REFRESHMENT SCHEDULE
ONE MONTH BEFORE PRODUCTION
1.
Make a schedule
-Arrange a schedule of performance dates and times. Each evening 

performance should have at least two volunteers working at the refreshment table. The schedule should include time built in for shopping, set-up, service, and take-down.

2.
Find volunteers

-Ask pairs of volunteers to work a specific date and time. If they are 

willing to work more than one shift, great!


-As a suggestion, give each volunteer a shopping list so they know what 

to buy, how much, and how to get reimbursed. If you are doing all of the shopping, make sure you let them know your expectations for helping shop, as well as set-up, serve, and take-down.

ONE WEEK BEFORE PRODUCTION
1.
Place reminder calls
-Call each volunteer and remind him/her when s/he volunteered to serve 

at the refreshment table. Make sure you confirm with the person rather than simply leaving a message on a machine.

2.
If a volunteer can’t come…
-Sometimes volunteers have emergencies or are forgetful or whatever. 

Make sure that you are available to cover any shift, if possible. Otherwise, you might think about having three volunteers per night, just in case one can’t make it. You can always have two people at the refreshment table and one person serve drinks.

3.
Make sure you have all of your supplies

-Double check with the director or other school staff for chairs, tables, 

linens, coffee maker, cups, napkins, and so on that could be available for your use. The less you have to provide, the better.

4.
Go shopping

-Shop for as much as you can ahead of time. Get all non-perishable goods 

first and save perishables for the evening of the performance to purchase. The cheaper the item, the less you will charge.

PRODUCTION NIGHTS & POST-PRODUCTION
1.
Refreshment Table
-Set-up at least one hour before the show, sell during intermission, and 

take-down immediately after the intermission.

2.
Thanks yous

-Write your volunteers a thank you for a job well done. It’s the little 

things that keep volunteers volunteering!

Always check with the director before arranging anything!

Break a leg!
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