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Bar Staff Handbook 
Thank you for volunteering to manage the Bulging Sack Takeaway Service 

Paperwork 

When you arrive, complete the check list and sign to confirm you are aware of your role and 

responsibilities. If for any reason you are unable to make your shift, or will be late, please contact 

one of the Duty Managers. 

 

The Bulging Sack Lead Contact Details 

Duty Manager Glyn Townsend 07824 623583 

Duty Manager David Harper 0751 528 5200 

Duty Manager Robin Smith 0796 675 6743 

 

About The (Takeaway) Bulging Sack 

This is a takeaway service run by the Burghfield Santas at Bahgecha. 

For more details, see https://burghfieldsantas.org.uk/the-takeaway-bulging-sack. We encourage 

customers to order in advance, but we will accept orders at the bar, subject to availability. 

  

https://www.bahgecha.com/
https://burghfieldsantas.org.uk/the-takeaway-bulging-sack
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Covid-19 Special Precautions 

1. If you or any member of your household has symptoms of Covid-19 let us know and don’t 

attend your shift. 

2. On arrival please sanitise your hands. As a general rule, all staff should: 

a. sanitise their hands or change their disposable gloves at least every 30 minutes 

whether during setup, opening hours or breakdown 

b. maintain a 2m gap (or 1m whilst using PPE ) with anyone outside your household 

c. avoid passing unsanitised objects back and forth (eg glasses, phones, bottles) 

d. go to a quiet area if you need to cough or sneeze 

e. inform the duty manager if they develop any COVID-19 symptoms during or in the 

14 days after the event 

3. Please note the following: 

a. You will be issued with a Face Shield and gloves which you should wear at all 

times. Facemasks will also be provided and are optional. 

4. Serving procedure: 

a. Consider any bottle the customer gives you, the beer taps and the payment 

machine “dirty” - your mobile device (for reading pre-orders & marking them 

complete) should be considered “clean” 

b. Sanitise hands regularly, including between serving each customer especially if you 

need to touch your mobile device to view an order. 

c. Check customer’s order on your device [sanitised hands/gloves] matches what 

they ask for. If it doesn’t or they haven’t pre-ordered, guide them through 

ordering what is missing 

d. Full-fill the order 

e. Take payment 

f. Sanitise your hands 

g. Mark the order in the online system as completed 

h. Serve the next customer 
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Bar Instructions 

1. Wash your hands before your shift and observe good hygiene practices 

2. Follow safe manual handling practices if required to move any kess or other items. 

3. Alcohol can only be sold to people 18 or over. We operate a Challenge 25 policy. Anyone 

who you think is under the age of 25 should be asked for photographic ID. This should 

normally be either a driving license, passport or a photographic identity card bearing the 

PASS hologram. 

4. It is illegal to serve anyone who is drunk or incapable, or anyone under the age of 18. Do 

not serve them and report them to the Duty Manager. 

5. In the event of any threatening or abusive behavior withdraw from the situation and inform 

the Duty Manager immediately. 

6. Ask the customer for a copy of his order or look-up order on the app (See Step 11) If they 

have not ordered the customer should place an order at http://burghfieldsantas.org.uk/beer 

by scanning the QR code on the price list. Alternatively, you can place an order on their 

behalf. 

7. Sales can be made by card only for the price specified on the customer’s order form 

8. Sales are take-way only 

9. Beer is only to dispensed into plastic 2L fizzy drinks bottles. These are available for purchase 

or can be provided by the customer.  

10. Always fill bottes by following the procedure below. Failure to do so will result in a beer 

shower! 

 

Step Tap Valve 

1. Ensure Tap and Valve are set correctly OFF CLOSED 

2. Clamp bottle to tap OFF CLOSED 

3. Fill bottle with gas (5-10 seconds) GAS CLOSED 

4. Fill Bottle with beer. Control flow with valve to 
minimise foam 

BEER OPEN SLOWLY 

5.. De-pressurize until bottle is soft OFF OPEN   

6. Remove bottle and seal with cap OFF  CLOSED 

  

See demo video at https://burghfieldsantas.org.uk/staff-training . Note that other Pegas taps work 

slightly differently, so only follow this video and the instructions above. 

11. Mark the order as complete. To do this 

a. Login at 

i. URL:  https://burghfieldsantas.org.uk/orders  

ii. Username: Bar 

iii. Password: (As advised) 

b. Locate customer’s order in the list 

c. Open order to check details 

d. Change order status to ‘Completed’. Remember to click ‘Update’ at the bottom. 

(See demo video at https://burghfieldsantas.org.uk/staff-training) 

http://burghfieldsantas.org.uk/beer
https://burghfieldsantas.org.uk/staff-training
https://burghfieldsantas.org.uk/orders
https://burghfieldsantas.org.uk/staff-training
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The Bulging Sack Policy 

1) No smoking except in designated areas. 

2) No anti-social behaviour. 

3) No knives or weapons. 

4) We reserve the right not to serve alcohol if you are drunk. 

5) No illegal drugs. 

6) Volunteers should be treated with respect at all times. 

The Bulging Sack Emergency Plan 

At the start of their shift to ensure you are familiar with the emergency exits and locations of the fire 

extinguishers. 

In the event of a fire, turn gas off, close cellar door and leave by the emergency exit. 

 


