INSTRUCTIONS AND TIPS FOR FRIENDSHIP KITCHEN SERVING CREWS

	If you have served before, please note recent changes and important reminders marked in red. (Some patrons may try to tell you "how it's always been done," and you may need to let them know that these changes are designed to help keep down the costs.)


1. To schedule a date, contact Brenda Deckard at 361-6828 or bdeckard@sbcglobal.net. This date will be added to the calendar at friendshipkitchen.org. If you cannot reach Brenda, please contact Lee and Steph Douma at 366-5522 or thedoumas@gmail.com. The meals are served at the Hub which is located at 406 South Mill Street, Crawfordsville, IN. 

2. Decide what items your group will provide: 

A. Example: all the food, all the cooks, all the servers. You can provide any part of this. For instance, if you want to cook and serve but can’t provide the food, then the soup kitchen will provide the food. It is not uncommon for groups, because the number of patrons hovers around 45, to provide everything. However, this is for your group to decide. (The number of actual meals to prepare is 60-70 if you account for seconds and take-home meals.)

B. You are welcome to prepare and cook the food at the Hub or you can prepare and cook the food in your homes and bring it in on the day you serve. Again, this is up to your group. But we do have all the appliances, pots and pans, etc. you would need to prepare a meal in the kitchen at the Hub. 

3. Once you have decided what your group will do, contact Brenda again so she’ll know if you need Friendship Kitchen to provide anything.

4. If you have not served at the Hub before, it will be necessary for you to arrange a time to meet Brenda for a walk through of the kitchen to familiarize yourself with the facility and to discuss the process ahead of time.

5. We are asking for groups to pick up a key at the HUB on Mon., Wed., or Fri. between 10 and 2. When you're finished serving, you can leave the key in a spot shown to you when you pick up the key. While picking up the key you can familiarize yourselves with the kitchen. Call Brenda Deckard if you have any questions about this procedure. Her number is 918-2453.  

6. Actual serving time is 11-12:30.  Most groups find it good to have someone there by about 10-10:15 or so to get ready (wiping tables, mixing drinks, setting out plates, silverware, etc.)  Feel free to come as early as you need to prepare food and materials.
7. Please keep the coffee pot in the kitchen until food service begins. Then ensure that the coffee-making supplies (grounds, filters) are kept in the kitchen so patrons can't make more coffee themselves. Patrons should use the small cups for coffee--not the larger cups that are used for water, lemonade, etc.

8. Patrons will start coming quite early, but they know that you will not start serving until 11; don't feel pressured to start early. They just love to come and socialize! We do send 1-2 take-home meals to patrons who request it; we recommend not starting take-homes until at least 12 or 12:15 to make sure you have enough food for those who come a bit later.
9. Upon arriving, please wipe down the prep tables. The Hub is cleaned weekly but we always recommend the areas used for preparation be wiped down before each meal. You will find dishcloths and dish towels in a drawer next to the sink. When you leave collect the dirty cloths and towels and leave them on the counter by the sink.

10. If you are bringing pre-cooked dishes, you are welcome to use the oven to keep them warm or the microwave to heat them up. Please use the kitchen as you would your own.

11. We serve tea, lemonade and water. There is a small black pot that we use to boil tea bags that are provided by the kitchen (bags are cheaper than instant). However, if you want to bring instant tea with you that is fine. We also provide the lemonade. We attempt to keep a bag of ice in the freezer. However, please check to see if there is a supply before serving begins. 

12. We have dishes and stainless steel flatware that we use for serving. There are also glass bowls that can be used. (This decreases our expense.) We provide paper cups and napkins. The dishes and silverware can be washed in the portable dishwasher. You are welcome to load the washer, start it and leave. Someone will go in later and unplug the dishwasher and put the dishes away.

13. You will find a supply of plastic gloves – please use these when serving the food. The patrons DO NOT reach onto a plate and serve themselves. This is to protect the patrons from germs. 

14. If you are confident that there will be enough food for everyone, you may serve second helpings. Please keep these small, however, so there will be food for late arrivals. If patrons come up for several helpings, you can feel free to kindly remind them that we need to make sure there is enough for those who come later.

15. Any leftover food can be given to the patrons to take home or taken home by your group. Please do not leave any perishable food in the refrigerator or it will go to waste. If you do send food home with patrons, please wait until 12:15 so that there is sure to be enough for anyone who arrives toward the end of the service time. Please use baggies for take-home food. (The styrofoam containers have become too expensive.)
16. The pots and pans belonging to the Kitchen must be hand washed as well as any dishes that will not fit into the dishwasher. We ask that you leave the Kitchen in as good as shape (or better) upon leaving. 

17. Often there is a great amount of bread donated to give to patrons.  The bread needs to be handed out by servers rather than being left on a table. (When it is left on a table, a few to get more than their share and others will miss out completely.)
18. Place all garbage in the large containers and it will be hauled away by New Bethel Fellowship.

19. We consider this a ministry that is more than feeding the patrons, it is also an opportunity for fellowship and building friendships. While Friendship Kitchen welcomes all groups interested in serving the community, we are a faith-based organization. Please feel free to pray or sing. This has been very well received.

20. Lastly, we hope this is a very positive experience for you. Those of us who have served have been so impacted by serving that we sign-up again and again. If you have any questions or suggestions, PLEASE feel free to contact Brenda and question her or let her know your suggestion. We want to improve and constructive feedback motivates us to change the things that can be changed. 

Following are telephone numbers of people who can assist you in making your experience positive and enjoyable:

Brenda Deckard 361-6828 or 918-2453

Leanne Corbin 361-6929 or 866-1147

Lee and Steph Douma 234-2616

