
Restoration House - Setting Up & Clearing Up 
 
The tearoom is open from 10.30am until 4.30pm. The Friends have 
30 minutes at the start and end of the day for setting up and clearing 
up, so are we are working from 10am until 5pm. 
 
Custodians - who can be identified by their badges - are allowed 1 
hot drink and 1 piece of cake. Robert (the owner) pays for them 
himself and will give the money to us each week. All custodians have 
to pay for anything else they have. Custodians will still use the tiny 2-
person table in the corner to sit and have something to eat but there 
will only ever be 2 in there no more. If someone else comes down 
they will have to find somewhere else in the house to sit. 
 
Everything is to be stored neatly and tidily in the storage room 
opposite the sandwich room or underneath the dressers and their 
drawers in the tearoom except for the tea towels which are stored in 
the drawers where the teapots are kept. 
 
NEVER turn the urns on until they are full and ready to go and have 
been switched on at the plug first.  
 
ALWAYS make sure the urns themselves are turned off first and then 
at the plugs. 
 
IF this is not done you WILL blow the fuses!!! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Thursday Morning - Setting Up - 10am-10.30am 

1. Get the plastic covers from the storage room and lay them on the wooden tables that are 
being used for the cakes and urns. 

2. Get two black round trays from storage room and put them on the table ready for the urns.  
3. Collect the Urns from the Sandwich room. On the trays put the one of the water urn and the 

coffee urn. They both have gauges so you can see how full they are. 
4. The other water urn goes in the washing up room on top of the washing machine. Please put 

a tea-towel down first to protect the washing machine. 
5. Fill all the urns with water. The coffee urn has 350g of coffee in the mesh section.  
6. Put the disposable cups and their sleeves, teaspoons, teabags and decaf coffee etc all on the 

urn table, along with a filled milk jug (for your uses only). 
7. From the storage room collect the tall grey bin and place in the tearoom in case some 

visitors bring back their disposables. Don’t forget to put bin liner in (stored in cake dresser 
drawer). 

8. Also grab a few tea towels and put them ready next to the washing-up room urn. There will 
be a small amount of washing up at the end of the day such as the cake plates and utensils. 

9. Place cakes[BT1] on plates and mark them only ready for slicing but DO NOT CUT them yet. With 
the cake servers place the cakes on the wooden table behind the serving hatch window so 
that when visitors stand at the window they can see the cakes.  

10. On the cake table please place the serviettes and sporks. 
11. Open the Window to be used as a serving hatch  
12. Please make sure the laminated menu/price list is placed in the serving hatch window. 
13. Please ensure you keep all credit cards slips and order forms from the morning – place in 

plastic box 

 

Thursday Afternoon - Clearing Up - 4.30pm-5pm 

1. Close and lock window. 
2. Wash up all utensils and empty plates and place back in the red box in the storage room. 

Just check the red box is clean before putting anything back in it. 
3. Check garden for trays. 
4. Clean and tidy the tearoom. Milk jugs are to be emptied and washed. 
5. Empty coffee urn, clean filter and then refill both urns with water. 
6. Cover any leftover cake with cling film and store in the sandwich room. 
7. Give money to Restoration House entrance staff to be put in Robert’s safe overnight. 
8. Wipe down all surfaces including the 3 plastic coverings. Do not move them afterwards leave 

them to dry overnight. If you try to roll them and put them away, they will start to smell. 
9. Dirty aprons can be put in the purple laundry basket along with any other washing, tea 

towels, washing up cloths etc. 
10. Hoover (this is in the storage room).  

For courtesy to your fellow volunteers please leave the tearoom set-up and ready for them on 
Friday morning. Remember it could be your shift next time and you would like to find it clean, tidy 
and ready for service. 
 

 
 
 



Friday Morning - Setting Up - 10am-10.30am[BT2] 

1. Collect money from Restoration House entrance staff. 
2. Put fresh coffee in the coffee filter. The coffee urn has 350g coffee in the mesh section. Turn 

urns on at the plugs and then on at the urns. 
3. Top up the disposable cups and their sleeves, teaspoons, teabags and decaf coffee etc if 

needed on the urn table and put out a filled milk jug. (All extras in storage room) 
4. Also grab a few tea towels and put them ready next to the washing-up room urn. There will 

be a small amount of washing up at the end of the day such as the cake plates and utensils. 
5. Place cakes on plates and with cake servers place on the wooden table in front of serving 

hatch window. 
6. Open the Window to be used as a serving hatch. 

Friday Afternoon - Clearing Up - 4.30pm-5pm[BT3] 

1. Close and lock window 
2. Clean and tidy everything. Everything to be placed in airtight containers and milk placed 

back in the fridge. Wash up all utensils and place back in the red box in the storage room. 
Place the red box in the plastic bag so it keeps the bugs out. 

3. Check garden for trays. 
4. Clean and tidy the tearoom. All condiments, cutlery, utensils are to be emptied, washed and 

stored away. Spare clean sugar can be poured back into the main sugar box in the dresser 
drawer. 

5. Please take all disposable cups etc and put away in the storage room. 
6. Cover any leftover cake with cling film and store in the freezer. 
7. Any leftover whole cakes put in the fridge if there’s room if not put in the freezer. 
8. Please write a list of any cakes we need to order and give it the member of the Friends team 

who will arrive before you leave for the day. 
9. Empty all urns and clean the coffee urn filters. Put away on the floor under the shelf in the 

sandwich room. 
10. Money to be given to the member of the Friends team who will be there. 
11. Wipe down all surfaces including the 3 plastic coverings. Do not move them afterwards leave 

them to dry. If you try to roll them and put them away, they will start to smell. 
12. Empty the tall grey bin and place it back in the storage room. 
13. Dirty aprons can be put in the purple laundry basket along with any other washing, tea 

towels, washing up cloths etc. 
14. Hoover. 

 
For courtesy to your fellow volunteers please leave the tea room clean and tidy ready for them 
next Thursday morning. Remember it could be your shift next time and you would like to find it 
clean and tidy. 


