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1. Purpose 

This procedure is to be accepted and observed by all members, staff and volunteers within 
Four Pillars. Breaches of the procedure may be regarded as gross misconduct. 
 

2. Ownership 

This is the Slushie Machine Procedure of Four Pillars. The ownership of this procedure is to 
that of the Four Pillars board of trustees, who discharges its implementation to the 
management of Four Pillars. The management may discharge duties to a nominated 
member of staff or volunteer. 
 

3. Statement of procedure 

Our procedure is to provide guidance on appropriate use and cleaning to employees, 
volunteers and service users. We also accept responsibility for all other people who may be 
affected by our activities. 
 

4. Starting the Slushie Machine 

4.1 Plug the Unit in at the socket (If unplugged) 
4.2 Press the on/off switch at the back of the unit. The switch is on when the side with the 

line is pressed down.  
4.3 Open the cover on the top of the vessel 
4.4 Add 1 part (100ml) syrup and 5 parts (500ml) fresh water into the easy-fill port and close 

the cover  
4.4.1 Ensure liquid is above minimal level 
4.4.2 Ensure liquid is below max fill level 
4.5 Press the power button on the front panel to turn on the unit.  
4.6 Choose the “slush” preset on the front panel and adjust temperature to required setting if 

necessary   
4.7 Unit will beep and LEDs will remain solid once frozen drink reaches correct temperature  
 

5. Serving Refreshments 

5.1 Place plastic disposable cup on the drip tray under the handle.  
5.2 To dispense, slowly pull the handle toward you.  
5.3 To stop, release the handle back into place. Keep the unit running while dispensing.  
5.4 Place lid on top and insert a “smoothie straw”  
5.5 Ensure enough slushie remains in the machine, top up as needed using ratio in 4.4 

 

6. End of day.  

6.1 The Slushie in the machine does not need to be removed at the end of every day.  
6.1.1 The exception to this is if the device is not going to be used the following day (i.e. 

Saturday) 
6.1.2 However, if the machine is near empty by the end of the day, use this procedure to 

rinse then clean the system. 
6.2 If slushie remains in the machine:  
6.3 Press “slush” button followed by power button on the front panel and then the power 

switch on the back of the unit 
6.4 Leave slushie to defrost  

 

7. Rinse Cycle   

7.1 Dispense any remaining slushie.  
7.2 Stop the current preset by pressing the preset button that is currently running (i.e. slush).  
7.3 Press the RINSE button.  
7.4 Add warm water up to the vessel’s max full line 1890ml.  
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7.5 Place jug under the handle and slowly dispense the water from the unit soon after filling.  
7.6 Stop the rinse cycle by pressing the RINSE button again.  
7.7 Repeat until frozen drink is rinsed off the evaporator.  
7.8 Press the power button to turn the unit off.  
7.9 After using the rinse cycle, wash all parts by hand or in a dishwasher to fully clean the 

unit after each use.  
 

8. Disassembly & Cleaning  

8.1 Unlock the bail handle by pulling forward and removing the vessel by gently pulling it off 
the unit.  

8.1.1 Ensure the vessel is tipped down to prevent remaining liquid from spilling out the 
back of the vessel. Set it aside.  

8.2 Slide the auger off the evaporator. Set it aside.  
8.3 Gently slide the condensation catch out of the unit, since there may be residual liquid in 

the condensation catch. Set it aside.  
8.4 Wipe down unit underneath the evaporator with a sanitized or warm damp cloth  
8.5 If needed, remove the drip tray and/or spout shroud.  
8.6 Hand-wash all parts in warm soapy water or use a dishwasher.  
8.7 Wipe down the motor base and evaporator with a sanitized or warm damp cloth  
8.8 Allow all parts to dry thoroughly before reassembling and/or storing the unit.  
 

9. Responsibilities 

Overall and final responsibility for Slushie Machine Procedure is shared collectively by the 
trustees. 
 
The trustees delegate the responsibility of following this procedure to the management team. 
 
The management will: 

• Arrange for the implementation of this procedure in consultation with staff and 
volunteers 

• Arrange for the adequate instruction and training of staff and volunteers in all matters 
related to this procedure 

• Arrange for the contents of this procedure to be known to all staff and volunteers 
 
The staff and volunteers of Four Pillars have a duty to: 

• Follow this procedure 

• Co-operate with the management to ensure that the requirements of relevant 
statutory provisions are complied with 

• Report potential or actual hazards as soon as possible 
 

10. Risk Assessment 

The trustees will ensure that all risk assessments are undertaken for any part of the charity’s 
activities to which they are applicable, copies of these risk assessments are available upon 
written request. 

 

11. Premises 

The management team will ensure that for all premises used by Four Pillars whether owned, 
leased or rented are: 

• Health and safety compliant 

• A full risk assessment has been completed 

• Insurances are in place and displayed 

• Fences are erect and secure at all times, if applicable 
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• Gates are manned at all times, if applicable 

• Any potential danger is reported to the management 
 

12. Reports 

The delegated manager/person in charge at each event shall be responsible for making any 
necessary reports relating to this procedure or ensuring that others make such reports. 
 

13. Procedure Development 

The trustees shall endeavour to progressively develop the charity’s procedure on the Slushie 
Machine use in response to risks and hazards identified. Specific procedures and policies so 
developed shall be appended to this document and form part of the charity’s statement on 
reporting appropriate use and cleaning of the machine. 
 

14. Review 

The effectiveness of this procedure will be reviewed annually by a member of the Four 
Pillars board of trustees. If appropriate, action will be taken as necessary to update our 
procedure to ensure effective delivery on the objectives laid out at the start of this document. 


