WEST COAST WRITERS’ CIRCLE  ~  TEA DUTY GUIDELINES
Thank you for assisting the West Coast Writers’ Circle in this area.

We appreciate you!

You should have the purple bag containing: 

· Biscuit plate

· Coffee

· Normal teabags

· Rooibos teabags

· Sugar 

· Sweetener tablets
· Biscuit tin

In a separate plastic bag:

· Dishwasher liquid

· 3 x tea towels

· A scourer sponge

· 2 x blue wash cloths
Each month before the meeting you will need to purchase:
· 3 x boxes/packets biscuits – medium range (not cheapest or most expensive)

· 1 x box/packet of savoury biscuits

· 1 litre milk

· Any other supplies as needed – tea, coffee, sugar etc.

· Don’t buy coffee or sugar in bulk. Coffee tends to go sticky or hard, sugar gets lumpy from damp teaspoons etc. In both cases they end up being thrown away. Usually, a 125 gm tin of Ricoffy (or small refill bag) and a 500 gm bag of sugar are sufficient for a couple of months. Use your discretion.
· If you wish to receive a float for this purpose, consult with the relevant co-ordinator, or alternatively, provide the till slip to the relevant co-ordinator to be reimbursed.
Your Duties:  Before the meeting
1. Arrive by about 09:10.
2. Ensure the trolley with urn, cups, etc. is in the meeting room. If it isn’t, advise the Library staff urgently.

3. Switch on the urn to bring it to the boil, then turn down once it is boiling.

4. Ensure there is a large table beside the urn for serving tea.

5. Set out cups, saucers and teaspoons on the large table.

6. Fill biscuit plate with a selection of biscuits available. Use separate plate for savouries.
7. Set out tea, coffee, sugar, sweeteners and biscuits on large table in logical progression after cups but before one reaches the urn.

8. Fill milk jug and set it on the trolley after the urn.

9. Ensure the waste bin is handy for used teabags.

At Tea Time:

1. Just before tea time, switch the urn back up to full to bring it back to the boil.
2. Keep an eye on the provisions and flow of people. Refill biscuits, milk etc. as required.

3. When tea is over, switch the urn off completely.

After the meeting:

1. Give the plastic bag containing dishwashing liquid, tea towels etc. to those who will be washing up.
2. Pack any left-over biscuits into the tin where they will remain crisp between meetings.
3. Pack the tin with the rest of the provisions into the purple bag. 
4. Once the washing-up is done, collect the plastic bag of cleaning provisions and damp tea towels from the kitchen.

5. Ensure the biscuit plates are returned, as they often get left in the kitchen.

Between meetings:

1. As soon as possible, wash the tea towels and put the sponge and blue cloths out to dry. The tea towels do not need to be ironed. 

2. Once they are all clean and dry again, pack them back into the purple bag ready for the next meeting.

3. Use leftover milk or give it away. It won’t keep.

4. Empty the leftover coffee into a plastic bag and tie it closed. This preserves it for use at the next meeting. Rinse out the empty coffee tin and allow it to dry completely. Before the next meeting, empty the coffee back into the tin.

Again, thank you for assisting us in this area.

