ST JOHN’S HOSPITALITY MINISTRY
Hospitality following 10:15 service in 2024:  Time commitment:  9:45 a.m. to 12:15 approximately.   There are now two tables for hospitality.
The trolley is used to transport everything to the Nave by the steps.  The coffee, tea and juice plus the donation jar are placed on the table along the ramp.  The goodies and napkins are placed on the table by the steps.  
Bring 4 to 5 doz. goodies.   Coordinator provides 1 litre of 5% coffee creamer and make sure there is juice.  
The 42 cup coffee percolator is in the lower cupboard to the right of the stove.  Some compostable cups are also there.
The white kettle to boil water for tea is in the lower cupboard to the left of the stove.
More napkins plus paper plates for goodies are in the cupboard to the right of the Hospitality cupboard.  
Before the service in the Parish Hall kitchen
The following are in the cupboard labelled HOSPITALITY, the upper cupboard immediately to the right of the stove, and should be placed on the trolley:  
· a bowl with sugar packets
· a bowl with artificial sugar packets 
· basket with tea bags 
· cup with stir sticks 
· donation jar filled with $5 bill, 2 toonies and 2 loonies from envelope (found under the jar) to encourage donations)
· at least one package (50 cups) of paper cups
Once baskets and/or plates of goodies have been prepared, place these on the trolley.

Also in the cupboard are the ground coffee and water pitcher.  Fill the 42 cup percolator with water and use 3.5 cups of ground coffee and plug in to the wall plug to the left of the stove.  Make sure you can hear it working.  Fill the water pitcher and put in the fridge.   Fill the water kettle and plug into stove plug to boil.  After the service, restart to boil again.

Juice and coffee creamer are in the fridge door. 
Two table cloths are in the bottom drawer by the sink.
Before service in the Nave:  Set up the two tables with table cloths.  Move the green compost bin (take lid off) from Parish Hall to the end of the table by the ramp.  
Leave service at the beginning of the last hymn.  
In kitchen, turn on kettle to bring water to a boil again.  Add the coffee percolator, cream, water and juice to the trolley and roll down the ramp (lift slightly over raised bits of floor).  Push the clergy chairs into the Nave.  Move the coffee percolator, creamer, tea bags, sugar, donation jar, water, juice, and paper cups to the table by the ramp.  Remove tops on juice.  Return to the kitchen to pick up the boiled water kettle for tea and put on table.
Put the goodies and napkins on the second table.  Give away left over goodies before returning to kitchen or deliver to The Well or take home.  Don’t leave in fridge or freezer.


Tidying up
After church gathering ends, wipe the tablecloths with a damp cloth.  Load trolley and roll trolley back to the Parish Hall kitchen and return sugar, napkins, water pitcher, etc. to Hospitality cupboard, and left over juice and cream to fridge door.  Put table cloths away in kitchen drawer, and return compost bin to Parish Hall. Empty coffee grains into the compost bin and wash the percolator.  Put percolator back in lower cupboard with paper cups.  
Leave $5 bill, 2 toonies and 2 loonies in the envelope under the jar.  Reimburse yourself for expenses and put any remaining money in an envelope (stored at the side of the hospitality cupboard) and deliver the sealed envelope to Peggy Lister or put in the slot in the wall of the volunteer office.
