COFFEE HOUR HOSTESSES/HOSTS RESPONSIBILITIES

Prior to your coffee hour

· Coordinate food items with fellow Hostesses/Hosts

· There are approximately 40 children and 100 adults each week. 

· Each hostess/host should contribute 1 quart milk or cream for coffee AND cream cheese, butter or jelly

· Contact someone on the list to swap if you cannot serve on the date assigned to you

· Please mark changes on the master list, which is posted on the walk-in refrigerator 

Coffee Hour Set-Up (plan to arrive 30 min BEFORE liturgy starts)

· Make coffee and hot water for tea/hot chocolate** Directions are posted in the kitchen.

· TWO 50-cup pots of regular coffee

· One 40-cup pot of decaffeinated coffee

· Open coffee cans are in the refrigerator

· Coffee is stored in the storage room at the back of the social hall

· One small pot of hot water

· BE SURE TO TURN SWITCHES TO THE “ON” POSITION!

· Prepare donuts/bagels

· Slice bagels and place on serving trays

· Cut donuts and place on serving trays

· Cover bagel and donut trays with plastic wrap

· Prepare food tables 

· Cover tables with plastic

· Place food on tables 

· Place napkins and donation baskets on tables

· Prepare coffee and tea service

· Place stirrers, sugar, sugar substitute, cream/creamer and donation basket on plastic trays near coffee

· Place tea bags and hot chocolate mix on a tray or basket near the pot of hot water

Coffee Hour

· Serve coffee and juice

· Open juice is in the refrigerator; additional juice is stored in the storage room

Clean-Up

· Clean kitchen counters and social hall tables

· Wash, dry and put away all dishes

· Sweep kitchen and social hall floors

· Take trash out to dumpster and put clean bags into trash cans

· Place glass, plastic and metal recyclables into blue recycle bin outside kitchen door

· Take home and launder towels and aprons that you have used; return the next week

· Take home all left over milk, cream and food items

· Turn-off lights and lock doors upon exit

