are in the women’s and girls’ sections, and no clear hangers are in the men’s and boys’ sections.
· Tidy the store by picking up any clothing or hangers from the floor and ensuring all items are in their proper places.
· Print and cut price tags.
· Organize the display doors, arranging items like sunglasses, earrings, and other accessories attractively.
· Update the mannequins’ outfits if they have been the same for an extended period.
· Use Febreze or another air freshener to eliminate any unpleasant odors in the store.
· Take the DI bag to the sorting room when it becomes full.
· Empty the trash bins located at the front near the register.
· Move items into the clearance section.






Volunteer Tasks
· Have them complete the entire cleaning list or focus on specific sections that need attention.
· Vacuum the store regularly, as this is typically required daily.
· Clean all mirrors, including the one in the women’s section near the jackets, the mirrors in both fitting rooms, the mirror in the center of the display area, and the mirror in the men’s section between the small and medium shirts.
· Organize the toy bins by emptying and wiping them down. Remove any altered or damaged pieces and send toys that have been in the store for several months to DI. Also, wipe down the toy shelves.
· If they are a long-term volunteer, have them assist with pricing clothing or putting away items.
· If it’s a service missionary, they can operate the register while you handle other tasks.
· Color-coordinate the clothing racks in each section as needed.
· Move items into the clearance section.
· Update the mannequins’ outfits if they have been the same for an extended period.
· Organize the clearance section by picking up loose items and ensuring that all tags belong in that area.
· Cut price tags.
· Neatly organize the necessary sections of the store, such as the display area, kids’ toys, picture frames, holiday section, electronics, kitchen items, blankets, housewares, sheets, and pillows.
· Organize the women’s accessories, ensuring all items are placed in their correct bins.
· Organize the infant and toddler bins, placing clearance items in the bottom bin and neatly folding all clothing.
· Organize the shoe sections, grouping footwear by type, size, or category as needed.
· Pick up any loose clothing items and return them to their hangers.
· Organize books, games, and movies, and wipe down the shelves as needed.
· Organize men’s accessories by neatly arranging ties, keeping the men’s display shelf stocked, and organizing the socks and underwear bin.
· Make sure clothes are in the correct sizes and categories.
· Ensure that all clothing is sorted by the correct sizes and categories.

Cleaning List
Women’s Section
· Organize and color-coordinate all clothing rounders.
· Ensure that clothing is placed in the correct rounders and sorted by the appropriate sizes.
· Remove empty hangers from rounders.
· Organize the belts and scarves area.
· Organize the shoe shelves, ensuring that all shoes are sorted by the correct sizes.
· Clean the mirrors in the dressing rooms and the mirror near the women’s jackets.
· Organize the sock and underwear bins.
Men’s Section
· Organize and color-coordinate all clothing rounders.
· Ensure that clothing is placed in the correct rounders and sorted by the appropriate sizes.
· Remove empty hangers from rounders.
· Organize sock and underwear bins.
· Organize the shelves in the men’s section.
· Clean the mirror between the small and medium shirts, as well as the mirror in the display area.
· Organize the ties and belts in the corner between the medium and large shirts.
· Organize the shoe shelves, ensuring that all shoes are sorted by the correct sizes.






Children’s Area, Including Toy Area
· Remove empty hangers from rounders.
· Organize and color-coordinate all clothing rounders.
· Ensure that clothing is placed in the correct rounders and sorted by the appropriate sizes (Boys’ hangers are black, Girls’ hangers are white/clear).
· Organize the toddler boy and girl bins, ensuring all sizes are placed in the correct bin.
· Organize the bins in the Kid’s Corner, including socks, underwear, and other items.
· Organize the shoes.
· Organize and wipe down the toy bins, discarding any random or missing toy pieces.
Back Area/Random
· Vacuum the entire store.
· Go through each section, picking up any loose clothing and hangers.
· Keep the display area clean and organized. No random items should be placed there.
· Organize the white bins in the back, including backpacks, lunchboxes, sheets, and similar items.
· Wipe down and organize the arts and crafts bins.
· Tidy up the Sale of the Week area and make it look presentable.
· Organize the blanket bins.
· Organize the picture frames and tidy the surrounding area.
· Organize the kitchen appliance area, including dishes, plates, and cups.
· Organize the bookshelves and wipe them down as needed.
· Organize the miscellaneous area, including electronics, home décor, trinkets, school supplies, and any other items on the shelves.
· When present, organize and wipe down the seasonal area.
