Ann St Presbyterian Church Committee of Management

Checklist for Morning Teas

One person on the duty roster for morning tea is in charge and responsible to make sure that all persons are available for duty and all duties are performed.  This person’s name is indicated by {C}. 

Before the Service (preferably start by 9:00am)

· Bring 3 litres of milk (enough for approx 60 people.)  There may be more on the morning of Assembly week in July.

· The serving tables should be in place already. Put up 6 more tables, three by the windows, three in centre of hall.

· Put tablecloths on. (These are in the kitchen cupboard.)

· Put some chairs around window tables.

· Put out on serving tables:

· approx. 60 cups and saucers, 

· 2 sugar basins, 

· 2 bowls of instant coffee, 

· teaspoons,

· sea-grass mats for teapots and hot water.

· Fill urn and turn on – set the temperature to boiling.

After the Service

· Put out any food for the morning tea that was left in the kitchen, and adjust distribution of food on the tables if necessary.

· Make sure water is boiling.

· Make two pots of tea, using a small cup to measure ½ cup of tea for each pot.

· Put 2 pots of tea and 2 of hot water out on the serving tables.

· To avoid scalding accidents when serving, ask people to put their cups on the table for filling.

· Clear away used crockery, wash up and put away. (Normally there is plenty of assistance volunteered for this.)

· Store table and chairs away.

· Close windows.

· Tidy kitchen.

· Sweep hall and kitchen.

· Make sure appliances, fans and lights are turned off.

