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CHAVERIM INSTRUCTIONS 

We count on our members to set-up and clean up for Shabbat services on both Friday evenings and non-B’nai Mitzvah Saturday mornings. Please coordinate with members of your Chaverim to ensure sufficient coverage for setting up, providing the Oneg, and cleaning up. If you can not make your assigned day, it is your responsibility to switch with someone else in the congregation in advance. Please be considerate and do your part.

Unless specifically noted on the Chaverim calendar all services begin at the following times. Please plan to arrive at least 30 minutes prior to services to complete these instructions. 


Friday night:


Shabbat Service begins at 7:30pm


Saturday morning: 

Children’s Shabbat Service begins at 9:30am






Morning Shabbat Service begins at 10:30am

The person noted in your Chaverim with building access will be responsible for opening the building for their Chaverim. 

Entrance Hall & Sanctuary

Friday night setup

· Remove the tablecloth from the Ark in the entrance and place in the office

· Open all the blinds

· Make sure space is generally tidy for services

· Place candlesticks with new candles and matches on the Bimah.

The tray, candles and candlesticks are kept under the Bimah.

· Turn on all lights in the sanctuary

Friday night clean up

· If candles have not burned out when you are ready to leave, blow them out and throw the candles away. Save the foil candlestick protectors for next time.

· Make sure all Siddurim are back in the bookcase

· Pick up all items left on the floor or on the chairs

· Shut all the lights

Saturday morning setup

· Place tray and candlesticks under the Bimah as they are not used on Saturday mornings

· Turn on all lights in the sanctuary

Saturday morning cleanup

· Make sure all Siddurim are back in the bookcase

· Pick up all items left on the floor or on the chairs

· Locate the tablecloth in the office and cover the Ark

· Close all the blinds

· Make sure space is generally tidy

· The cleaning crew comes on Mondays and will remove trash and vacuum

· Shut all the lights

Oneg 

The Chaverim supplies the following items for both Friday night and Saturday morning services:

Challah

2 challah - one whole, one sliced or cubed

Juice

1 bottle white grape juice

Ice


1 big bag of ice, purchased from grocery, gas or convenience store

Drinks

4 bottles of soda including something without caffeine 

Dessert

enough for approximately 40 people (typically 4 items)

Nosh N Drosh
bagels and cream cheese on selected Saturday mornings

These are the normal requirements; however, additional quantities may be needed if it is a special service, Friday night b’nai mitzvah service, or holiday service, where higher attendance is expected. Items in addition to what are listed above are also acceptable (fruit, cheese, etc.) Please consult the calendar and plan accordingly.

The following items are provided by TBT: 

wine


cups


plates

tablecloths

napkins

utensils

All items are located in the kitchen. Simply look in the cabinets to find the supplies:


Cups are above the sink


Tablecloths and napkins are above the sink on the right


Wine cups, ice buckets, water pitchers and plates are above the sink on left


Clear trays for serving wine are below the sink on the left


Wine and serving trays are to the right of the refrigerator, down below

Kiddush cup, baskets, doilies and the challah covers are to the right of the   refrigerator, up above


Plastic utensils and utensil baskets are in the corner cabinet


Knives and serving utensils are in the drawer

Oneg Tables

· Cover the two tables closest to the sanctuary doors with paper tablecloths

· Lay out desserts, leave covered until most everyone is seated

· Put out cocktail napkins, adding plates and forks, if needed 

· Place whole challah on tray and cover with challah cover

· Place tray/basket with sliced challah on table to pass

· Place Kiddush cup with juice on table for later

Drink Table:

· Cover the table on the opposite wall with a tablecloth

· Place cups and soda on this table

· Place the whole challah on a tray, cover it with the challah cover, and place on table in preparation for the hamotzi*

· Place cut up challah in basket and place on table to pass during hamotzi*

· Generally use two Lucite trays and fill with 1 oz. cups of wine and juice appropriate to the number of adults and children attending services

· Fill ice bucket, place on table and add spoon

· Fill pitcher(s) with ice and water

*Saturday morning note: When we have two services on Saturday morning we have two Onegs: one following the children’s service from 10:15am-10:30am and another following the morning service at approximately 11:45am. Use only one challah for each service.

Serving: 

· When services are over, have two people hold the wine and juice trays outside the door for people to reach

· Hand the Cantor the Kiddush cup for the blessing

· Hand the Cantor the covered whole challah for her to lead the blessing
· Another person should hold/pass the cut up challah 

Oneg clean-up:

-
Place trash in containers. Cleaning crew will remove trash to the dumpster.

-
Recycle plastic and cardboard in the blue recycle container in the kitchen

- 
Put away all supplies. Please return to the same place where found so the next family can easily find everything. 

-
Make sure trays are washed and put away clean 

-
Any left over soda or juice from Friday night can be left for Saturday mornings. Any remaining open soda or juice should be taken home or thrown away after services on Saturday. Only unopened bottles of juice or soda are stored in the kitchen. 

-
Any leftover desserts from Friday night can be left for Saturday, offered to the B’nai Mitzvah family, or taken home. Do not leave any food on Saturday, either take home or distribute leftovers. 

-
The ice buckets and pitcher should be dried with paper towels and returned to the cabinet.

· Wipe down counters and leave counter tops clutter free.

· Tables do not need to be taken down.

Clean-up is typically complete by 9:15pm on Friday nights and 12:30pm on Saturday

FAMILY DINNER INSTRUCTIONS

The Shabbat Dinner coordinator will coordinate with the grade parent volunteers who will act as the Chaverim for the evening. Parents may be asked to bring certain items to complete the dinner and Oneg, i.e. challah, drinks, etc. Plan to arrive between 5:30pm-5:45pm.

Dinner setup:

· Cover the tables in the K-3 triple classroom with tablecloths

· Set up a separate drink table on the side with a tablecloth, cups, drinks, ice and water

· Hot food should be placed on the table between the bathrooms

· All other food will be placed on the two tables near the sanctuary

· Set up buffet style with two lines, one from each direction

· Set out dinner plates, utensils, and dinner napkins. Utensils are in upper corner cabinet and plates in lower corner cabinet

· Keep dessert in the kitchen until after dinner for the Oneg

· Pour wine and juice in 1 oz. cups and place on lucite trays

· Place whole challah on tray and cover with the challah cover

· Place sliced or cut up challah on tray/basket

· Fill Kiddush cup with juice

Dinner Instructions:

· Begin dinner at 6:30pm

· Get candles, tray and matches from under the bimah. Place new candles in candlesticks and put at head of table in triple classroom. 

· Have everyone sit down

· Pass wine, juice, and challah around the room.

· Light the candles, do the Kiddush and Hamotzi

· Volunteer parents will help serve the hot food

· Families should go through the line together

Cleanup after dinner:

· Once everyone has eaten, clear and consolidate food and remove to kitchen

· Replace tablecloths and reset tables for Oneg

· Set out desserts, plates, napkins and forks if needed. Set out additional drinks and cups if necessary.

Important Note: Confirm with the Rabbi that he intends to repeat the Kiddush and Hamotzi again before the Oneg. If yes, lay out remaining challah, wine and juice; replenish a small amount if necessary.

Oneg clean-up:

-
Place trash in containers. Cleaning crew will remove trash to the dumpster.

-
Recycle plastic and cardboard in the blue recycle container in the kitchen

- 
Put away all supplies. Please return to the same place where found so the next family can easily find everything. 

-
Make sure trays are washed and put away clean 

-
Any left over soda or juice from Friday night can be left for Saturday mornings. Only unopened bottles of juice or soda are stored in the kitchen.

-
Any leftover desserts from Friday night can be left for Saturday, offered to the B’nai Mitzvah family, or taken home. There is foil and plastic wrap in the drawer.

-
The ice buckets and pitcher should be dried with paper towels and returned to the cabinet

· Wipe down counters and leave counter tops clutter free

· Tables do not need to be taken down


                  If you have any questions regarding these instructions, please speak


to the other members of your Chaverim. 











