
Calimesa SDA Church Fellowship Potluck Guidelines/Suggestions 
For all group leaders: revised March 2022 

By Laura Nyirady  909-855-4641 and Arlys Fillman 951-295-5271 

Thank you for accepting the invitation to be a potluck team/group coordinator.  We have had a late start due 

to Covid restrictions, but our first dinner on March 12 was a real success. Each of you have worked hard to 

maintain or create a great team of eager members who are willing to help with whatever needs to be done to 

make our potlucks successful.  Please use all of your members to help with not only bringing food but also in 

setting up, serving or cleaning up so you do not feel the whole burden on yourself. Here are a few reminders 

and suggestions. 

PRIOR TO POTLUCK SABBATH 

1. One or two weeks before your scheduled Sabbath potluck remind your group members about the 

upcoming meal.  This can be done by phone or e-mail, whatever works best for you and your group 

members. 

2. Assign or find out what food items each member plans to bring. We suggest that each member 

bring two large dishes each of which is sufficient to feed around 20 people. You may opt to use the 

on-line “Perfect Potluck” to help you organize your meals (instructions will be attached to the end 

of this document). 

3. Ensure that there is a good balance of different food items that your group members will be 

bringing, eg. pasta/potatoes, entre’, vegetables, salad, and dessert, etc. 

4. Purchase the bread/rolls sufficient for the meal (attendance is a bit uncertain as we restart).  You 

may turn in your receipts to the church office for reimbursement.  

5. Assign group members to be responsible for each of the following activities:   

a. Setting up tables and chairs 

b. Placing items/decorations onto tables 

c. Kitchen crew for food prep and serving 

d. Greeters 

e. Welcome, prayer, and instructions to guests  

f. Cleanup crew 

POTLUCK SABBATH 

1. Tables 

a. Set up 12 or more tables (including 4 outdoor tables) and chairs immediately following 

Sabbath School in the Fellowship Hall.  Tables are in the storage area across from the Green 

Room. 

b. Serving Tables: For best serving efficiency you may want to set up two rectangular serving 

tables (for the entrees, salads, and vegetables) with a round table (for the breads, and 

unique items, chips & dips, etc.) in front/between the two other tables. Having 2 serving 

lines speeds up the process of serving and decreases the waiting time.  

 

 

 



 

2. Table Settings 

a. Place paper tablecloths and salt shakers on each table along with a seasonal/decorative 

item of choice.  The church owns some small items (in on of the large white cabinets in the 

Fellowship Hall) that can be used and some group leaders assign someone in their group to 

either purchase or borrow seasonal items.  

b. Reserve a table on each side for elderly or handicapped attendees. 

c. Serving Tables:  

i. Paper plates, plastic forks and spoons can go on the end of each serving table.  

ii. Paper tablecloths, napkins, plates, mats/pads, serving spoons and plastic utensils are 

all located in the large white cabinets against the wall closest to the kitchen. 

iii. Pads to go under hot food items can be placed on both serving tables. 

 

3.  Kitchen duties and warming the food items that need to be heated. (preferably 2 to 3 people who 

have attended first church service). 

a. Cold items go into the refrigerator and are brought out just before serving.  

b. Turn on convection oven to 350 degrees (depending on what food items are needing to be 

baked), turn on all warming ovens. 

c. Already baked/cooked food items can be placed in the new warming ovens 

d. Uncooked or unbaked items can be placed into the large new convection ovens  

e. Desserts can be dished up onto individual plates and organized behind the passthrough 

window, either before the meal starts or after people start eating. Keep window closed until 

first people are ready for desserts. 

f. Fill two plastic pitchers/table partially with water and then about 15 minutes before church 

is dismissed add ice and place on tables. 

g. Ten minutes or so before church is dismissed, food items can be brought out to the serving 

tables, with a serving spoon by each dish. Divide the food items between the 2 serving 

tables as evenly as possible. It is best to mix salads in with the entrees to prevent the first 

people in line from getting the entrees and those at the end of the line being left with only 

salads. 

h. Breads, along with jam, butter, etc. can go on a large round table in front of the two serving 

tables. Other unique items can go on this table as well, eg. chips and dip, etc. 

i. Forming 2 serving lines, one on either side of the room, seems to work the best.  You can 

judge the need for this by the number of dishes brought by non-team members. 

j. Have someone keep checking on the serving tables to take away empty casserole dishes 

and bring out more if some items are still in the ovens.  Please double check the 

refrigerator, freezer, warming ovens and both microwave ovens to make sure no food is left 

unserved. Turn convection ovens to cool when they are emptied. 

  



4. Greeters: It is good to have greeters at each door of the fellowship hall as soon as church is 

dismissed. (1 person at each door if you have sufficient people on your team) 

a. Invite and welcome all attendees as they enter the fellowship hall. 

b. Ask them to be seated until their table is dismissed. 

c. Inform the elderly and handicapped guests that there are reserved tables at the front near 

the serving tables. 

d. Find out who our visitors are and make them feel especially welcome. 

e. After the welcome and prayer (usually by the group leader, spouse or other assigned 

person), the greeters will dismiss tables (each greeter to dismiss tables as their line moves 

along), starting with visitors and seniors first. 

 

5. Clean up:  as many of the team as can stay and help makes this process go much more smoothly. 

a. Water pitchers all need to be washed with soapy water and put away upside down to drain 

in their cupboard. Be sure there is a towel under them.  

b. All salt/pepper shakers are to be returned to their cupboard.  

c. All church owned table decorations returned to their appropriate place. 

d. Used tablecloths, plates, cups, etc. can be rolled up together and thrown into trash cans. 

e. Do not try to wash empty casserole dishes---place them all out on the serving tables for 

their owners to retrieve. 

f. Wash, dry and put away all serving dishes and utensils that belong to the kitchen. 

g. Please be sure all knives are put away in the cupboard or drawer where they belong.  DO 

NOT LEAVE OUT ON COUNTER OR IN DISH RACK. There is always the possibility of children 

being in the kitchen when their parents are working in the church. 

h. Clean counters and around the sink as you would in your own kitchens. 

i. Take down the tables, place them on the rack and return them to the storage room across 

from the Green Room.  Chairs can be left unstacked in the Fellowship Hall. 

j. Assign someone to take the used towels home to be laundered and then returned the 

following week. 

k. Do not leave leftovers in the refrigerator or freezer. 

l. Assign someone to take the filled trash bags to the dumpster located at the far end of the 

parking lot near the Fireside Room. 

m. Items left in the kitchen which do not belong to the church, will be given to a thrift store or 

thrown away after two weeks. 

 

6. “New” Kitchen/Fellowship Hall Close Up Checklist: (Note - All instruction manuals are in a binder in 

one of the drawers near the door to the Fellowship Hall.) 

a. Make sure the lights are turned out and all doors are closed and locked when all have left.  

b. Turn of the AC/Heat in the Fellowship Hall and the Kitchen. 

c. If you turned on the hood fan, turn it off.  It will stop automatically when cool enough. 

d. Turn off both Convection Ovens. 

e. Empty and turn off all Warming Ovens. 

f. Run a cup of hot water through the Keurig before shutting it off. 

g. Empty the Keurig reservoir and place upside down on the mat to dry. 

h. Turn off Filtered Water Refill Station.  Switch is hidden above the refill opening. 



i. Be sure the ice scoop is hanging on the outside of the ice machine – do not leave inside as it 

gets knocked off and buried in the ice.  

 

7. Things to know about the Fire Suppression System: 

a. If there is a small fire – use one of the fire extinguishers.  There is a smaller one in the 

Fellowship Hall and a larger one on the wall by the refrigerator. 

b. If there is a large/out of control fire near the stove, the Ansul hood will automatically spray 

fire retardant.  

c. You should not have to pull the Alarm chain by the door – this would be a last resort 

measure if the Ansul hood does not automatically engage.  Pulling this chain prematurely 

will activate the hood – but will also cause very expensive damage.   

d. The location of the Alarm could be tempting to children, so please make sure any on your 

team know it is not something to be played with.  

 

 

  



USING PERFECT POTLUCK  
TO COORDINATE POTLUCK TEAM 

By Arlys Fillman 
 

Perfectpotluck.com is an online website that allows you to organize group meals without needing to make 
phone calls or even remind your team members (if you enter their email addresses). 
 
The program is quite self-explanatory and you can make changes at any time. 
 
Here are the basics: 
 
Search for www.perfectpotluck.com 
 
Select “Create” 
 
Fill in the various information boxes; be sure to record your administrator password and the user password. 
 
Under Categories – You can create whatever items you want, including the times you need helpers.  The 
program supplies some default ones but you can change them.  If you do not put anything in the “# Needed” 
column, the category will not appear on the sign-up sheet. 
 
When you are finished, click “Submit Group Meal Details”.  It will show you what your team members will 
see.  It you need to change something – You can select Edit Meal or Edit Notes, make changes and submit 
again.  If you come back later, you will need to enter your Admin Password near the top of the page and select 
GO!. Then you will see the same edit options. 
 
To add team emails and send them a message automatically, Click “Invite Friends” and follow the directions to 
add your team member’s email addresses. Click “Send Email” when done and the program will send them the 
information needed to log in and make their selections. 
 
You will also receive an email with a link that you can forward to your team members yourself if you do not 
want to enter their email addresses into the program. 
 
You can logon and check the sign-ups whenever you like and print the schedule when it is completed. 
 
Here is the link to the sample meal: 
  
Link to Group Meal: 
www.PerfectPotluck.com/UVLQ4626  
Select “view a sample”    
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