2022.23 St. James Kitchen Guidelines
ST. JAMES THE APOSTLE PARISH | 480 S. PARK BLVD | GLEN ELLYN, IL 60137

1) All Ministries and Organizations are responsible for purchasing their own food and beverages (with
the exception of coffee) and if desired, color-specific paper products.
2) Please abide by any current food service safety protocols in place.
3) General kitchen supplies that are stocked in the kitchen closet (located at the back of the room) and may
be used by all. A full list of these items available for your use is attached. Also attached is the contact of
the volunteer who stocks those items so that if we run low on anything you used or will need, you may
notify her.
4) If you are bringing food/beverages, etc. into the kitchen, please do so only during the setup time you
scheduled for your event. There may be an event before yours that need use of the kitchen and
refrigerator, etc. If you drop your supplies off early, they could end up being used by mistake. We have a
lot of volunteers who serve at different events and help in the kitchen. They might not know that what is
in the kitchen isn't for their event.
5) You may use any of the kitchen items you find in the cabinets . Please just be sure to wash them and
return them to their place in the cabinets.
5) Leftovers CANNOT be left in the kitchen or freezer, etc. Again, there may be an event following yours that
will need the refrigerator/freezer space.
6) Please leave all USED towels and washcloths in the laundry basket which is located on the counter near
the sink. We have a volunteer who washes these between parish events.
7) Likewise, all garbage may be left in the trash cans, as the maintenance staff is responsible for disposing of
it following parish events.
7) Please turn off the lights and lock the door to the kitchen when you are finished.

Thank you for your cooperation in following these guidelines.
When we work together, we are able to best serve the needs of our parishioners.

St. James the Apostle Parish
Food Service Safety Protocol, effective Spring 2022
1. All food served should be either pre-packaged (i.e. boxed lunch) or pre-plated or served by a server such
as in the case of a buffet line. (for instance, for donut service, you could pre-plate individual donuts for the
taking or have a person serving them -OR-you could have someone serving the donuts from a box to a
plate held by the recipient.)
2. Condiments such as cream cheese or butter, ketchup or mustard or mayo, creamer, sugar, etc. should be
pre-packaged.
3. Anyone who is pre-packaging, pre-plating or serving food should wear gloves while doing so and utilize
tongs when picking up food, when appropriate.
4. Please note we have pre-packaged sets containing a fork, knife, spoon and napkin in the drawers labeled
plastic spoons/knives/forks in the St. James Hall Kitchen for your use.
5. Please place the hand sanitizer in an easily accessible place for your guests. You should be able to find at
least one container in each room.

COFFEEMAKER INSTRUCTIONS
1. With basket and stem removed, fill coffeemaker with COLD water. Marks on inside of
coffeemaker show water level.
2. Press stem into heating unit (well) in bottom of coffeemaker; put basket on stem. Put
coffee in the basket. Spread evenly in basket, use the chart below to determine amount of
coffee.
3. Place cover on coffeemaker, twisting to lock cover in place inside handles.
4. Plug cord into a 120 volt AC grounded electric outlet only. This rental item must be used
on an isolated electrical circuit. This item will not operate properly on a shared circuit. Turn
switch to 'on'.
5. The coffeemaker will stop perking automatically. Coffee will remain at serving
temperature as long as coffeemaker is plugged in (and/or if switch is 'on').
TIP: Before serving, unlock and remove cover. Using a hot pad, remove coffee basket and
stem. If not removed bitter oils from the coffee grounds will drip into the coffee. Replace
cover making sure it locked into the handle slots.
6. For serving by the cup, press faucet handle down. Release when cup is full. For a
continuous flow when filling coffee server, lift handle straight up until it locks into the open
position. Lower handle when full.
7. When about three cups of coffee remain in coffeemaker unplug cord from the wall outlet
(and/or turn off switch).
8. To reheat coffee there must be at least 6 cups of coffee in the coffeemaker. Simply plug
in (and/or turn switch on).
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How much coffee to use:
1. 100 cup Coffeemaker:
Water Level
100 cups
80 cups
60 cups
40 cups

Strong
8 cups
6 1/2 cups
5 cups
3 1/2 cups

Mild
6 1/4 cups
5 cups
4 cups
2 1/2 cups

Do not make less than 40 or more than
100 cups of coffee at one time.
2. 55 cup Coffeemaker:
Water Level
55 cups
45 cups
35 cups
25 cups

Strong
5 cups
4 cups
3 1/4 cups
2 1/4 cups

Mild
3 1/2 cups
2 2/3 cups
2 cups
1 1/4 cups

Do not make less than 25 or more than
55 cups of coffee at one time.
3. 30 cup Coffeemaker:
Water Level
30 cups
24 cups
18 cups
12 cups

Strong
2 3/4 cups
2 1/4 cups
1 3/4 cups
1 1/4 cups

Mild
1 3/4 cups
1 1/2 cups
1 1/4 cups
1 cup

Do not make less than 12 or more than
30 cups of coffee at one time.
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