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GENERAL CLERK PROCEDURES 

 

 

Swipe in 

 
Swipe ins must occur within the seven minutes prior to scheduled start time (ex. for an 

8:00PM schedule start, swipe ins must occur sometime between 7:53PM and 8:00PM).  

Swipe in procedure is as follows: press the GREEN “IN” button, swipe badge with 

barcode facing left, verify that all employee information on the following screen is 

correct and press the “ENTER” button.  If the swipe in procedure is performed correctly, 

the clock will read “clock in complete.” 

 

Sign in 

 
Prior to the start of each shift, all clerks must check in at the High Limit Podium by 

printing their actual start time on the daily sign in sheet.  At the conclusion of each shift, 

clerks must print their time out and total hours worked and initial the sign in sheet. 

 

Swipe out 

 
Swipe outs must occur within the seven minutes following the end of a shift.  Swipe out 

procedure is as follows: press the RED “OUT” button, swipe badge with barcode facing 

left, verify that all information regarding hours worked is correct and press the “ENTER” 

button.  If the swipe out procedure is performed correctly, the clock will read, “clock out 

complete.”  If an employee does NOT agree with the information presented in the 

verification screen s/he must contact a supervisor. 
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CHIP RUNNER PROCEDURES 

 

 

Lammer check out 

 
Prior to the start of a shift, all chip runners must check out a set of lammers.  A complete 

set consists of the following: 1000 (quantity 8), 500 (2), 100 (8), 50 (2), 20 (4), 10 (1), 5 

(2).  Only complete lammer sets will be checked out.  Lammer check out will take place 

at the High Limit Podium and will be noted on the sign in sheet.  At the conclusion of a 

shift, complete Lammer sets may be turned over to incoming chip runners (this 

transaction must be noted on the sign in sheet) or turned in to a supervisor.      

 

Chip-for-cash / chip-for-chip exchanges pt. I (at the table) 

 
The primary responsibility of a chip runner is to facilitate the flow of the game by 

providing chip-for-cash and chip-for-chip transactions for new and existing players.  

Typically, the dealer will call out “player‟s checks” “chips” or “chip runner” when a 

chip-for-cash or chip-for-chip transaction is required. 

 

When accepting cash from a player, turn all bills face down and count them in the 

presence of the player (preferably by placing the bills on the table one at a time).  When 

accepting chips from a player, make sure the chip(s) are counted in the presence of the 

player (preferably by spreading them out on the table).  After verifying the exchange 

amount, place lammers representing that amount in front of the player and verbalize the 

amount to the dealer using the phrase “_____ behind” (ex. a player buys in for $500 – 

count the money, place one 500 lammer in front of the player and say, “500 behind”).  

Note: to avoid potential problems within the game, it is vital that the dealer recognizes 

the nature of all cash and chip transactions that take place at their table. 

 

Along with verifying the proper amount of chips to be bought, chip runners must verify 

the proper denomination of chips required.  Typically, either the player or dealer will 

announce the proper amount and denomination (ex. “$400 red”).  If the player or dealer 

does not verbalize the denomination, it is the chip runner‟s responsibility to ask the 

player his/her preferred denomination.  Note: as a general rule of thumb, avoid 

committing more than one full rack of any one denomination to a single player (ex. when 

a $5-$10 No Limit Hold „Em player requests $1000 in chips, instead of bringing them 

$1000 in red $5 chips, bring them $500 in red and $500 in green $25 chips).  This 

practice will help avoid chip denomination shortages in the cage (notable exceptions to 

this general rule include the $20 - $40 Limit Hold „Em game in which players will use $5 

chips exclusively, and the $75 - $150 Omaha 8 or Better game in which players will use 

$25 chips exclusively). 

 

Under no circumstances will a Chip Runner be allowed to provide a cash-for-chip 

transaction.  Cashing players out is the sole responsibility of Cage Cashiers. 
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CHIP RUNNER PROCEDURES 

 

 

Chip-for-cash exchanges of $5,000 or more 

 
When a player requests chips for cash in an amount of $5,000 or more you must collect 

the players identification (drivers license or passport) and TR card, bring the 

aforementioned identification and TR card to the supervisor at the High Limit Podium, 

and be able to tell the supervisor exactly which player is requesting the transaction (i.e. 

know the table number and seat number of the player making the chip buy). At this point 

the supervisor will fill out an “MTL”, or multiple transaction log, to record the purchase. 

If the player asks why you need their information refer them to a supervisor. 

 

Note that an MTL does not need to be filled out by a supervisor when a player is 

exchanging chips for chips. However, you should still bring transactions of $5,000 or 

more to the attention of a supervisor. 

 

Chip-for-cash / chip-for-chip exchanges pt. II (at the cage) 
 

After determining the proper amount and denomination of chips required for a player, a 

chip purchase must be made at one of the Live Action Cage‟s designated employee 

windows.  At the window, verbalize the proper amount and denomination required and 

hand the cashier all monies collected for the specific transaction.  Before leaving the 

cashier window, verify that all aspects of the purchase are correct.  If there is a 

discrepancy between the amount requested and the amount presented to the Cage 

Cashier, it is the Chip Runner‟s responsibility to return to the table and verify the player 

request.  If such a discrepancy is verified by the player, a supervisor is to be notified. 

 

Dropping off chips 

 
A chip run is completed when all purchased chips have been dropped off at the table to 

the appropriate player and all lammers have been retrieved.  Purchased chips must be 

placed in front of a player and may be presented either in or out of a chip tray.  If chips 

are presented to the player in a chip tray, it is the responsibility of the chip runner to wait 

for the player to remove the chips from the tray.  Once a player has removed all chips 

from a chip tray, it is the chip runner‟s responsibility to remove the emptied tray and 

return it to an appropriate storage space.   

 

Fills 
 

When a dealer‟s table bank is running low on chips necessary to properly make change / 

take a house drop s/he will call for a “fill.”  A fill is a chip purchase made by a dealer.  

Fills are to be performed between hands and are to be non-intrusive to the game.  As with 

a standard chip purchase, lammers are to be used as markers to represent the total amount 
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of chips purchased during a fill.  Drop offs for fills are to be placed in front of the dealer 

in-between hands.    

 

Brushing 
 

When not performing chip runs or fills, Chip Runners are responsible for helping to 

maintain the general cleanliness of the poker room or “brushing.”  Brushing duties 

include but are not limited to picking up seat cards and returning them to the appropriate 

podium (white dotted seat card = “No Limit Board”, plain seat card = “Middle Limit 

Board”) picking up trash from the tables and floor, picking up empty racks and returning 

them to an appropriate storage space, straightening chairs and setting up decks.  
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BOARD OPERATOR PROCEDURES 

 

 

Boards and lists 

 
All players wishing to play in a WSOP cash game must be assigned to a seat by a board 

operator or supervisor.  If all seats in a particular game are full, a player wishing to play 

that game must put his/her name on a list.  There will be three boards providing three 

different types/sizes of games (“$2-$5 / $5-$10 No Limit,” “Middle Limit” and “High 

Limit”).  Each board will be divided up into subsections with headings indicating size 

and type of game.  Below each heading will be table numbers representing those tables 

currently spreading that particular game.     
 

Signing up players 

 
Potential players will give their initials and indicate which games they would like to play.  

Board Operators will then place those initials at the bottom of all corresponding lists.  If a 

player requests a game that is not offered at that board but is offered at another board, 

s/he is to be directed to the appropriate board.  If a player requests a game not offered on 

any board, a new list may be started for that game.  All new additions to a list will be 

placed at the bottom of said list with the exception of Harrah‟s Seven Star players who 

are awarded the privilege of taking a place at the top of any list. 

 

Filling seats 

 
For each seat at a WSOP live action game there will be a corresponding seat card.  When 

players leave existing games the seat card for the resulting empty seat will be brought to 

the appropriate podium by a chip runner or supervisor.  The Board Operator must then 

determine the type and size of game from which the seat card was taken and attempt to 

fill the empty seat with a player from the appropriate list.  Players from the list are to be 

called from top to bottom.  Players will be given two calls (ex. “JP your $100-$200 Limit 

Hold „Em game is available,” and if no response “last call for JP, $100-$200 Limit Hold 

„Em).  If, after the second call, the top player from the list does not respond, the second 

set of initials on the list will be called, and so forth until the seat is filled. 

 

When multiple tables are spreading the same type and size of game and multiple seats are 

available, new players should be directed to the table with the fewest existing players.  

When possible, board operators should also consider the number of players away from 

the table (bathroom breaks, eating, etc.) when directing new players to a table (ex. Table 

132 has seven existing players but one is away from the table eating dinner and table 154 

has seven existing players all of whom are currently at the table, in this scenario, it is 

considered a common courtesy to place a the new player at Table 132).     
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BOARD OPERATOR PROCEDURES 

 
 

Table changes 

 
If multiple tables of the same type and size of game exist and a player would like to 

transfer from one table to another, they may do so, so long as the table they are leaving 

will not be left with fewer players than the table they enter.  If there are no open seats at 

other games of the same type and size a player may put his/her initials on the table 

change list.  Players wishing to change tables will get their initials at the top of the list for 

that particular game with a corresponding annotation indicating the nature of the change 

(ex. AFR 143  Any, meaning player AFR would like to go from table 143 to any other 

table spreading that particular game, in this scenario, the next available seat at a game of 

that size and type would go to AFR and the resulting open seat at table 143 would go to 

the player below AFR who had previously been at the top of the list.).   

 

Must move lists 

 
To protect an existing game, a forced move may be invoked when an additional game of 

the same size and type is started.  The must move list is maintained in the same order as 

the original waiting list (i.e. if a player was first on the waiting list to get into the $20-$40 

Limit game on Table 176 and they join a new “must move” game on Table 165, that 

player will be forced to move from 165 to 176 as soon as a seat is available).  Therefore, 

two lists will exist for the same game type/size game, one to get onto the new table and 

another for the players on the new table to be moved into the long-standing table.    

 

Starting / breaking games 

 
While Supervisors will eventually make the decisions to open or close tables, Board 

Operators must maintain awareness and keep supervisors abreast of the potential to start 

or break games.  As a general rule of thumb when determining whether or not to start a 

new game, mentally subtract the number of players that it would take to start a game 

from the existing list then count the number of tables of that game that would exist if you 

did start a new game, if the number of players left on the list would exceed the total 

number of tables, then starting a new game would be appropriate (ex. 15 players on the 

list and four existing tables, if you start a new nine-handed game you will still have six 

players on the list waiting to sit at one of five tables).  Breaking tables is simply a matter 

of having enough existing seats at other tables of the same game to accommodate the 

players from the broken table. The decision to start and break games should always be 

made by a supervisor unless you have been instructed otherwise. 
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Brushing 

 
When not performing the above duties, Board Operators are responsible for brush duties 

including but not limited to sorting seat cards, cleaning the boards, assisting in the set up 

and breakdown of tables and generally maintaining a tidy workplace. 
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DISCIPLINE 

 

 

Attendance 

 
The attendance policy is based on a 2-point system.  Points are accumulated when an 

employee is late and/or is absent from work.  Employees who fail to follow proper call-in 

procedures will be disciplined for job performance. A total of 2 points results in 

Separation of Employment.  

 

Absence = 1 point.  Tardy = ½ point.  

 

There are two steps of progressive discipline for attendance:  

1.  Written Warning (1pt)  

2.  Termination (2pts) 

 

Cash variance 

 
All variances will be documented and discipline will be administered as follows. 

 

First variance $100-$499 = Written Warning 

Second variance $100-$499 = Final Written Warning                

Third variance $100-$499 = Termination 

  

Any single variance or cumulative of $500 or more = Termination 

 

Procedure / performance 
 

Progressive discipline will also be administered for failure to comply with the guidelines 

for procedures and/or meet with the standards of performance outlined here and within 

the Harrah‟s employee handbook.  A first offense will result in a written warning.  A 

second offense will result in a final written warning.  A third offense will result in 

termination. 


