NOTES FOR OPEN STUDIO WI STALL VOLUNTEERS – 2025
Firstly, very many thanks for offering to help run the WI refreshment stall at Open Studios.  Please read these notes carefully as there are some changes to last year and check the rota to find your refreshment stall buddies.  
Our stall will be in Lochaber Hall, Manor Lane Terrace, Lewisham SE13 5QL.  It is just along the road from Manor House Library and gardens.
HOT WATER:  Our stall is likely to be in front of the stage or in the middle of the hall.  The kitchen is to the left-hand side as you look at the stage.  There is a kettle in the kitchen which we can use to fill our large pump action thermos flasks.   We can then use the thermos at the stall to make teas and coffees. We can have cold water in another to make squash.  
RUBBISH:  There is a large bin at the front of Lochaber Hall where we can put rubbish but it is likely to be used by the other stall holders so, depending on how much rubbish there is, please could each shift take a bag of rubbish away at the end of their slot.
HANDOVER:   The rota is designed so that there will be two WI members and a member of the committee.  Hopefully that will mean that as the next shift arrive you can handover the ropes.  Lots of you have done this before so will be well experienced.  We can keep the stall set up overnight on both Saturdays but the last shift on Sundays will need to help pack up.   We will make sure all supplies are collected from the stall by various members of the committee. Please check the rota to see who you are picking up from or handing over to.  The monies should pass from the last shift of the day to the first shift the following morning – the Committee member will take responsibility for this.
Please bring the following on the day:
· Pinny/Apron
· Large sharp knife
· Tea towel
· Wipes/kitchen roll
· Rubbish bag/bin liner
· Your cake PLEASE LABEL ALL CAKES WITH INGREDIENTS
· 1 pint Milk (please take what you are owed from the takings).  If there is too much milk please take yours home.
NB please label clearly anything you bring from home. 
Things provided are:
· Tea, coffee, sugar, and squash
· Mugs and beakers 
· Napkins
· Price list (cakes start from £1 but some slices will be £2 and all drinks 50p). The Committee member will be able to use her judgement on which cakes should be more or what to charge for a whole cake.  The last shift of the weekend may decide to reduce prices to sell off our wares.
· Float 
· Tablecloths
· Cakes! – We have asked members to drop off their cakes with ingredients lists.
· Card machine – This will be available to take contactless and card insert payments.  The committee member will be responsible for card payments.
· Float
· Blue plasters for cuts.
· Sanitiser, cloths and sprays
· Bags and boxes

What to do
Please organise yourselves so that you do not use the same hand for handling cash and the cake.  There are some gloves if you would like to use them for one or the other task or perhaps you will choose to split the tasks between you with one person on drinks and cash and the other person on cakes.  The Committee member is there to take card payments and is willing to help out when it is busy.
Ensure that any cakes with nuts are clearly labelled and kept to one side of the table so that they do not contaminate the other cakes.  You will need to dedicate a knife to that area and be especially careful.
Please do not eat or make a purchase whilst you are serving on the stall.  Please enjoy your cake before or after your shift.
We may have some savoury offerings for sale.  Please do not bring or sell anything containing meat.
Some people like to purchase cakes to takeaway.  We have paper bags and boxes for taking cakes and biscuits home.  Please try to find the most appropriate size one for the cake you are wrapping.  It is probably better to put the cake on a napkin or kitchen paper first and then slide it into the bag/box.

Our refreshment stall has been a successful fundraiser for us in the past and we have our fingers crossed for lots of cake hungry visitors again this year.  We have every confidence that things will go well, and it will be good fun!   
Please do not attend if you are suffering from any coronavirus symptoms or have been suffering from any upset stomach bugs.  Please let us know asap so that we can find someone to replace you. 
If there is anything tricky that you think I could help with, please do call me on (Jane) 07715 102429.  I plan to be around and about both weekends.  Please feel free to improvise or make use of local shops (M&S and Costcutters are in Lee High Road or Sainsbury’s) for any emergency requirements.  

Many thanks for giving up your time to help Lee Green WI and to serve our local community.

Jane
