Café Policies
1. “Regular” cafes are those planned and carried out by the hospitality committee   “Special” cafes are those planned and carried out by some other VUU group.

2. Generally, there will be no cafes on a weekend when VUU is holding another major social event (i.e. cabaret, auction,  General Assembly)
3. Any group wanting to do a café as a fundraiser must clear the project through the Stewardship committee.  If approved, the person responsible for the café must contact the office (office@vuu.org) for scheduling.  Once scheduled, the person should contact the (a) Sunday coffee crew and the (b) hospitality chair.  Sunday coffee crew and hospitality should have two weeks notice. 
4. The desired date should be discussed well in advance with the Office (by e-mail or via phone (480 899 4249) and with the Sunday coffee crew (Marilou Coy).  The Sunday coffee crew has first right of refusal on dates.  
5. Once the date is approved, and on the calendar, the date cannot be moved. 
6. Any group doing a café fundraiser must supply all food, drink and their own crew.  They should notify the office to include the café in the weekly “what’s happening at VUU.”  This notification should go out early in the week before the café. 
7. Whoever does a café is responsible for doing laundry, dishes, set up, clean up and serving.  Washable flatware is available for use instead of plastic, to help protect the environment, thanks to the Green Sanctuary Committee. **
8. The kitchen must be left in the same condition as it was found, if not better, and at least ready for the next event. 
9. All money collected for a café must be turned into the VUU office for processing.  (This includes donations).  All expenses are paid through the VUU expense voucher program system ( see Spending and Contracting Authority Policy under “administration” at http://www.vuu.org/policies.)  Funds should never be taken directly from proceeds and paid for expenses prior to deposit. 

10.  For special fundraisers, there is a donation to VUU on each café of 10% up to $100.  

11.  The café chair (for special cafes) or hospitality chair (for regular cafes) is responsible for ensuring basic supplies are available (plates, silverware, napkins, cups).

12. The café crew usually does not pay to eat, but should not eat before the paying customers. 

13. Do not charge church staff to eat (Andy and Heather, Kellie, Aleks, Marci and June).  Visitors can get a café ticket at the welcome table.  If a café is held on new member welcome day, their flower is their entry to the café.

14. If someone cannot afford to pay for the café, please still allow them to eat.

15. We need a head count of people eating (including any non-paid people).  Please keep a tally sheet of paid adults, paid kids, and any comp meals.

16. Don’t plan on more than 100 people unless there is a congregational meeting on the same day.  It’s often better to run out of food than have leftovers or have paid up front for too much.

17. Café needs to put at least $1000 in the general budget.

18. When planning food, don’t go too far out on a limb or too exotic.  Make sure there is always a vegetarian option.  Please also don’t go for the same thing each time…we need some variety.

19. Funds need to be turned into the office immediately after the event.  The headcount should be turned in at this time as well.

20. Any fundraiser is responsible for their own promotion and publicity of the café.
21. Basic hygiene is required – wash hands, wear gloves, long hair must be pulled back.

22. There should not be more than 1 café per month.  However, please also try not to book them with less than 3 weeks between events.  We don’t want to burn the congregation out on them.  
** FLATWARE
The Green Sanctuary appreciates the very generous donation of flatware from Judy Ohs for our VUU kitchen. Mary Rothschild was impressed with the gift and the way it was managed at the 2 events for Rev. Burnette. She went to a restaurant supply house and purchased another large set, which allows us to have enough for 120+ at a large event. 
Since these 2 sets were donated, and we don’t want them to be abused or lost, we came up with this plan to manage them:
The flatware will be available upon request to Judy Ohs for special events when a designated person will take charge of it and make sure it is washed and returned to its storage place.
The Green Sanctuary members will be asked to take turns washing and the managing of the flatware. 
