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WELCOME!

The Marketing program at Minot high consists of four main components:  the classroom, the school based enterprise, the community, and DECA.  In this manual we will cover the basics about our School Based Enterprise:  The Magi Market (school store).   Welcome to our school-based enterprise.   We hope that your experience will prove to be interesting, unique and valuable.

Our store has a proud tradition—it has been in operation for many years, providing the opportunity for literally thousands of students to learn valuable skills that have served them well in helping them learn first-hand about working in and managing a thriving business.  You really are fortunate to be a part of this rich tradition!

Our store objectives are twofold. First, we have an obligation to meet the needs and wants of our customers with a sincere and professional approach. Second, an of equal importance, we have an obligation to you—our employees and providing you experience in a marketing environment.  Being a part of this program, you will gain knowledge, experience and confidence that will help you to make a successful transition from school to work.  The skills you learn working in the school store can help you advance quickly in the world of retail!

Policies:

STORE IMAGE:

Our image as a school store is most easily displayed through our employees.  We need to be friendly and professional ALWAYS in dealing with customers.  YOU and YOUR ATTITUDE will largely determine the opinions others have regarding our school store—including your peers, teachers, administrators, and the general public.  In addition, the condition and cleanliness of our store all represent and market our products to the public.  A clean, well-organized environment with friendly and welcoming staff is a must to encourage and promote sales.
PERSONAL APPEARANCE & GROOMING:

Our employees are allowed to dress in a casual manner.  However, all clothing should be clean, properly sized/fitted, conservative, in good repair and appropriate for school.  Caps and jackets may not be worn at any time while working in the store.  Clothing with questionable wording or graphics is obviously not allowed.  Please be sure to be properly groomed while working in the school store.  Your appearance will play a major role in “keeping up” the image of the store.

STORE HOURS:

Our school store has normal business hours that coincide with the regular school day, Monday through Friday.  
Hours for the school year are as follows:   
7:30a.m. – 3:15p.m.   Mon- Fri
We staff our store before school and after school.  The 7:30 shift must arrive by 7:30 and get the cash box from the Finance office.  The store key to open the doors will be located in the cash box. Please prop both doors open to remain open the entire day.  Every hour is responsible for greeting customers, assisting customers, stocking product, keeping the general sales area clean, and balancing the register.  

Think before you leave… NEVER Leave the school store unattended.  The last shift of the day will closeout the till, lock the school store doors, and take the money, the keys, and the reports required to the Finance office to be deposited.  The key is left in the cash box for the next day to open.
We would like to keep the school store open until 3:30 daily.  If you would like to work your shift from 3:00 – 3:30 please let Mrs. Vetter know.  The store may also be open for special occasions, after school, and school events.
STore Organization & Personnel:

The Magi Market is essentially “run” by students enrolled in the marketing education program.  When you are scheduled to work the school store you are considered an employee, not a student.  Hours outside of your scheduled shift you are considered a customer.   
REPORTING TO WORK:

As this course does not have class on Friday, you are scheduled one hour per week to work in the school store. This is considered your 5th day of class.  Attendance for the school store is recorded on Friday’s each week.  If you miss class and your school store on the same day you will be marked absent on both the day you missed class and Friday for the school store.  Example.  You work Monday 3rd hour and have class 6th hour.  You call in sick.  You will be marked absent for class on Monday and absent for the school store on Friday.

You must come immediately to the store to replace the person working. Do not pause in the hallways to visit with friends or stop in the rest room.  Student employees working before your shift are waiting for you so they can get to their next class.  RUSH!  The busiest time for the school store is between classes, during lunch, and the first five minutes and last five minutes of each hour.  One employee from each shift will remain on duty until the next shift arrives.  However, you and your coworkers can coordinate this between yourselves.  If there are two or three working, all students should not stay, only one.  If the next hour is late for class because you were late, you will be marked tardy for the store. 
Students will login on the Attendance Computer and Logout on the POS cash Register:

Login on the Attendance Computer:

All Employees will time in and out on the attendance computer.  Your Employee ID = your Student ID number.  Each student must use the Login Form to login at the end of his/her shift.  Students who forgot to login for their attendance will be deducted 5 points from the 25 points for the day. 

Logout of the POS System:  Drawer Description

Logging out of your shift is no longer needed.   

Drawer Description is the Number of your computer (1 or 2), the three letters of the day of the week, followed by your shift hour.  Example you work Monday 5th hour and you have worked on computer number 1.  Your Drawer Description will be 1MON5 and will count as you logging out of your shift when balancing the register. 
Shift hours are as follows: 

	Hour
	Example 
Drawer Description for computer 1
	Hour
	Example 
Drawer Description when using Computer 2

	73  (7:30 a.m. shift)
	1MON73
	5
	2MON5

	1
	1TUE1
	6
	2WED6

	2
	1WED2
	7
	2FRI7

	3
	1THU3
	8 afterschool
	2FRI8

	4 (1st Lunch)
	1FRI4 -1
	
	

	4 (2nd Lunch)
	1FRI4 -2
	
	


TARDINESS AND ABSENCES:

You are required to work in the school store the hour you are scheduled, just as you would be expected to attend class or a job.  The value of each school store attendance is 25 points and is 35% of your overall class grade for the year. Absences will be recorded and will be counted as part of your 20 absences for this course.  
Excused absences:  On occasion you may miss your shift due to illness, vacation, or a school sponsored event.  Any missed hours will need to be made up per the Store makeup guidelines below to earn your 25 points.  Each student will receive one “free” absence per quarter for a school activity.  This one SA per quarter does not need to be made up.  

Unexcused absences:   Unexcused absences cannot be made up and will result in a zero.  If you miss your hour because of forgetfulness, skipping, or just didn’t show up, you will receive an UNEXCUSED absence.  A ZERO score will be awarded for the day and an unexcused absence will be recorded in the attendance office and LOP assigned.
Tardy:  Students that are tardy for their shifts will be deducted 5 points. If you make another employee late for his/her next class because you did not arrive to the store to relieve him/her, you will be deducted 10 points for the day.  
STORE MAKEUPS
Excused makeup time must be scheduled on the makeup calendar.  It is recommended you sign up and make these up within 10 days.  However, it must be made up within the current 9 week period to receive a grade.  Your instructor will enter a zero for your store grade until you makeup this time.  
All makeups will be performed AFTER school from 3:15 – 3:45 to earn your 25 points.  You cannot do a makeup before or during the school day.  To do a makeup shift, you will sign up on the makeup shift calendar located on the magnetic clip board on the pop coolers in the store.  When completing a makeup, there will be no more than one person working a shift.  No makeups allowed with an unexcused absence.  
SCHOOL STORE GRADE and Code of Conduct
Each week you work one shift in the Magi Market that you will receive a score of 25 points in PowerSchool every Friday.  Your grade in the school store will be based on four main categories including:  attendance, completion of duties on the duties list, following rules and policies, and your ability to work and manage the store.  

In keeping with our professional image, it is essential that all employees adhere to the conduct code AT ALL TIMES.  Like any business, we have professional standards to maintain and inappropriate behavior simply CANNOT happen.  The store is under 24 hour surveillance that is recorded. 

The following are considered inappropriate behavior that may result in loss of points from your score 
· NEVER sell product to yourself.  Any and all sales to you personally should be either at a time you are not working, or can be sold to you by a coworker or instructor. If you want to purchase product, it must be done the last 5 minutes of the hour only. 

· No eating snacks on the store sales floor.  You may have a beverage. 
· Do not allow your friends to loiter in the store while you are working
· Failure to follow instructions/insubordination
· Rudeness or inappropriate and/or unprofessional behavior/language (includes ignoring customers, excessive visiting and just “messing around”)

· No laying on the floors, sitting on the sales counters, or sitting on the floor while working
The following are violations of our personal code of conduct  that may result in drop/fail from the class:
· Excessive absenteeism or tardiness will result in removal from the class
· Product is not free or discounted to staff .  Giving unauthorized discounts, or giving away merchandise is theft and will be punished as follows:  

· You will be removed from the school store

· You will attend class every Friday

· You will do duties assigned by the instructor

· You will do written assignments and daily assignments on Friday’s to earn 25 points

· You may be prosecuted by law enforcement

· Evidence of alcohol/drug possession/use while working in the store will be prosecuted

· Any behavior deemed inappropriate by administration that is threatening to others
Students are trained on proper store procedures and etiquette. Deductions are applied to the daily score under the following conditions:

· 5 points if you forget to log in 

· 5 pts Balance Register process completed incorrectly, but 10 points if not done at all

· 10 pts if your tasks from the Duties list are not completed as assigned 

· 5  points if you do not clean up during your shift.  
· 10 if you leave the school store unattended and unlocked 
Full deduction of points occurs when you do not work under the following conditions:

· 25 points for skipping/forgetfulness – cannot be made up
· 50 points if you login then leave your shift early (25 points for the week you left, and 25 points for the next as you serve LOP). 7th hour students do not close the store/concessions prior to 3:15.
STORE SECURITY:
Staff, parents and students (including marketing students not scheduled to work), are considered customers and are not allowed in the employee area or in the inventory area of the school store at any time.  When you are not scheduled to work, you are considered a customer and cannot go beyond the sales floor.  
The school store has a high definition security system that records 24/7.  Part of your responsibility is to assist with security and loss prevention.  ALWAYS follow these basic rules:
1. Keep all small and high-ticket items in display cases or behind the counter

2. Never leave the store unattended

3. Greet ALL customers when they enter the store

4. Be aware of ALL customers in the store, not just those you are serving

5. Give Mrs. Vetter large bills, a $100 or $50 (high-denomination bills) to keep in the safe 
6. Report ALL suspicious behavior to Mrs. Vetter
If you suspect a fellow-employee of stealing money or merchandise, bring evidence to the attention of Mrs. Vetter or immediately.  Do not “spread the word” to anyone other than your instructor.  Your name in dealing with such incidences will always remain confidential.
If you suspect a customer of shoplifting, approach him/her and offer your assistance (i.e. “would you like me to ring up that item for you now? ”…assuming you observe him/her placing store merchandise in a backpack, purse or pocket).  NEVER accuse a customer of “shoplifting”.  If she/he leaves the store with the product, try to get his/her name and/or description and immediately report the information to Mrs. Vetter or to an administrator in the main office.  
FIRE ALARMS:
Follow these procedures in the event of a fire alarm/drill:

1. Instruct any customers to exit the store, turn left, and then exit the building through door 29, near snack bar
2. Leave the Computer As is.
3. Leave the lights on, but close the doors.

4. Exit the building using the door 29 and meet Mrs. Vetter on the steps leading to the football field east of the building 

Shelter:  If you here, Shelter in Place or Shelter, Shelter Shelter over the intercoms, Leave the store, pull the inventory door shut, and proceed to Mrs. Vetter’s Classroom.
THE JOB—WHAT IS ACTUALLY EXPECTED OF YOU:
All employees will have a training period at the beginning of the school year.  During this time store managers and/or Mrs. Vetter will provide close supervision when you are working in the store.  Store managers will work to train employees in the use of the cash register and in the daily operations of the school store.  Daily tasks are performed on an hourly basis.  Additional duties will be assigned as needed by Mrs. Vetter.  Serving our customers ALWAYS takes priority over performing other tasks.  Below is a sample of some of the duties performed while working in the store:
· GREET and ASSIST with selling to customers First! – Hi How can I help you, Good morning, what can I do for you.

· Login for your Shift when all customers are gone

· Other duties include:

· Restock front merchandise, fold, steam, and/or hang clothes

· Maintain displays

· Check merchandise for accurate price tags

· Receive, check and stock inventory as it arrives

· Dust fixtures, clean glass and vacuum/sweep floors

· Make signs as needed

· Keep the receiving/storage area clean and neat

· Organize, inventory and request supplies as needed

· Flatten Boxes around the garbage can

· Be creative & proactive—do whatever you can to make the store look its best!
Remember to NEVER leave the store unattended.  If you need to use the restroom and you work alone, advise Mrs. Vetter so she can watch the store for you.  If you need to use the restroom and there are two or more workers available, you are adults, work it out so one can go to the restroom.  Just never both go at the same time.  The KEY is NEVER leave the store unattended while the doors are unlocked.

Inventory Procedures:

Part of every shift you will be required to stock product, called inventory.  What you stock will be on your daily duties list and is part of your grade.  If you do not stock product as required, your weekly grade will be deducted by 10 points.  When stocking product, you always rotate your product.  This means that you sell what was already in the cabinet  before the new product you are putting in the display cases.  This is called FIFO, or First in First out.  If you do not do this, the old product could expire before you can sell it.  

· Warm beverage you are stocking should be put in the back of the coolers behind the cold product already in the coolers so when you sell it, it is cold and follows the FIFO rule

· Snacks you are stocking in the display cases are placed behind the product already in the cases to ensure you follow the FIFO rule
CUSTOMER COMPLAINTS:

The majority of the time you will work with customers who are easy to please.  However, there may be occasions where you must deal with a difficult customer, or a customer complaint of some kind.  In this case, remain calm and NEVER argue with the customer.  Your best response is, “What can we do to make it right for you?”  If the situation is such that you can handle it as shown in the situations described on the following page—do so.  If not, tell the customer you intend to “make things right” for them, but you’ll need to get Mrs. Vetter.

If a customer complains about a food product or school supply item being defective offer first to replace it.  Refund the purchase price if that is what the customer demands.  ALWAYS save the defective product to show to Mrs. Vetter (there may be indicators that other similar products need to be returned to the original vendor).

Clothing items may be exchanged or returned.  Contact Mrs. Vetter to help in returns or exchanges.  Be careful about exchanging a clothing item that may have been worn and is now not saleable as a new item.  If the item appears fine offer first to exchange the item.  If the customer is not interested in an exchange, offer store credit (for example: a gift certificate will be issued in the amount of purchase—see Mrs. Vetter in this case).  
Community Service Events:

As part of the school store and the Marketing program you may be required to work a community service event.  It is a 2 hour event.  It could be a sporting event mobile selling stand, a staff in-service day, or during Parent Teacher conferences.  This assignment is worth 50 points.  If a parent says you cannot work one of these shifts your instructor will ask for a signed document from the parent and a phone call from your parent to discuss this issue.  If it is verified you cannot work a 2 hour shift any time this year, you will be required to complete a five page typed report on a topic selected by your instructor that requires you to include references so that you may earn the points.  
Professional Points:
Students will earn Professional points for activities they participate in for DECA, the store, or  the Marketing program. To participate in conferences for DECA, students need to be involved in DECA sponsored events. To go to the State Conference students need to earn at least 20 points for the year. Professional point opportunities will occur throughout the year and will be announced by your instructor. Examples of when you will earn points include things like:

· 1 point per hour for volunteer service with a max of 5 pts (trick or treat for cans, selling pancake tickets, conducting miracle minute, and working the prom dress sales event.

· 1 point for attending social events.

· 1 point for volunteer work in school store or mobile events 

· 1 pt for each professional dress day and 1 point for each t-shirt day. These days are as follows: 2nd Tuesday of each month is Business Dress Day 4th Tuesday of each month is DECA T-shirt Day
PROCEDURES:

Clock in for Your Shift on the Laptop:
As explained on page 4, your Login ID, which you use to access all school computers, will also be your employee ID and your drawer description on the POS is you shift.  Example:  John123  POS:  1MON4-1
Arrive to the store immediately.  The time between classes is the busiest.  You will assist with selling items immediately upon arrival.  Once the “rush” or bell has sounded, every student will clock in for his/her shift on the Attendance Computer (the laptop) located in the inventory room.  If you need to go to your locker/ the bathroom, etc., you may do so after the rush and as long as you have a coworker working the store with you.  You can get Mrs. Vetter to cover for a few minutes if you are alone.  Never leave the store Unattended!!!!!
If you forget to login on the attendance computer but you did work, you will be deducted 5 points for not logging in.  Do not log in and leave for the hour, if you do, you will receive a ZERO and an unexcused absence.  
MAKING CHANGE:
The cash drawer starts with $80.00 in cash at the beginning of the day.  The store cash box is obtained each day from the Finance office by the person working the 7:30 shift.  The 7:30 shift must count the start-up cash to verify the appropriate amount and report any discrepancies to Mrs. Vetter.    The box will contain the following amount of money and the store key.   
$20
in ten dollar bills
$25
in five-dollar bills

$25  
in one-dollar bills

$10
in quarters - one roll
If your change in the drawer runs short, ask Mrs. Vetter to take two or three $20.00 bills out of the till and go to the finance office to receive smaller bills.  Buy the appropriate dollar amount and place the money back in the till.  

PAYMENT TYPES ACCEPTED:
We accept five payment methods in the school store: cash, check, gift cards, Magi Money Markets, and credit cards where applicable.  To accept payment from a customer is to tender a sale.  
We do Not:

· We Accept all credit card payments
· We DO NOT “break” bills for customers.  In other words, we do not make change for customers that want change for their cash unless the customer is purchasing items in the school store. Send them to the finance office.
· We try not to take $100 bills for snack items.  If a student has a large bill to break, send them to Mrs. Schell in the finance office to get change.  WE DO NOT ACCEPT CANADIAN CURRENCY. 
Cash Payments:

Keep the cash drawer neat and orderly.  All bills should be face up with the bottom of the bill on the left side of the register tray.  Count customer change back to customers to ensure accurate change is given.  
· If a customer pays with a $50.00 bill or a $100 bill for clothing, this money must be given to Mrs. Vetter to retain the store safe.  It still must be counted in the till. 
CASHING CHECKS:

You must follow these guidelines when accepting personal checks:

· We ONLY take checks for purchases over $10.00

· We do not accept checks written in pencil 

· Checks may be written for the amount of purchase only

· We do not cash checks

· Checks made out to the school in advance may only be used if the full amount of the check will be applied to a purchase from the school store (i.e. no lunch money checks!); no change may be given for the balance of any check written for more than the purchase price.

· Checks are to be made out to the Magi Market or Minot High School
· Check for an ID.  Check the name and address.  If the information on the check is incorrect; make sure to write the correct address, and phone number if needed
· If you have any questions or concerns about checks, talk to Mrs. Vetter
GIFT CARDS 
Gift cards are a preloaded debit card in the amount of dollars purchased that allows the cardholder to use it for the purchase of goods or services in the school store.  Gift cards for the store are e-gift cards that are emailed to the purchaser with a barcode that can be scanned as a form of payment.
We do not give change on a gift card.  Any unused amount of the card will remain on the card until fully used.  If a student requests an account in the store, we do not have accounts.  However, you can offer them a e-gift card option for them to use for future purchases.
Credit Card Payments

All major credit cards or Debit Cards are accepted in the school store on sales that include the purchase of apparel, gift cards, or e-gift cards.  
Credit cards are all payment types made on credit by the customer.  These include: 

· All major credit cards

· All debit cards from banks

· Google Pay

· Apple pay

Note:  We do not accept Venmo

Selling Items to customers

Use the square iPad.  The system can be totally touchless as much as possible.  There are two POS systems in the store.  If two students are working, each will work one computer.   Do not change between the two computers.  If there is only one student, use one computer throughout the hour.  

Customer’s paying with credit card can use the Chip Reader.

If the card does not have a chip, the system will ask the customer to swipe their card instead.   Signature is not required for customer’s using a credit card.

When customers are purchasing any apparel or spirit items:

· Sell the items as normal using the bar code scanner

· Ask the customer if they want a bag and bag all clothing in the Magi Market Shopping Bags

· Take payment

· Ask if they want a receipt and let the customer enter in either cell number or email address to receive an e-receipt.  Verify you entered it into the system correctly and submit.  
· Advise customer of the refund/exchange policy – must have an e-receipt and tags on the items
Refunds/Exchanges on Apparel
Customers are allowed to exchange or return apparel as long as they have an e-receipt and the tags are still on the clothing.  When selling clothing or spirit items such as blankets, cups etc., make sure all customers receive a receipt.  This is required for a refund/exchange.   Students purchasing any snack items do not need a receipt.
Refunds Clothing/Spirit items:  

· If a customer requests to return/refund an item, you must get Mrs. Vetter to assist
· Customers may return apparel that has not been worn and the tags are still on them
· Customers must have an e-receipt.  Without an e-receipt, they cannot return merchandise

Exchanges: 
· If a customer requests to exchange one size for another, you must get Mrs. Vetter to assist
to ensure the inventory remains correct in the system. 
· Customers may exchange apparel that has not been worn and the tags are still on them
· Customer’s without an e-receipt can not return merchandise. 

· Students do not do refunds, you must get Mrs. Vetter to assist you

NEVER just swap out the item with a different size or item as the computer must be updated.  We do not exchange without updating the inventory in the Computer.

Employee Responsibilities:

STORE DUTIES
Everyone is responsible for helping customers, and completing the “Things to Do” list as developed for each day.  Follow job information found on page 3 of this handbook.
Employees (1st-year Marketing Students):

· Log into and Run Cash Register/Serve Customers/Sell/Monitor & Observe Customers—especially during lunch run (ALL employees should have the ability to run the register during each shift)

· Check in and Out of the Attendance Computer
· Complete the Daily Duties: Will be listed on the Duties Report Clipboard
· Balance Till  10 minutes prior to the end of the class period 

· Receive Inventory:  When merchandise arrives in the store (is delivered) you must count the number of boxes, and sign for the merchandise.  Use the packing slip, check off each item as you put it out.  If there is a discrepancy, see Mrs. Vetter immediately.
· Restock Inventory during every hour worked
· Responsible for maintaining the cleanliness and organization of the store – straighten clothing, clean the till area, employee area, and display cases hourly for cleanliness

· At the end of hour, if 2 employees are working, only one will remain until the next shift arrives.
Store Manager/Management Duties:

Management Students will assume some/all of the employee duties listed above as well as serve some of the following:
· Report unacceptable employee behaviors

· Input incoming inventory or add new merchandise to POS system

· Release employees at the end of the hour

· Advise Instructor to order merchandise for the following vendors weekly:
· Coca Cola Order Form

· Pepsi Order Form

· Food Service of America Order Form

· Sam’s and Walmart
· Marketing Promo Duties
· Morning announcement (different one to be displayed each week in the announcements)

· Posters or Banners to be hung in the locker bays and store entrance (change each month).  Posters displayed in the locker bays need to have office approval

· Newsletter for the newspaper – must have an article about the Magi Market. 

· Bulletin Board and Display in the marketing room outside classroom door and school store entrance. (must be changed each week)

· Your main goal is to create an “awareness of the school store”

· Identify the goals of your 9 weeks promotional plan

· Each 9 weeks this committee must come up with 2 types of promotional idea (contest, special event, etc.), publicize it, and implement it.
· Must create displays and decorate when necessary (school activities, holidays
· Change mannequins and other displays in the school store
· Check inventory on the computer to be sure we are still in line with what we have
COVID – 19 Rules and Changes that apply:

Store Procedures:
· Doors must be propped open at all times so no touch is needed

· Plexiglass shield is provided for employee protection

· Each employee working should wear their mask or shield while working the store.
· Counter top (top of display case) and employee table must be cleaned at the end of each hour

· Clean Registers:
· If two students working – each should use and stay on the same computer for the hour Two registers are provided

· Use the contactless chip reader as much as possible to take payment
· No signature required - No cleaning necessary as it is touchless.  
· If a student is required to sign on the Ipad, clean screen after each use

· All customers purchasing clothing or spirit items must have an e-receipt, either emailed or texted.  You must get the information from the customer and enter the details for the receipt.  If you let the customer do it, you must clean the IPAD

· The Ipad must be cleaned at the end of your shift
· Gloves - Nothing in the store will be self-serve.  Student employees will be required to get product for students.  

· Students must wear gloves during their shift and dispose of them at the end of the hour.

· When preparing cookies, slushes, coffee, gloves must be worn

· Curbside Check-in is being provided to customers.  Students will be required to take calls, get orders ready, and deliver packages curbside.  The process is as follows: 
Curbside Pickup
· Customers will arrive at door #1 and will call the school store

· Ask the last name of the customer

· Ask the color, make and model of customer vehicle
· get the delivery hall pass

· get order and deliver to customer through door #1
· Give items to customer

· Have customer sign the receipt

· Show hall pass to attendance  - she will buzz students back into school
· Access the orders screen on the Ipad – find the order and mark complete
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Curbside Delivery Hall Pass
Curbside Pickup form:

	Order #
	Last Name
	Date
	Customer Printed name
	Signature
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