SALAMANCA ROTARY EVENTS MANUAL
This manual is intended to take the hassle and chance factors out of Salamanca Rotary fundraising and other events.  It sets out the necessary information for successfully and easily running these events, along with tips for smoother more economical operation that members have found out by trial and error.  

Hobart City Council Flower Show Catering
The Rotary Club of Salamanca is contracted to provide refreshments at all Hobart City Council flower shows. Hot drinks, lunch and morning/afternoon tea items are provided to the public and to the judges, dignitaries and the committee members responsible for organising the floral shows. 

Schedule and Venues of Flower Shows
Most shows are at the Hobart Town Hall in Macquarie St. 

Shows are scheduled on weekends and include and Fridays as well. Actual dates of the shows vary from year to year. 
Early September: Daffodil, Camellia and Floral Art Show (two days)
Late September/Early October: Orchid Show (three days)

Early November: Rose and Floral Art Show (two days)

Early March: Dahlia, Gladiolus and Floral Art Show (two days)

Food Permits

Separate Registration of a Temporary Food Business is required for each flower show. Application is made using an online form available from the Hobart City Council website. The Council fee is reimbursed by The City of Hobart.  Certificates should be printed and displayed in the kitchen area.
All volunteers must comply with the terms and conditions of the registration, and should be prepared for an inspection by a health inspector who will attend to food handling, food storage and general hygiene. Particular attention is paid to correct storage temperatures for food items. 
Rosters, Logistics and Responsibilities 
Generally four people are rostered for mornings and three people are needed in the afternoons. One to two people are required at point of sale, depending on how busy it is. Two to three people are usually required in the kitchen to prepare food (two are generally needed to make sandwiches). However, volunteer numbers need to be tailored to demands (eg, if the public are not admitted to the afternoon of the initial day of a flower show, there is no need to have someone assigned to the point of sale. 
The coordinator(s) for the flower show catering is/are responsible for securing the permits for catering, securing the $200 “float” from the Treasurer, counting gross takings (less float money), recording and signing the takings receipt, delivering net daily takings to the Treasurer, buying and delivering all foodstuffs, expendable materials and equipment, circulating rosters, checking on volunteer availability close to the event, and finding replacements if necessary. 
All equipment, expendable materials and non-perishable foods are stored in the Salamanca Rotary trailer, which is brought to the venue and is removed after the items have been unloaded. It is brought back after the event and is re-loaded. All food supplies and equipment should be delivered to the venue the afternoon or evening before the first day of the event. The Town Hall (6238 2711) closes weekdays at 5.15 pm. Access may need to be arranged ahead of time. Town Hall and City Hall contact for venue access and parking: Michael Lonegan Tel 6238 2711 (HCC general enquiries number). 
The coordinator should be present at the venue each day of the flower show to act as a trouble shooter and to assist where needed. Coordinators are responsible for purchasing/replenishing food items during the flower shows. These can be conveniently be bought at Woolworths supermarket in Argyle Street. A dedicated scone maker for each shift is recommended. Rosters should seek someone who feels confident in filling this role. 
Volunteers should arrive at the time stipulated for their shift, so that consumable items can be prepared in a timely manner, and/or volunteers on an earlier shift are relieved. 
The Town Hall car park is time limited to 30 minutes on weekdays, so volunteers will need to find parking places elsewhere. The Domain offers long-term free parking (3-4 hours on weekdays) and unlimited free parking on weekends. It is a 15 minute walk to the Town Hall.  
Official Lunches and Teas

Afternoon teas for judges, officials and dignitaries are usually required on the first day of the event and occur shortly after the official opening. Allow four (4) sandwiches per person and one half scone with jam and cream per person. The coordinator should find out from the floral event manager how many are to be catered for and the time the food will need to be served. Volunteers supplying tea items should keep a note of the number of people catered for and inform the Club Treasurer or the coordinator. The floral society will then be charged appropriately. 
Items for teas need to be attractively arranged on large platters, using paper napkins underneath the food, and placed on a table shortly before the required time.  Do not present the items in plastic containers, as it is wasteful of the containers needed for retail sales to the public. Small plates and paper napkins should also be supplied for official teas. Tea and coffee are obtained from the point of sale and are served in disposable cups, unless other arrangements are made by the floral society (eg, china cups and plates).
Floral societies provide luncheon vouchers to judges and other officials and these are exchanged for a packet of sandwiches a creamed scone and a hot drink. Volunteers at point of sale should retain the vouchers and count them at the end of the first day of the flower show, make a note for the treasurer and return the vouchers to the floral society organiser.  
Retail Menu





Retail price per item
Packet of 4 assorted sandwiches 


$5.00

Scone (two halves) with jam & whipped cream 

$4.00

Can soft drink/ bottle of water



$2.00






Soup – cooler months only (per cup) 


$4.00

Coffee, tea, Milo (per cup)



$2.00

Expendable Materials Checklist






The following items are purchased in bulk from Staples in Campbell St Hobart (Tel 6232 4137/6232 4167)

Hot beverage cups 

Clear triangular plastic sandwich boxes (Size H-08-C02) Please note the smaller size container (H-08-C01) is too small to fit our sandwiches.
Clear square plastic cake/scone boxes 
Paper napkins and plastic teaspoons can be sourced cheaply from supermarkets or discount stores
Grocery Item Suppliers
Bulk items (eg instant coffee, tea bags, Milo, 10kg bags self raising flour, bulk jam): No Frills Wholesale Cash and Carry 44 Gormanston Rd Moonah Tel 62116522. Registration is essential for purchasing items. Quote Rosanne Burton Smith or her telephone number 0448 651 920 at check out. (Please note: No Frills is not open on Sundays)
Perishable and non-perishable items (watch out for specials): Coles and Woolworths Supermarkets. 
Bread supplier - Banjos 24 Salamanca Square (Opening hours 6.00 am -6.00 pm Monday-Sunday). Bread orders (Tel 6224 3500) need to be placed by 4.00 pm at least one day in advance of the collection day. When ordering bread make sure it is appropriately sliced for sandwiches. Banjo’s whole meal and white Traditional sandwich loaves are the correct size and sell 3 loaves for $6.95. Bread should be collected the afternoon or evening before the day it is needed for making sandwiches. “Hot” bread made on the same day as the sandwiches is too soft and compresses/deforms easily when buttered. Wholemeal loaves should be a light brown, not dark rye bread. Do not order multi-grain bread or bread with seeds/grains either in the loaf or on the crust.
Grocery Items Checklist (per Flower Show)
Coordinators should leave a list of foodstuffs on hand after the last flower show, so that ordering for future shows can be adjusted accordingly. Otherwise coordinator(s) will have to check on food items in storage prior to purchasing new supplies. Old supplies should be used up first. All surplus foodstuffs that do not need refrigeration (eg flour, soft drinks, bottled water, unopened jam) are stored in the Salamanca Rotary trailer, which is kept at PP Mike Woods’ house 7 Tulloch Court Lindisfarne Tel (H) 6243 5904 (W) 6248 6270 (M) 0408 508 299. Items requiring refrigeration should be kept by the coordinator(s) of the upcoming show (eg, cheese, mayonnaise, opened containers of jam, margarine).  Use-by dates should be noted and any out-of-date items should not be used. Health inspectors take a dim view of this practice. 
The following amounts are generally sufficient for 2-day flower shows and can be supplemented as required:

Self raising flour 4-5 kg. Check amount of flour left in 10kg bag before ordering more flour. 
Margarine 2 kg 
Milk 3 litres full cream and 3 litres light. Woolworths/Coles brand largest size (3l) is much cheaper than Pura or Betta milk.  
Whiiping cream 2 litres (do not buy light cream – it will not whip properly)
2 kgs chicken breasts or tenderloins 
Spring onions – 1 bunch 

Egg mayonnaise (S &W best) 2 x 800g jars 
Eggs 1 dozen per day of show 
Truss tomatoes 1 truss per day of flower show. Well ripened tomatoes are preferable
Iceberg lettuce 1 lettuce per day of flower show 
Cheese slices 1 x 1 kg pack Woolworths Select brand mature cheddar. Non-processed cheese recommended. 
Ham slices 1kg. Make sure these are square. Castlemaine ham from Woolworths deli is around $9.00 per kg 
Carrots1 kg can be grated in food processor and taken to venue) 
Berry jam 1 x 2 kg jar. Purchase raspberry or strawberry) 
Milo 1 x 2 kg can 
Tea bags (regular and 3- 4 varieties herbal & green tea) 2-3 boxes of 100 regular tea bags; 1 box each of herbal tea  
Nescafe instant coffee 2 x 2kg bulk cans 
Bread – 1 x white and 4x wholemeal sandwich loaves for the first day (half-day catering); 2 x white and 6 x wholemeal for second day (full day catering). 
Sales Point Equipment Checklist
All the following equipment is stored in the Salamanca Rotary Trailer. The trailer is kept at PP Mike Woods’ house 7 Tulloch Court Lindisfarne Tel (H) 6243 5904 (W) 6248 6270 (M) 0408 508 299.    

1 large wheeled eski 
2 chilly bricks for cold beverages

Electric slow cooker (to keep soup hot)

Pyrex jug for serving soup 
Boards with item prices

Rotary banner

Plastic tablecloths

Plastic spoons

2 milk jugs (marked as light and full cream milk)
Cash box

Trolley and table

Marking pens

The Town Hall supplies a hot water dispenser.  

Kitchen Equipment Checklist 

All the following equipment is stored in the Salamanca Rotary Trailer. The trailer is kept at PP Mike Woods’ house 7 Tulloch Court Lindisfarne Tel (H) 6243 5904 (W) 6248 6270 (M) 0408 508 299.  

Rolling pins

Pastry sheets/chopping boards
Colander 

Cutting and chopping knives

Table knives forks and spoons

Can opener

Plastic mixing bowls

Scone and sandwich filling recipes (laminated)

Baking trays
2 large saucepans with lids 

Potato masher

Electric knife

Electric beater

Large metal spoon

Scone cutters

Flour shakers

Aprons

Tea towels

Plastic film

Paper towels

Baking paper

Large tray

Metal and plastic platters (oval)

Mixing jug (for whipped cream)

Storage containers (for soup and leftover sandwich fillings)

Metal spoons forks and teaspoons

Plastic measuring cups

Plastic measuring spoons

Dishwashing detergent

Hand cleaner

Paper towels

Garbage bags

Chux multi wipes

Sponges

Scourers

Scone Preparation
Plain scones are sold with berry jam and cream in a plastic container. 
Recipe: Plain Scones
4 cups SR Flour

2 tbspns margarine

2 cups milk
Makes 20-24 scones (see recipe card)
Tips
1. Wash/sanitise hands prior to putting on plastic gloves. 

2. When making scones, set oven in Town Hall kitchen to 180 degrees. The recommended 200 degrees plus on the recipe cards is far too hot in this particular oven. 180 degrees gives an excellent and consistent result.

3. Double the recipe above to produce sufficient scones for a day or a half-day of sales (depending on demand). 

4. Roll out dough as evenly as possible. 

5. Don’t roll out dough too thinly – should be at least ¾ inch thick. 

6. Roll out dough as little as possible – get as many scones as you can out of the first rolling – these are the best scones. 
7. Turn scones over before placing on baking tray for an even rise. If necessary hand shape after cutting if the scone is a little lopsided or sides are uneven.
8. Scones don’t need glazing with milk – the top will not be seen.

9. Use baking paper – trays don’t need greasing. Paper can be reused for several batches. 

10. Cook scones on middle (preferably) and lower (if necessary) oven shelves only – top shelf is too hot in this oven – scones come out scorched and hard.
11. Cook scones for six (6) minutes, then rotate trays 180 degrees. This will prevent lop-sidedness.

12. Cook scones a further 4-6 minutes or until golden brown on top. Test for doneness by breaking one open.
13. Allow scones to cool sufficiently away from stove before breaking and filling. Scones should be cool to touch when broken (about 15 – 20 minutes). Hot scones and whipped cream don’t mix!

14. Whip cream until really stiff – a spoon should stand up by itself in the cream and cream should maintain its shape. If the cream gets a bit watery during the day, give it another beating – consistency will improve. 
15. Sugar is not added to the whipped cream – jam is sweet enough. 
16. Cover and put cream back in fridge as soon as possible after use.
17. Cut shallowly around the scone edge with sharp knife and then break scone in half. Don’t cut through entire scone with knife. This ruins the crumbly internal texture and makes the filling slide off.
18. Jam scones on large oval plate not in the plastic sale container. Using two teaspoons together to scrape jam/cream onto scone is an easy way to apply fillings.

19. Don’t butter scones – cream is sufficient.

20. Place two jammed scone halves in square plastic container then apply a generous spoon of jam first and then top with another generous dollop of cream. This is less messy than trying to put a creamed scone into a container. Press closed.
21. If scones are lopsided, place the “downhill slope” of the two halves so that the fillings, if they run, will tend to meet in the middle and will arrest each other. 
22. Because they are highly perishable, prepared scones should be placed for sale in small batches (4 - 6 containers at most) and replenished frequently. Prepared boxed scones can be kept in fridge.

23. Two scone halves are sold as an item – selling them singly on request breaks up the item and causes problems for subsequent sales.

24. Unprepared scones may be refrigerated overnight, heated for 2 minutes on low power in the microwave and prepared for sale the following day.

Sandwich Preparation
Four different types of sandwiches are sold; one salad and one mayonnaise-based filling in a package of two sandwiches.  Note: laminated sandwich filling recipes should be affixed to the wall near the sandwich assembly area for ready reference. 
Fillings

Egg and mayonnaise
Chicken and mayonnaise

Ham salad

Cheese salad

Recipe: Chicken and Mayonnaise
1 pre-roasted chicken (Coles and Woolworths $7.99 each)
2 -3 heaped tbspoons egg mayonnaise

1 dessertspoon seeded mustard

1 dessertspoon finely chopped chives or spring onions 
Salt and pepper to taste

1. Cool chicken in refrigerator not on kitchen counter 

2. Strip chicken meat from carcase
3. Finely chop chicken (pieces should be about the size of a pea)
4. In a bowl thoroughly mix chicken with other ingredients. 
5. Mixture should be stiff enough to maintain its shape.
6. Butter bread sparingly, but spread butter to cover slice completely to edge
7. Spread one slice with chicken mix and top with other slice
8. Fillings should be generous and should be about the thickness of one slice of bread

Recipe: Egg and Mayonnaise
1 dozen hard boiled eggs
2-3 heaped tablespoons of egg mayonnaise
Salt and pepper to taste

1. Hard boil 12 eggs by placing them in cold water in large saucepan and bringing slowly to boil on medium heat. Boil for at least 10 minutes until hard (ie, they dry quickly when lifted out of the water)
2. Plunge eggs into cold water to cool (prevents black ring around yolk)

3. When cool peel eggs making sure they are free of any small pieces of shell. 

4. Mash finely in large bowl with potato masher
5. Add salt and pepper and mayonnaise, adjusting amount to required consistency

6. Mix to a smooth consistency

7. Butter bread sparingly, but spread butter to cover slice completely to edge

8. Spread one slice with egg mix and top with other slice

9. Fillings should be generous and should be about the thickness of one slice of bread

Recipe: Cheese Salad
Cheese slices

Pre-shredded lettuce (make sure the shred is VERY fine otherwise sandwiches fall apart). 
Thinly sliced tomato

Salt and pepper

Mayonnaise 
1. Butter bread sparingly, but spread butter to cover slice completely to edges
2. Apply a thin film of mayonnaise on one bread slice 
3. Assemble sandwiches starting with shredded lettuce on mayonnaised bread, then tomato then, and finishing with cheese slice and finally the unmayonnaised bread.
4.  Fillings should be generous and should be about the thickness of one slice of bread

Recipe: Ham Salad

Ham slices

Pre-shredded lettuce (make sure the shred is VERY fine otherwise sandwiches fall apart. Lettuce can be mixed with mayonnaise to make a more sticky consistency)

Grated carrot (do not process into fine dice – it falls out of sandwiches)

Salt and pepper

Mayonnaise 
1. Butter bread sparingly, but spread butter to cover slice completely to edge
2. Apply a thin film of mayonnaise on one bread slice 
3. Assemble sandwiches starting with shredded lettuce on mayonnaised bread, then grated carrot, and finishing with ham slice and finally the unmayonnaised bread

4. Fillings should be generous and should be about the thickness of one slice of bread
Tips
1. Wash/sanitise hands prior to putting on plastic gloves to make fillings and cut sandwiches. 

2. Most customers prefer wholemeal. Aim for 75% of containers all wholemeal and about 25% with one or two white bread sandwiches a container. 
3. Make sure lettuce is thinly shredded (about the width of a matchstick) – otherwise salad sandwiches tend to fall apart. Mayonnaise can be used as “glue” to make grated or shredded ingredients stick. 
4. Butter bread slices on a clean and dry preparation surface.

5. Apply the four different filling to half the buttered bread.

6. Fillings should be about the same thickness as one bread slice (ie one-third bread, one-third filling, one-third bread). 
7. Top fillings with the remaining buttered bread slices.
8. Press lightly so that fillings adhere to bread.
9. Pile up to four uncut sandwich rounds on top of each other 
10. Use the electric knife to cut diagonally through all 8 layers of bread, holding the pile steady with your other hand. Make a single diagonal cut. Do not remove crusts. 
11. Place two sandwich halves in triangular container usually one salad and one mayonnaise based sandwich
12. Close with the triangular “lid” and snap shut so that cut edge of sandwiches (not crust) is on display. 
13. Store boxed sandwiches in fridge and display at point of sale in small batches. Replenish when needed.

14. Some customers are vegetarian or might ask for one filling only. Special orders at the point of sale should be directed to the kitchen. 
Soup Preparation
 Soup is sold by the cupful and needs to be heated and kept warm in slow cooker. Soup is generally offered for sale flower shows during the cooler months (ie, March, April and May). It should be advertised as Sweet Potato and Lentil Soup (not Moroccan as this gives no idea of the ingredients and puts some older customers off).
Recipe –Sweet Potato and Lentil Soup 
1 kg onions
3 kg sweet potatoes 

1-2 cups red lentils

Master foods Moroccan spice (to taste)
Salt and pepper to taste 

2-3 teaspoons powdered chicken stock 

Water 

1. Sautee diced onions and diced sweet potatoes
2. Add Moroccan spice and “sweat” for 30 mins on very low heat.
3. Add powder stock and water to cover vegetables. 

4. Simmer for 1 hour covered.

5. Cool and blend in food processor until smooth. Refrigerate in large plastic soup container (in trailer). This is also used to transport soup to venue.  
6. Reheat soup at venue on low heat.
Tips 
1. Heat the soup gradually on the stove on a medium heat using a large saucepan, stirring occasionally. 
2. It is ready when just bubbling in several places – should not be furiously boiling which will spoil its flavour and consistency.

3. Transfer to slow cooker and turn onto low. Take slow cooker to point of sale and plug in.
4. Store any surplus soup in plastic container in fridge. 

5. Do not allow surplus soup to cool down on kitchen counter.

6. There are few soup sales after about 3.00 pm. Return left-over soup to refrigerator. 

Point of Sale 
This is where the friendly face of Rotary is on show. Please wear Rotary apparel and make sure there is a banner to identify the Rotary Club of Salamanca and... Smile, smile and smile! 
Tips
1. Float of $200 in coin /small notes ($5, $10 and $20) is needed for making change.
2. Never leave cash unattended – take the cash box with you or leave it with another volunteer if you need to go away from the point of sale. 
3. Display prices prominently. Multiple signage visible from different angles is best
4. Avoid “splitting” items for sale.

5. Fill hot water dispenser from water heater in Town Hall kitchen. Be careful of splashes and turn dispenser so that the tap is facing away from public. Volunteers need to dispense all drinks for safety reasons!
6. Check temperature of water used for coffee/tea regularly.

7. If hot water dispenser needs replenishment – top up using insulated jug. 
8. Hot water dispenser should be emptied and re-filled with fresh hot water at least once during the day.
9. Quarter- or half-fill milk jugs (depending on demand) and replenish regularly from fridge (milk is perishable). Use jugs labelled for low fat and full cream milk.
10. Keep sides of slow cooker scraped clean to avoid an unattractive brown soup “scum” around the edges. Mix soup from time to time to prevent surface scum from forming.
11. Tables are covered with plastic table cloths and need regular cleaning with a damp Chux.
12. Check and empty rubbish regularly. Bin should be lined with a disposable rubbish bag. 

13. At end of day coordinator or a delegate counts gross takings (less float money) and records signs and places the receipt along with takings in cash box. Takings (less float money) should be delivered to the Treasurer at the end of each day. 
Barbecues and Sausage Sizzles
Salamanca Rotary runs barbecues and sausage sizzles, either as service events (catering paid for by another body) or as fundraisers where items are sold to the public for profit. These events may be held outdoors with no connected water or electricity. The checklists and advice below covers such contingencies. 
Equipment Checklist
Tent
Tent weights
Folding table(s)

Barbecue(s)

Eski (s)
Rubish bin(s)
Rotary banner(s)

Sandwich board (s)
Signage with prices
Rotary promotional material

Donation collection tin(s)

Certificate of Registration (of a temporary food business)

Barbecue tools (tongs & egg turners)

Scissors x2  (for separating sausages)
Knives
Cutting boards
Bain marie containers with lids for storing for cooked items
Aluminium foil
Table cloths

Tea towels

Aprons

Urn for heating water for hand and implement washing
Basins (x2)

Dish wash brush
Waste water receptacle with lid 

Plastic bucket
Hand sanitiser

Detergent

Plastic gloves

Chux cloths
Scourer
Paper towels 

Paper napkins

Oil

Ice/freezer blocks

Rubbish bin
Bin bags

Plastic bags

Matches/gas barbecue lighter

Sellotape

Heavy duty plastic tape

Food thermometer

First aid kit

Fire extinguisher and fire blanket

Cash box and float

Lighting

Torches

Suppliers

Meats

The supermarkets supply good quality bulk meats at very competitive prices. The following prices and quantities were current as of February 2017.
Coles 

1. Sausages        Coles brand thin                   22 per pack                 $9.00

2. Burgers          Coles brand                          10 per pack                 $8.00

 

Woolworths  

1. Sausages        Homebrand thin                     24 per pack                $8.00

2. Burgers          Homebrand                            10 per pack                 $8.00

Vegetables

Fresh Cut No 1 Processors 72 Federal St North Hobart (eg, for ready sliced onions). Phone 6234 3486 to pre-order items for collection (open from around 8.00 am week days; not open weekends). Fresh Cut charges $3.20 per kg for fresh sliced onions (current February 2017). These are cheaper and preferable to the frozen variety, which are very watery when thawed. 
Frozen sliced or diced onions may be needed for resupply and are available from Woolworths (Homebrand frozen chopped and sliced onions $2.10 /500g pack) and Coles (Coles brand chopped and sliced onions $2.10 /500g pack) 
Breads 

Coles and Woolworths Supermarkets generic brands are good value. Woolworths Homebrand and Coles brand sandwich loaves have about 22 slices per loaf and sell for $0.85 (white) and $1.50 (wholemeal).

Condiments
No Frills Gormanston Rd Moonah stocks 2 litre and 4 litre containers of branded tomato and barbecue sauce at competitive prices. It is best to decant these into squeeze bottles required by health authorities for self-service of condiments. 
Disposable Items
Supermarkets and discount stores stock well priced paper napkins, paper towels, Chux cloths, liquid soap, detergents etc. 
Official Requirements
Permission and Registration

Registration of a Temporary Food Outlet is required for all food outlets excepting fresh fruit and vegetable stalls. Application must be made on an appropriate form available from the relevant city council in the municipality where the event is to be held. The form is available on council websites. A charge is generally made for issuing of the permit, and a certificate can be printed once the payment is made online. The certificate must be prominently displayed at the stall. 
The food stall and stall holders must comply with the terms and conditions of the registration and the licence described below. Stall holders should be prepared for an inspection by a health inspector who will attend to these items.
Stall Layout and Safety Requirements
The stall must be covered with a canopy with sides to prevent contamination of food by dust and insects and spoilage of food by exposure to sunlight. 
Stall layout should protect the public from hot equipment, eg by placing barbecues at back of stall and against a natural barrier such as a wall or a fence. Fire extinguisher(s) should be placed near barbecue or cooking facility. First aid kit should be available. 
Placement of barriers/tables/counters should prevent public from entering food preparation area. See diagram provided by Clarence City for the maximum requirements of food stall.
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This is an example of the maximum requirement for a food stall. The level of
compliance will depend upon the level of risk associated with the food being
produced, this will be determined during the assessment of the application.





Hand and Equipment Hygiene
Hand washing facilities must be provided, consisting of warm water, liquid soap and paper towels. For outlets without running water, hot water can be provided in thermos flasks and mixed with cold water in a basin, but water must be changed every 30 minutes. All food handlers should wash their hands prior to putting on gloves, since the handling of the gloves with unwashed hands can contaminate the gloves. Provision of hand sanitiser is an additional precaution, but does not replace hand washing. 
Separate washing facilities must be provided for washing utensils and equipment. Detergent, scourers, dishcloths and tea towels must be provided. Do not use the same utensils or storage containers for cooked and uncooked foods. Clean up spillages immediately.
Food Storage 

Food storage must be below 5 degrees C for cold foods and above 60 degrees C for hot foods. Eskis with ice blocks are acceptable for non-powered food outlets to keep meats and other perishables cool before cooking. Keep lids on all food containers and coolers when not in use. Health inspectors will home in on this aspect, as it is the major source of food poisoning for the public.
Cooked foods should be kept hot prior to serving using covered heatproof containers on a barbecue or other hotplate.  When not being cooked all foods should be covered to prevent contamination. 
All food must be stored at least 750 mm off the ground and should be inaccessible to handling by the public. 
Condiments should ideally be provided in individual sealed containers.  Squeeze packs for sauces made accessible to the public should be kept under close supervision (eg, do not allow people to add condiments from squeeze packs to partially eaten foods).

Waste disposal
Waste disposal must be provided, including a lined bin for general rubbish (eg, serviettes, coffee cups), a separate covered bin for food scraps and a waste water container. Waste water must be disposed of properly (eg down a drain or sink) not poured onto grass or gardens at the venue. 

Waste disposal should be located adjacent to the stall for use by the public.

Food Labelling
Labelling of food containing potentially allergic ingredients is essential (royal jelly, milk, nuts, eggs, fish, sesame seeds, soya beans and bee pollen). 

Food Handling
Food handlers must wear gloves when handling food and wash hands and change gloves after touching other items (eg emptying rubbish, going to the toilet, blowing one’s nose). Protective clothing such as aprons must be clean. Hats or hair nets also prevent contamination. 
A method for separating money and food handling is essential – eg, one person can take the money and make change while another supplies food items.

Tips

1. Reconnoitre the food outlet site several days before the event paying attention to sloping terrain, accessibility for delivery vehicles, hard surfaces, gravel or grass, and logistics for power and water supplies. Try to foresee possible problems.

2. Obtain any necessary permissions well ahead of time (eg, Registration of a Temporary Food Outlet, certificates of compliance for public liability insurance, access protocols to venues for delivering equipment and food, parking for equipment trailers).

3. Have ropes, weights, tarpaulin and pegs on hand to secure tent in case of inclement weather (eg, high winds and rain). 
4. Site tent in a sheltered spot if possible, and/or use wind screen to prevent barbecue flames from being affected.

5. Make sure sufficient gas is available for barbecue(s). Spare cylinder(s) are recommended. 

6. Buy perishables as close to the time of the even as possible. Store meats and other spoilable products immediately after buying in cooler/eski with ice. Do not leave exposed in car. 
7. Cater using 1.5 items per projected customer numbers (eg, sausage/hamburger/vegeburger/ bread slices) as a rule of thumb. For example catering at the 2017 Symphony under the Stars involved a projected 500-600 potential customers. We used 40 loaves of bread, 10kg sliced fresh onions, 40 kgs of sausages and 150 hamburger patties. 

8. Standard sandwich loaves contain around 20 slices. Avoid toast bread – slices are too thick for sausage sizzles. Allow one slice per sausage and two slices per hamburger patty.  
9. Over-ordering is wasteful and cuts down profit margins. It is better to under-order since additional items may be purchased during the event. Dedicate one volunteer to be gopher and have a delivery vehicle handy to the stall. Check on the availability and price of items at the nearest supermarket(s) and their opening times. Supply the gopher with a specific list of items, supermarket locations and prices.

10. Contact suppliers ahead of time if large quantities are needed and place orders if necessary.

11. As long as items have been kept refrigerated and have not thawed from a previous frozen state, food items can be frozen in a timely fashion for future use, keeping in mind the recommended times for frozen items (eg, 2 months for raw sausages 4 months for minced meats, 3 months for bread). Previously frozen items that have been thoroughly cooked can be safely refrozen. The Rotary freezer is kept at Gill Whitehouse’s residence 42 Auburn Road Kingston (Tel 0417 551 436) 
12. Sausages can be quickly separated using scissors – safer than knives. 

13. For events with large numbers of customers, bulk packs of sauces and condiments are a cheaper option and can be decanted into squeeze packs for use by public. 

14. Use the event to publicise the Rotary club of Salamanca using promotional material (banners, flyers, sandwich board, wear Rotary apparel). 

15. Use event to collect donations (eg, five cent coin collection boxes can be placed on counter). 
16. Separate food and money handling – one or two people to do each. 
17. Signage for separate areas for payment and collection of food items is handy for crowd control.  
Club Changeover Event
The Club Changeover Event signals the end of one Rotary year and ushers in the new Rotary year. It gives the club an opportunity to celebrate the achievements of the past Rotary year, to thank the outgoing President, board and officers as well as welcoming the incoming President, board and officers. It is usually celebrated with a formal or semi-formal dinner or luncheon. All Rotarians and guests attending, with the exception of the District Governor, pay for their own meal and dinner drinks. 
Role of President-Elect

It is the responsibility of the President-Elect (PE) to organise the changeover event, selecting a suitable venue, stipulating the day, time and date; and liaising with other club members who are involved in the event. Planning and consultation should start well before the agreed date, which is generally a Saturday in late June. 
Securing a Venue

The search for a venue should begin at least four months before the event, since venues can be heavily booked. Early action can ensure the most suitable venue with the most competitive prices. The following points should be kept in mind when canvassing different venues:
1. Size and suitability of the room(s) It should be large enough to comfortably accommodate the anticipated number of attendees (usually around 60 people). Note the shape and configuration of the room. Does the furniture arrangement allow for easy movement of a large group of people or will attendees be cramped? Does it allow for easy viewing of presentations and speakers? Will the acoustics and sound system allow effective AV presentations and speeches? Is the lighting suitable for the event? Is the room near a public space and possible external noise from other diners/guests? Will the room be warm enough for a winter event? Are there cloakroom facilities as well as sufficient and easily accessible toilets? 
2. Transport and Parking. Does the venue provide enough parking for the anticipated number of guests? Is there sufficient public parking space nearby? How safe is the area around the venue late at night? Will group transport to and from the venue be provided and what will it cost? This can be important if the venue is at some distance, for example a country venue. 
3. Room and equipment hire. Does the quoted cost per person include such items as room hire, and cost of podium, microphone, music system, data projector, screen etc?
4. Provision of alcoholic beverages. Is the venue licensed? What is the policy regarding alcoholic beverages brought to the venue? Are there corkage charges? Does it have a fully equipped bar? Decide whether to include table wine in the per person price, or to leave guests free to choose their own beverages. The latter option lowers the per person price and caters better for personal drink preferences. 
5. Menu. Examine sample menus which are often price-bracketed. Be aware of food sensitivity (eg, eggs, honey, nuts and gluten products), religious dietary restrictions (eg, meat, fish and shell fish, beef, pork) and common food dislikes (eg, fish, curry), so that adequate choices are provided. Ask if venue caters for special diets. Circulate sample menus among board and membership and ask for feedback before finalising with venue.
6. Cost. To maximise attendance, cost of the event to attendees should be kept reasonable. Some venues might appear to be much cheaper than others, but cost needs to be balanced with other factors such as venue suitability, quality of menu and amenities provided.
Finalising the Booking
Once the venue has been decided, the venue manager or catering manager should provide a written confirmation of the booking. Check this carefully to ensure that all the items agreed verbally in discussions have been included on the contract. As well, read the terms and conditions of the contract carefully. Most venues disallow food and beverage items being brought onto the premises, so if raffle prizes or other presentations for the event include these items, permission will need to be sought from the venue ahead of time. 
The contract should also stipulate a date for final confirmation of numbers (usually about three working days before the event). After final confirmation, the venue will generally charge for that number regardless of whether fewer people turn up on the night. 
It is important that the venue catering manager receives a copy of the proposed program for the event at least a week beforehand, so that he/she can coordinate the courses with the event program, and any necessary amendments can be made before the program is printed. 
Publicity and Invitations
The Changeover Event is a highlight of the Rotary year, and most club members will want to attend. Early notification of the time, date, venue and dress code is advisable to maximise attendance. Invitations should clearly state what is included in the cost per person and what attendees will have to pay for additionally. Information regarding registration, payment, transport, seating and parking arrangements can be announced closer to the event. 
An invitation to the event can be publicised via the club bulletin, e-mail, at Rotary meetings, and may be included on the club calendar. Invitations can be sent out electronically or by snail mail to former club members and other Rotarians and Rotary clubs as the President-Elect and the board see fit. 
Formal invitations are automatically extended to District Governor, District Governor-Elect, District Governor Nominee and to Past District Governors and Assistant Governors who have close relationships with the club. Other dignitaries such as local government and state politicians might also be invited. The PE should seek the advice of the Board on the official invitation list. It is more appropriate to send formal invitations by snail mail rather than by e-mail. Rotary District Officers’ mailing addresses are found on the Rotary District 9830 Website: www.rotary9830.org.au.
On all invitations, a specific RSVP date should be set as well as an address, telephone number and/or e-mail address provided for responses. A sample invitation is printed below. The number of club officers nominated to receive RSVPs should be kept to an absolute minimum, otherwise it makes the responses very difficult to track, and accuracy in the final numbers suffers. The PE should keep a running sheet of acceptances and apologies and should check regularly for responses. A Word document can be easily updated. 
If the majority of invitees pre-pay during the month before the Changeover Event, it minimises the risk of people not turning up and therefore a shortfall in paying the venue for the event. Fewer people paying at the venue also streamlines the event. Make sure that cheques mailed to the club are in fact payment for the event, and not for other Rotary purposes. If need be, clarify with the Treasurer or call the signatory to confirm their attendance.  
Roles and Responsibilities
Several club members will need to take on essential roles both before and during the event. 

President-Elect: Coordinates and organises event. Is inducted by the President during the event, accepts the chain of office, club charter and President’s pin. Presents the retiring President with Past President’s pin, gives speech thanking Past President and vision for the new Rotary year. Introduces board and officers for the new Rotary year.

President: Liaises with MC and PE on organisation and event program, gives Presidential address at Changeover Event.
Master of Ceremonies: Liaises with President and PE regarding the event program, manages the event keeping to the program and calling on speakers and presentations.
Treasurer: Collects money for event, issues receipts and pays venue for event.

Club Secretary: Collects RSVPs and informs PE regularly.

Club member volunteers will also be needed to say the Rotary grace, and give toasts to Rotary International and to the Rotary Club of Salamanca. There is no set format for the toasts and so the responsible club members will need to compose their own toasts with guidance from the President or PE if needed. Note: Rotary protocol states that if a DG or PDG is present at the event then he/she should be invited to make the RI toast. Provision can be made in the time-line for responses to the toasts, but is not essential (see sample time-line below). 
If Paul Harris Fellows are recognised during the event, suitable presenter(s) will need to be chosen, usually a Past President or someone who has held a suitable portfolio in the club. Presenters will need to give a short outline of the recipient and the reasons that he/she is being recognised. 
Members may wish to make special presentations during the event (eg, cheques from fundraising) or to run fundraisers such as raffles. These should be negotiated ahead of time with the President, PE and the MC, so they can be fitted into the event program. 

One or two club members should act as welcomers at the registration desk, recording attendances, giving out badges and any other items such as copies of the club’s annual report, and tickets/ tokens for complimentary drinks.
Setting Up, Materials and Procedures
1. Venues usually allow access to the room(s) several hours before the event to allow for decorating and setting up of any equipment. 

2. It is usual to display club banners at the event and for the decorations to reflect Rotary colours/theme.
3. The Rotary theme for the new Rotary year and name of the new RI President should be displayed in some way and alluded to during the event. 

4. Rotary bell, club charter document, President’s chain of office and club name badges are needed for the event. Adhesive name labels can be provided for guests
5. Seating: Allocated seating via a seating plan may be preferred or seating may be left open. Open seating is less trouble to arrange, and gives attendees the opportunity to decide their own table companions. One table however, should be reserved near to the podium for the MC, President, PE and any official attendees. If open seating is preferred, invitees should be informed well ahead of the event. 
6. Each attendee should be provided with a program giving the time-line and features of the event. The incoming board and officers’ names and portfolios can also be included. 
7. A written menu may be provided by the venue, but can also be presented in the program document. Clarify this beforehand with the venue to avoid duplication. It is probably better if the venue prepares and prints the menu, as it can change at the last minute after the program has been printed (eg, chef’s culinary decisions, non-availability of foodstuffs). 

8. Caution should be exercised in distributing any documents at the event containing personal contact information that members might not want circulated outside the club.
9. Fines sessions are not usually conducted at the Changeover Event. May be replaced by raffles or other fundraisers.
10. PE/ President should order any presentation regalia well ahead of the event. Paul Harris Fellow certificates and regalia are sourced from the RI Regional Office P.O. Box 1415 Parramatta NSW 2124 (Tel 9635 3537). Pins can be obtained by an emailed or snail mailed order to Rotary Downunder, PO Box 9368 Harris Park NSW 2150; Email: supplies@rotarydownundercom.au or Web: www.rotarydownunder.com.au/shop. These items are paid for by the club and invoices should be presented to the Treasurer for payment.
Sample Timeline 
7.00-7.30pm Arrival and pre-dinner drinks

7.30pm Be seated

7.35pm Welcome by Master of Ceremonies 

Introduction of visiting Rotarians and Guests
7.45pm Rotary Grace 

Serving of entree

8.00pm Toasts:



Rotary International 



Rotary Club of Salamanca 
Response to Rotary International toast

8.15pm 

Serving of main course

8.45pm Presentations 

9.15pm Presidential message 
9.30pm  Serving of dessert and coffee and drawing of raffle
9.50pm Installation of 20--/20-- President

Sample Invitation
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The President and Board of the Rotary Club of Salamanca

Cordially invite you to

The Club’s changeover dinner

At --------
Venue Address-----
At 7.00 pm (for 7.30)

On Saturday --th June 2010
Cost: $--.00 per person (including welcome drink)

Dress: Lounge suit/cocktail dress

RSVP June --th 20--
Club Secretary 

GPO Box 1579 Hobart 7001

Tel:

Email:
