
Instructions for Hosts Volunteering at the House of Germany Cottage 
on Saturdays
Hours open to public:  11 AM to 4 PM

IMPORTANT:  If you have any questions or problems that need immediate resolution, phone one of the House of Germany Board members.  Board members’ phone numbers and other contact information are listed in the Contacts section of the white Instructions binder in the kitchen of the cottage.  Board members’ contact information can also be found on the www.houseofgermany.com website under the Contacts section. Be sure to contact one of the board members a few days before you are scheduled to host at the cottage to receive the combination for the lockbox on the front door where the key to the cottage is stored.
Instructions for opening the cottage:
Arrive before 11 AM to welcome guests into the cottage. [Note that on days when there are many visitors in the Park you may need to arrive by 9:30 or 10 AM in order to get a nearby parking space.]  
Saturday hosts do not need to serve any food or drinks.  However if food and/or drinks are to be served on Saturday the host(s) should read the full instructions for serving snacks and drinks in the “Instructions for Board Members Volunteering at the House of Germany Cottage on Sundays” found in the Instructions binder in the kitchen.  If coffee is prepared, turn off the urn at 2 PM; the coffee will remain sufficiently hot until closing time and it will be easier to clean the urn.
Temporary closure sign:

If you are the only host working in the cottage, use the “CLOSED – Will Return (time)” sign inside the pocket of the cover in the Instructions binder if you need to use the restroom or briefly close up the cottage for another reason.  Post the sign on the front door, lock the door, and lower the horizontal bar on the double doors until you are able to continue hosting guests.

Checklist for opening the cottage on Saturdays:
· Unlock and open front door with key from lockbox.  Close door after entering

· Sign in with the date, time in, and your name on the HPR Monthly Hosting Log found on the counter under the round window or on the counter near the coffee urn.  Each host should sign in on the same line in a separate name box.
· Turn on 6 light switches (see below for details)
· Turn on water heater switch in electrical panel on lower right wall in kitchen

· Clean off leaves, dust, & debris from porches and walks around cottage with leaf blower or broom.  The leaf blower is in the closet and the battery is in the charger next to the coffee urn.
· Place flag with black base (stored behind front door) in bracket in front of cottage

· Hang Germany map and framed poster by front door 

· Check to see if floors are clean; sweep or vacuum floors if needed

· Unlock and open rear double doors, secure with bungee cords, lower horizontal bar on double doors until 11 AM 

· During warm & sunny weather place 3 folding chairs around concrete patio table and insert white pole and the umbrella in center of table and crank it open 

· Turn on TV and play the video.  TV instructions are attached to the wall behind the TV with Velcro.  The TV remote is on one of the serving counters or on the bookcase under the round window.
· At 11 AM open front door, remove CLOSED sign, and raise & secure horizontal bar across double doors 

Checklist for closing the cottage on Saturdays:

· Bring in chairs and umbrella from concrete patio table and store in closet

· Close front door and lower horizontal bar across double door entry

· Turn off TV

· Bring in flags, Germany map, and framed poster
· Close, latch, lower horizontal bar, and lock double doors; hang bungee cords on hook found on top right of inside door frame.  Simply locking the double doors without sliding the 2 latches into place and folding down the white bar will allow anyone to enter the door!
· Make sure the battery for the leaf blower is plugged into the charging module which should be plugged into the power strip next to the coffee urn.

· Unplug the coffee urn if used and be sure the power strip is powered on
· Unplug the hot water kettle in the kitchen

· Clean up kitchen and bathroom as needed
· Don’t leave any food, lemonade, leftover coffee in the urn, sugar, or drinks out on the counters.  Discard any pitchers of condensed milk, wash & dry pitchers, and return to cupboard.  If there is still plenty of lemonade in the dispenser, you can store the dispenser in a refrigerator for use on Sunday; otherwise empty and wash the dispenser.
· Vacuum or sweep floors and floor mats; bring in any floor mats you placed outside the entry doors

· Leave any donations received in the small brown file box found in the lower right shelf in the kitchen.

· Saturday volunteer hosts may take $20 for time & travel.  Leave a note with your name, amount taken, & date.
· Close & latch any open windows

· Turn off water heater switch in electrical panel

· Unplug any portable fans or heaters used

· Take out trash from 3 waste containers and replace soiled bags with new white drawstring bags from the large bathroom cabinet
· Sign out on the HPR Monthly hosting log

· Turn off the 6 light switches

· Lock front door, place key in lock box, and close lock box 
Detailed Instructions:

Upon arrival do these tasks in the following order:

Front door:  Unlock deadbolt using key in lock box. 

To prevent visitors from tracking dirt, leaves, and pine needles into the cottage, clean debris off the porch, patio, patio table, and the sidewalks in front and around the sides, and rear of the cottage using the electric leaf blower (stored in the closet) or the corn broom (hung on hook on right side of cabinet in restroom). Blow or sweep the debris onto the lawn or into the gardens bordering the sidewalks. It is easiest to use the battery-powered electric blower. After using the blower, be sure to place the battery in the charger which should be found plugged into the charging module on the counter next to the coffee urn. After placing the battery into the charger, make sure the charger is plugged into the power strip and the power strip is powered on.  
Back doors:  unlock from outside.  Go inside to open after sliding the 2 bolts open.  Keep horizontal bar in place after opening doors to keep out visitors until 11 AM.  
[Note:  if you are accidentally locked inside the cottage, you may push open the rear doors from the inside, even if the deadbolt in the door is locked.]

Use bungee cords hanging inside double doors to hold doors open.  Connect bungee cords as shown in the photos below:
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Left door with bungee cord



   Right door with bungee cord
Turn on light in kitchen.

If you want hot water to wash your hands, clean serving utensils, or for other purposes, switch on the circuit breaker for hot water heater.  The electrical box is located on right side of kitchen near the floor.

Turn on the 5 remaining lights: 

Switch on the right inner side of the front door
Switch on the 2 adaptors located in outlet on lower wall left of piano to illuminate cabinet above piano. 
Switch on the 2 adaptors on the wall to the right of the tall curio cabinet to light the cabinet and the small ceramic buildings on the upper shelf 
Switch left of double doors
Only the following windows should be opened if ventilation is needed:  Windows behind long table, kitchen window, and bathroom window.  The other windows are either damaged or don’t open and you should not try to open them.
Get the flag with the black base on the end of the pole from behind the front door.    Put the flag in the holder on the right side of the front porch.   See photo below.  Do not display any other flags on Saturdays.
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Flag displayed in front of cottage
Hang up the poster and map stored to the right of the piano on the outside wall to the right of the front door as shown in the photo below.  The heavy framed map goes on the screw closest to the front door.  The poster goes on a hook to the right of the map.  
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At 11 AM turn on the TV and start the Germany video using the remote controller and instructions attached to the wall by Velcro behind the TV.  
Contact information, security concerns and needed repairs to the cottage:

See the Balboa Park Emergency, Reporting, and Enforcement guide with phone numbers in the Contacts section of the white Instructions binder in the kitchen.
Contact one of the board members if you need to notify someone about problems or repairs or if you have any questions.  Contact information is located behind the “Contact Information” tab in this binder.

Restroom instructions:  
The restroom in the cottage is only to be used by hosts and House of Germany members.  If guests ask about restrooms, direct them to the nearby public restrooms on the left side of the road leading to the Organ Pavilion.  

Further details on cleaning and closing up at 4:00 PM:

[Note:  You can start the cleanup and closing procedures at 3:30 PM so that you can leave promptly at 4 PM.  However we must keep the door unlocked and the cottage open to visitors until 4 PM in accordance with House of Pacific Relations policies and Balboa Park requirements.]
Follow the checklist instructions above for cleaning up and closing the cottage.

Be sure to empty all trash and do not leave any food or drinks in the cottage except in the refrigerators. In addition, vacuuming or sweeping the floors is essential.  Food, crumbs, and food waste will attract vermin.  

Leave kitchen & bathroom clean and orderly.  Cleaning supplies are stored in the cabinet under the kitchen sink.  Additional cleaning supplies and new trash bags are in the large bathroom cabinet.
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