Kitchen Duties Check List

(Do tasks roughly in order – cross off when complete

9am -10am (BOK, K1 and K2 arrive by 9am)
· Set up hot water urn on table by stairs, fill and switch on.

· Put out coffee, tea, sugar in bowl, milk in jug, stirrers (cupboard 1), coffee mugs (cupboard 4).
· Make filter coffee in machine (instructions in cupboard1 inside door, coffee in freezer)

· Set up sweets/bars to sell (cupboard 2)

· Put sample of bakery items on tray (from cupboard 3) to sell
· Put out all bacon & cheese twists as most of these sell for breakfast
· Put out menus and pens (cupboard 2) for orders

· Take lunch orders – score clearly if paid or not. All unpaid orders go on tab sheet.

· Sort into boat classes as you go.

· Tabs need to be kept orderly – clearly cross off if tab is paid off

· Get boat boxes (stored under desk in office) ready to go.

· Slice lettuce, tomatoes, gerkins and onion for burgers. Serving containers in cupboard 3.

· Turn on pie warmer to high.
10am – 10.45am
· Put all pies in warmer (no bags) keeping different varieties on different shelves as marked 
· Continue to take lunch orders. 
· Staple order forms onto big brown bags (cupboard 6). Stapler in cupboard 2
· Start to score item totals on sheets provided – highlight orders as they are scored. 
· Check coffee and make more as required – keep area clean and replace mugs.
· Put table in centre of room – one red box on top of fridge for each class

· Bag all bakery items that are ordered. 
· Keep moving remaining bakery stock onto counter to sell 
10.45am – 11.30am
· Ordered items will now be totaled - Phone extra orders to Hi Rise (528 4734) by 11am.
· Check coffee and cups supply – run load through washer as required.
· Bag all ordered bakery items and place in brown bag, cookies in cupboard 2, extras in cupboard above freezer.
· Split hot dog buns, wrap in napkin and place in top of brown bag – sell extras as required.
· Do not put drinks or hot food in bags yet – everything else can be added. Noodles in cupboard 1 with plastic forks (they add hot water).
· BOK or K1 go to Hi Rise to collect order – take $360 from cash box – get receipt (round 11.30am).
11.30am – 12noon
· Get BBQ & table outside – sauces & mustards, chutneys in fridge- BBQ person will help here.

· Check coffee and refill urn for lunchtime rush

· Put on hot dog water to heat about 11.30am – don’t heat hot dogs for too long and no pot lid!!
· Bag heated pies and return to warmer – bottom shelve gets hotest – swap if necessary.
· Add extra Hi Rise items to brown bags when they arrive.

· Start BBQ person cooking onion for burgers at 11.45 – keep warm in oven.
12 noon – end
· Keep in touch with tower – start cooking burgers when the sailors start to come in.
· LTS/LTR usually come first – be ready with hot dogs and a few burgers

· Warm hamburger buns in napkin on trays in oven for 5 mins – cycle in trays as needed 
· Add hot items and drinks when people collect lunch

