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Gilda’s Club Louisville Meal Host Checklist
Thank you so much for volunteering to host a meal for Gilda’s Club Louisville! Our members truly appreciate these meals.  We have created a quick list of tips that we hope will help the meal run smoothly, but if you have any further questions, please feel free to ask a staff member or volunteer. Thank you and have fun!

Planning: 

· Plan on preparing dinner for approximately 40-50 members unless another number is specified. Someone will follow up with you a few days prior to give you a better idea of how many members are expected to attend the meal. Also feel free to call and check in any time before your volunteer date.

· Our kitchen is well stocked with utensils, serve wear, dishes, glasses, drink mixes (lemonade and tea), ice, napkins, condiments and some pantry items. 
· In an effort to be green, we prefer that you use our serve ware instead of paper or plastic products. 
· We encourage you to treat our kitchen as if it were your own and feel free to use any items as long as they are not marked for another event.  You may come in before your meal to check out our kitchen if you like. If you have forgotten anything night of, please feel free to ask us for assistance.
· Please limit the size of your group to no more than 10-15 people. More then this and the kitchen can become quite crowded.   

· Dinner is served promptly at 6pm and breakfasts are served at 9am. To allow enough preparation time we suggest you come at least an hour before serving time. You are the best judge of preparation time. Please adjust your schedule to ensure meals are served on time. Let the volunteer coordinator know what time you plan to arrive. 
*Please help us protect our families and DO NOT come if you have a cold or if you have been exposed to any other communicable disease. 

Everyone in your volunteer group should sign in at the front desk as “dinner volunteer”. Ask the front desk greeter to notify a staff member that you have arrived and direct you to the kitchen. 
Kitchen Tips:

· When you arrive, please take a few minutes to familiarize yourself with the kitchen.  We have a fully equipped kitchen with three ovens, two sinks, two dishwashers, and two microwaves. We also have crock-pots, a rice cooker, blenders, large serving dishes, food warmers, and all serving utensils. If you cannot find something you are looking for feel free to ask!

· Ovens take about 40 minutes to Preheat so you may want to do this first.
· Check dishwasher. If they are full and clean, please empty so that they will be ready when you need them. If they are dirty and full, please run so that they might be finished when you need them.  
· Move silver barstools from around counter to little room (It’s always something room) by the stair well. You may also put your coats and/ or bags in this room if you would like.
·  Ensure that the community room is set up for the members expected to attend (point person or staff can assist with this)

· Set tables with napkins (bottom drawer under coffee maker) and silverware (in top drawer to right of stove). There are silverware baskets in the cabinet to the right of the sink on the back wall.
Serving the Meal: 

· Meals are served country style (serve yourself). Two long tables should be set up in the kitchen so that one line may go on either side.  You may have to move the two brown chairs and ottoman to the hall. 
· Tables and chairs can be found in the community room closets
· Set out plates and/or bowls at the start.  We have serving platters, large salad bowls, and serving utensils for your use. 

· Serving utensils can be found in drawers to left of stove

· Oven mitts are in top drawer to right of sink in back of kitchen

· As members go through the line it can be helpful to have someone help serve some food items

· We have Coffee, tea and lemonade mixes for drinks. 
· Coffee and iced tea can be found in drawer under coffee maker (a staff person or volunteer can show you how to use the coffee maker. 

· Lemonade can be made from powder (in cabinet on the right side of kitchen)

· Cold drinks, ice, and glasses can be set up on wooden table (by the far right door in kitchen). 

· There is a small silver ice maker on the left of the left refrigerator
· Ice can be put in large clear plastic bowl (found in far right corner). Ice scoop can be found in ice maker or in one of the drawers to left of stove.
· Pitchers for water, tea, and lemonade can be found in cabinets on either side of the microwave on the left side of the kitchen. 

· Glasses can be found in cabinet to the right of sink on left side of kitchen (you may have to use a variety of glasses)

· It also helps to have a volunteer man the drink table

· When bringing condiments, please check the fridges first to see if there are any open bottles and put those bottles out first. We can put unopened bottles in our storage room.
· Let the staff or volunteer know you are ready to serve your meal. An announcement will be made to the members to let them know the meal is being served.
· Feel free to join the members for your meal. Most of them enjoy the chance to visit. 

After the Meal:

· As members are done eating they will bring their dishes in the kitchen. Please assist them with scraping and rinsing the dishes and place in one of the dishwashers. If a dishwasher is full and ready to run, the soap is under the kitchen sink. To run the dishwasher, simply add the soap or dishwashing soap tab, close it and press start.

·  It is very important that the dishes are well rinsed and that the dishwashers are not overloaded otherwise they may not come out clean. 
· Please do not leave any dishes in the sink over night. If both dish washers are full we ask that dinner volunteers please do the rest by hand, dry and put away. We also have dishwashers on the fist and third floors. If you would like to fill those as well you can. 
· When you have loaded and started the dishwashers flip the sign around to “clean”.
· Once most of the members have brought their dishes in and you start to clean up, you may close the kitchen doors. 

· When the meal is finished being served, please package the remaining food into sealed containers.  Any leftovers that you do not want to take home we will be happy to take. Just be sure to mark what the food is and the date and time that you leave it.

· Tupperware, plastic wrap and markers can be found in drawers to right of sink in back of kitchen
· Baked goods can be left out on the counter, but please make sure they are securely wrapped in plastic or aluminum foil, or kept in sealed storage container.
· There is a large trash can in the closet across from the front desk. The Greeter at the front desk can give you the key. If you are able to take out the trash after the meal that is great! If not trash can be left in the kitchen to be taken out later by staff. If you do need and/or want to take trash out, the dumpster is in the back right corner of back parking lot.
· Wipe down counters and stoves with hot Soapy water and wipe up any spills from the floor. 
· If members are no longer using the dining tables, please clear them. Please put the linens the in the washer and start.
· The laundry room is toward the front stairwell to the right across from the game room.
Tour:

If you would like a tour of the Clubhouse, just ask us– we would love to show you around!

Thank you again for hosting a meal at Gilda’s Club Louisville! 
