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Kitchen prep          PAGE ONE OF TWO 

Two people are required for this role. Kitchen prep necessitates an early arrival to set up tables, 
break out the snacks, and strike up the venerable coffee percolator so that the congregation may 
enjoy refreshments after the service. 
 
 WHAT TO DO WHERE TO FIND THINGS 

  
1.  Arrive at 9:15. Hall lights are beside entry to  
 kitchen, and kitchen lights are adjacent kitchen 
 door.  

Tables are in the storage room across the hall 
from the kitchen, closest to the Youth room.  
Chairs are stacked in the hall area. 

2.  Position the food & drinks table (only use 2 if    
    necessary) in the middle of the hall between the   
    hardwood floor and carpet Dress with a table  
    cloth. 

Tablecloths are in the Pantry on hangers 
adjacent the food storage bins. 

3.  Set up two round tables with chairs. Dress with a 
 table cloth. On one table place the Table Talk    
 sign.  

Table Talk sign is on the server counter. 

4. Make tea:  Boil water in 2 kettles.  
    Use a large tray to display the teas available.       
   Trays are in the tray rack between the drawers.  

Tea is in the cupboard above the phone. 
If 2 kettles are not on the counters, they          
should be found in the Pantry. Can use carafes 
for hot water. 

5.  Set out mugs. Obtain 2 trays from tray rack  
 below the phone. Set out all the small white  
 mugs plus others.  

Mugs are in the cupboard above phone. 

6.  Put out spoons on the food & drinks table. Place 
 about 25 into 2 mugs. Put out a couple of small 
 bowls (in cupboard above sink) for dirty  
 spoons. 

Spoons are in labeled drawer to right of 3-
bowl sink (below tea carafes). 

7.  Put out plastic juice cups on the food & drinks  
 table. Place about 12 on table. 

Plastic juice cups are in cupboard above 3-
bowl sink. 

8. Put 2 sugar bowls and 2 sweetener bowls on the 
 food & drinks table, one at either end. 

Sugar bowls and sweeteners are in the same 
cupboard as the teas. 

9.  Put out a dozen or so serviettes on the food &  
 drinks table. 

Serviettes are usually found in the middle 
drawer on the right side or look in the 
shelving unit in the Pantry. 

10. Prepare 2 cream and 2 milk pitchers and  
  keep in fridge until ready to serve. 

Pitchers for cream and milk are in the 
cupboard with the sugar and tea, or they may 
be in the fridge. 

11. Half-fill 2 pitchers with apple/fruit juice.  
  Leave in fridge until ready to serve. 

Juice pitcher is on a shelf in the Pantry  or 
check in the refrigerator.  

12. Cookies: regular cookies go on a plate but don't   Cookies are in the freezer or on the shelf in 
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      put them on the main table until after the  
 service. Gluten-free cookies go on a plate on the 
 server counter with the sign that identifies  
 them as such. Limit the quantity that is   
 dispensed. These babies are expensive! 

the back room. 
Gluten-free cookies are on the shelf in the 
back room, possibly aside from other supplies. 

13. Find carrots, apples or other healthy snacks.  
     Prepare food as necessary (core & cut apples,  
 for example). Put out on table just before coffee 
 hour.  

Look for baby carrots, apples or other healthy 
snacks in fridge or on shelves.  

14. Make coffee. Fill urn with cold water (40 - 50    
      cup mark), add 3.5 cups of ground coffee.    
      If coffee beans are provided, grind the beans. 
  Plug in the urn at the counter and set up to               
  brew. Add drip catcher to spout. 
  The coffee takes less than an hour to brew so  
  the last thing to do before departing upstairs is 
  to start the brew process. 

Coffee is on the shelf or in the freezer.  
Look for ground or whole beans. 
The urn is stored on the floor in the Pantry.  
The coffee bean grinder is in the Pantry. 
 
 

Note that on occasion there is special food to put 
out such as a cake. You may assist others in 
obtaining cutlery, serving utensils, putting out 
plates or setting up a special table.  

Dishcloths and dishtowels are in drawer below 
phone marked UFP. 

15. Depart from the service a few minutes early to 
     prep for serving (one person only). Take out  
 milk, cream and juice and place on food & drinks 
 table. 

There is a waste can and a compost bin in the 
kitchen. Inside the furnace room there are 2 
large blue bins, one for paper and the other 
for plastic. 

  

  

 Please be reminded to wash your hands frequently when handling food. 


