
Welcome!

Gala 2025 Food Service Guide 



Responsibilities 

• * Shift: Friday, June 13, 2025, from 2:00 pm to 11:00 pm

• * Location: Oak + Hood, 11347 S Macksburg RD Canby, OR 97013

• * Complete Training 

• * Serve appetizers and dishes to guests (*not allowed to serve alcohol*)

• * During food serving keep tables clean. 

• * Breakdown dining tables and decorations after event activities are   complete.

• * Help cleanup 9pm-11pm

• No alcohol consumption allowed: Volunteers must refrain from drinking.



* Everyone must sign in and out.
* Everyone is expected to help with cleanup.
* No one should leave until everything is put away.
* The list of cleaning duties is included in the general gala training.
* At the end of shift please remember to return name tags and aprons.

This information is outlined in the general gala guide:

2025 Gala_General_Training_Information.docx

https://htpsgala.com/wp-content/uploads/2025/06/2025-gala_general_training_information-1.pdf


Standard Attire

For Ladies Attire: Solid white Russian dresses with white scarves with black accessories. Avoid 

wearing prints with multiple colors. Hair slicked back either low bun or braid. 

For Men Attire: Black Russian shirts or black collared long-sleeve shirts paired with black slacks. 

Solid black aprons and name tags will be provided.





Time Management

* 2pm sharp!

* Servers walk in a single-file line   

together at all times. 

* Follow Lead’s instructions on where to 

start.

* After serving, walk back to the kitchen 

immediately.

* Please treat this as you would a job. 

* Work proactively. 



Table Setting and Presentation

The table should always look tidy. 

Keep tables clean of dirty dishes and extra 

garbage.

When clearing plates away from the guests, 

remember to not take the fork from the 

table as we are not washing and replacing 

them.

If asked by someone to have a new fork, 

you may remove, wash and replace it.



Menu Knowledge

● If a guest asks “what is that?” Have a 

basic understanding of what we are 

serving so you can answer the 

question.

● (to the right is a 2022 Menu)







Customer Service

● “Are you still enjoying your dish?” or “May 

I take your plate?”

● “My pleasure”

● If you’re unsure ask your leads.

● Walk straight and tall with hands behind 

your back if you are waiting. 

● Smile.



Handling Guest Complaints

Stay calm and listen

Find and offer a solution if unsure ask your leads

Follow up to confirm the problem was solved



This map shows the setup for the 
wine/water station, volunteer rest area, 
dirty dish drop-off stations, and the 

exterior kitchen location at the venue.

Please pay close attention to the arrows 
on the map:
 Blue arrows indicate the path for 

food servers
 Red arrows indicate the path for 

drink servers
To ensure everything runs smoothly, let’s 
respect each other’s work areas and 

stick to the designated walking routes. 

This will help avoid congestion and keep 
things moving efficiently.



 Directional Arrows: Please follow the 

arrows on the map for entering and 

exiting the venue:

• Pink arrows indicate the designated 

route during cocktail hour.

• Blue arrows indicate the route to use 
during dinner service.

It's important not to walk through the 
event building during cocktail hour, as 
the entrance will be crowded with guests 

checking in. Please use the marked paths 
to avoid congestion and ensure smooth 
flow.



Gala Volunteer Parking
Expecting 160 Gala guests and 90 
volunteers the day of the event. Parking 
at the venue is limited, so it's crucial to 
carpool to the event. Coordinate with 
fellow volunteers to share rides.

IMPORTANT NOTE: All volunteers and 
guests must leave the venue property by 
11:00pm.



Gala event area Overview:
16 tables will be set for the gala guests. 
This image provides an overview of the 

dining area.

Kindly avoid lingering in front of guests. 
If you're not actively involved in gala 
tasks, please stay out of sight. You can 

be in the volunteer rest area taking a 
break.

The restrooms within the event area are 
reserved for guests only.
Volunteers must use the designated 
porta potties located in the volunteer 
area.
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