
MAKING COFFEE 
 
Step One: Starting Off… 
 
Here are the coffee airpots in a line on the counter. 
 
This is how they should be arranged when you start this process 
and when you finish. 
 

 
 
 
Please make 3 pots for each social hour: 1 each of regular coffee, decaf coffee, 
and hot water. 
 
If one of the pots gets low, begin another one to replace it. 
 
*** At the 12:15pm social hour, you can probably make 2 pots of regular to start, 
since we’ll likely drink them both. *** 



Step Two 
 
TO MAKE COFFEE 
Find the funnel that says “Coffee Only.” 
Put a large coffee filter into it. 
Filters are stored on the counter to the right of the refrigerator. 
 

 
 
 
 
 
TO MAKE HOT WATER  
Find the funnel that says “H2O Only.” 
Do not put a filter in the funnel. 
Skip to step Five. 
 



Step Three 

 
Coffee pillow packs are kept in the bottom drawer of the refrigerator— 
regular coffee in the left-hand drawer and decaf coffee in the right-hand drawer. 
 

 
 



Step Four 

 
Empty 1 pillow pack (2.5 oz) of regular or 
2 pillow packs (1.5 oz. each) of decaf coffee into the filter.  
 



Step Five 
 
Insert the funnel into the coffee machine. 
 

 

 
 
 



Step Six 
 
Pull out a coffee airpot (marked “regular,” “decaf,” or “hot water”) and make 
sure that the spout is hanging from the hole on the very front of the airpot. 
 
Be sure to use the right airpot for the coffee in the funnel (decaf or regular). 
 

 



Step Seven 
 
Place the airpot under the coffee machine, with the lid to the right of the machine 
and the spout hanging down on the left side. 
 
Make sure the airpot is pushed firmly back against the machine. 
 

 
 



Step Eight 
 
Press down the “Start” button and then let go. 
 
The coffee machine will begin to make noise as it heats the water. 
 

 
 
 
 

 
 
 
Step Nine 
 
Wait 12 minutes for the coffee or hot water to stop dripping into the airpot. 
 
While you’re waiting, you can warm up the dish sanitizer and start setting up the 
table in the Common Room. 
 



Step Ten 
 
When the coffee or water has stopped dripping into the airpot, remove the funnel 
from the coffee machine. 
 
Dump the coffee grounds into the compost bucket on the counter. 
 
Throw the filter away. 
 

 
 
 



Step Eleven 
 
Rinse the funnel and return it to its place to the far left of the line of airpots. 
 

 



Step Twelve 
 
Pull the airpot out from the coffee machine and place it on the counter. 
 
Pull the spout up and place it inside the airpot. 
 
 
 
 
 

 
 
 



Step Thirteen 
 
Push the lid down until you feel it latch. 
 

 

 



Step Fourteen 
 
Make sure that the silver tab on top of the airpot is DOWN before you 
pick the airpot up. 
 

 



Step Fifteen 
 
Carry the airpot to the table in the Common Room. 
 
Pull the silver tab up to create the lever used to pump the coffee out of the airpot. 
 

  

 
 
 

 
Enjoy Social Hour!



SETTING UP THE TABLE 
 
While the coffee is brewing, you can set up the table in the Common Room. 
 
Here’s what the table should look like when you’re done setting up: 
 

 
 
 

 
 
 
Step One 
 
Make sure the table is covered with tablecloths. 
 
(Tablecloths are stored in the drawers under the microwave in the kitchen.) 
 
 
 



Step Two 
 
On the far right side of the table, set out blue mugs (for visitors), white mugs (for 
general use), and red plastic cups. 
 
Put out the framed “Newcomer?” sign. 
 
Fill a glass pitcher with water and put it next to the cups. Glass pitchers are 
located in the lazy susan in the kitchen. 

 
 
 



Step Three 
 
In the middle of the table, put out the 3 glass cutting boards (they’re usually 
found on top of the microwave) so any coffee drips don’t get on the tablecloth. 
 
Put one airpot on each cutting board. 
 

 
 



Step Four 

 
Get the wooden tray of teas and sugar/sweeteners that sits to the left of the 
stove. 
 
Leave the hot cocoa in the kitchen (we’ll get to that in a minute). 
 

 
Set the tray on the right side of the social hour table. 

 



 

Step Five 
 
Get the white basket of liquid creamers out of the fridge and put it on or near the 
wooden tray. 
 

 
 
Put out a small plate with spoons on it. 
 
You can also put out a container of real sugar, if you like. 



Step Six 
 
In order to protect our younger members, we request that parents help their 
children make hot cocoa. 
 
Place the hot cocoa and a few white mugs on the counter to the left of the stove. 
 

 
 
 
 



Step Seven 
 
Anyone wanting hot cocoa can put a scoop of cocoa in their mug before filling it 
with hot water at the coffee machine spigot. 
 

 



CLEANING UP 
 
Step One 
 
When it’s time to take the coffee airpots back into the kitchen, you MUST put the 
lever down before carrying the pot. 
 
The lever is lowered by first pulling up the front of the lever, which will loosen the 
tab at the back of the lever. 
 

 



Step Two 
 
Then push down the tab at the back of the lever and lower the lever. 
 

 
 
 
Carry the airpot back to the kitchen and set it on the counter. 
 
*** If you’re hosting the 10:30am or 12:15pm social hour and there is more than a 
quarter-pot of regular coffee left, please leave the airpot on the counter for the 
next social hour or for your staff on Monday morning. With the lid closed, the 
coffee will stay hot for nearly 24 hours. *** 
 
 
 
 
 
 
 
 



Step Three 
 
Squeeze the tabs on the sides of the lid of the airpot and lift up on the lid. 
 

 
 

 
 
 
Step Four 
 
Remove the spout and set it aside. 



Step Five 
 
Dump out any remaining coffee. 
 
Put 2 tablespoons of baking soda in the airpot and fill it with hot water. 
 
Let it sit for a few minutes. 
 

 
 



Step Six 
 
Dump the airpot and baking soda mixture out of the airpot and into the sink. 
 
Rinse the airpot thoroughly. 
 
Run the spout under hot water until the water running through it is clear. 
 

 



Step Seven 
 
Put the spout back in the front hole of the airpot and rest the lid on it. 
 

 



Step Eight 
 
Put the airpot back in line with the others, with the funnels on the far left. 
 

 
 

 
 
You’re done with the coffee pots! 
 
Now on to the dish sanitizer… 



DOING THE DISHES 
 
Step One 
 
Open the dish sanitizer. 
 

 
 
If there is a tray of dishes in the dish sanitizer, leave it—it needs to be washed. 
 
If there isn’t a tray of dishes in the dish sanitizer, put one in. 
 
All dishes, mugs, and silverware need to be rinsed of ALL  food particles before 
going into the dish sanitizer. 
 
Put silverware in the silverware basket and rest it on top of the tray. 

 



Step Two 
 
Add ¼ cup of industrial-strength detergent in the trough in the door of the 
dishwasher. 
 

 
 
The detergent is in a marked plastic container on top of the dish sanitizer. 
 

 

 



Step Three 
 
Close the dishwasher door and press the “ON” button. 
 

 
 
This will begin the pre-heating cycle, which takes about 8 minutes and 
can be noisy. 
 



Step Four 
 
When the dishwasher has finished heating up, the screen will display a number 
in the low 100s (such as 120º below). 

 

 
 
Press “WASH” to begin the first wash cycle, which will take about 2 minutes.  
You may see steam coming out of the dish sanitizer door. 

 



 

Step Five 

 
When the wash cycle is completed, open the dish sanitizer door (carefully, as 
there may be steam coming out still) and remove the tray of dishes. 
 
Dry the dishes and put them away. 
 
Note: the dish sanitizer does not drain at the end of each cycle, so you may see 
water in the bottom. 
 

 
Step Six 
 
Repeat Steps Three and Four with each tray of dirty dishes, adding a fresh scoop 
of detergent each time. 
 
 

Step Seven 
 
When all dishes are washed, close the dish sanitizer door and press 
the “OFF” button to turn the dish sanitizer off and drain the water. 
 

 
 
 



Step Eight 
 
Empty the bowl of used coffee grounds in the compost bin on the south side of 
Pioneer House.  (The quickest way to get there is to go out the exterior door 
located by the Potter Room.) 
 
Rinse the bowl and put it back on the counter next to the coffee machine. 
 
Wipe down the counters. 
 
 
 
 

You’re all done! 
 
Thank you! 


