Background Information:  The NHS Coffee House is a fundraiser that gives the student body an opportunity to perform for their peers, and also provides students with a place to hang out.  The Coffee House is done four times a year (usually October, December, March, and June) and is traditionally a fundraiser for a particular cause or group (it was used for hurricane Katrina and other large fundraisers in the past), however, for the past two years the money raised has been added to NHS’s account.


The Coffee House runs from 7-9 pm on a Thursday night and was traditionally composed of solely acoustic performances and poetry.  However, in the past few years, electric acts have been incorporated into the Coffee House.  With electric acts comes a problem with the noise level of the audience.  This past year we found that placing the electric acts at the end solved this problem.  

Planning:  There are two main things to keep in mind when planning a coffeehouse. 1. Start a month in advance!! 2.  Communication between the coordinators is very important.  Make sure a meeting is called a month or so from the Coffee House date.  This is where the coordinators make a list of the supplies they have, the supplies they need, and decide what jobs each will get.  The jobs include:

· Talking to Mr. Green about reserving the PA system, mics, stands, etc.

· Advertising (Posters, Morning Announcements)

· Finding Teacher Chaperones

· Buying Food and Supplies

· Talking to Janitors

· Making Sign Up Sheets

Sound:  The PA system has usually been borrowed from the Music Department, however, the upcoming year may change this since the school may buy its own PA system.  Usually, you have to ask Mr. Green’s permission to borrow the PA system and other supplies.  It is important, even after Mr. Green or Mr. Hammond’s approval, that they are reminded a couple more times about the date the PA is being used just to ensure there is no confusion.  Typically, the old grand piano, the PA unit, two speakers with their stands, two speaker cables, four mics, stands, and cords are used at each coffee house.  Extension cords and power strips are also needed, but may not be supplied by the music department.

Advertising:  Posters should be made stating the date and time of the upcoming Coffee House as well as the price of admission ($3.00).  They should be put up around two weeks before the date of the Coffee House.  Morning meeting announcements stating the time, date and admission price of the Coffee House should be put in two weeks early as well.  Make sure that the announcements and posters also request performers to sign up.  There should also be a series of morning meeting announcements the week of the Coffee House.

Teacher Chaperones:  There should be two teachers at the Coffee House to oversee it.  Some teachers show up anyways, but if there is a need for teachers, a good way to get some is to put slips in each of their mailboxes informing them of the Coffee House.  Don’t say it’s a chaperone job (because it really isn’t), but rather a fun event that they should join (that seems to work better!)

Food and Supplies:  First of all, there are usually leftover supplies from past Coffee Houses, so it would be a good idea to check through them and see what is needed and what is not needed.  You need:

· Plates, napkins, Styrofoam cups, spoons

· An assortment of chips, baked goods (baked goods should be made by NHS members, so remind them at an NHS meeting)

· Various sodas, coffee, hot chocolate, juice

*Anything bought can be reimbursed by NHS, so make sure the receipts are kept*

Janitors:  A week or so before the Coffee House, the janitors need to be reminded to clean the cafeteria (or mow the courtyard grass for the last Coffee House).  The janitors can also clear the cafeteria of chairs and tables and get tables for food, coffee, supplies, and admission.  They’ll also help get the hot water and coffee machines.  The janitor to talk to about all of this is Vinnie and he will also help you with the coffee machine if you don’t know how to use it.

Sign Up Sheets:  Set up, clean up, and admissions sign up sheets should be made and put out at an NHS meeting.  Usually 5-6 setup people are needed, as many people as you can for clean up, and there should be two people on each of the three admissions shifts.  The performer sign up sheet should show ten minute time slots from 7:00-9:00 and should be put up in Mr. Jannke’s room two weeks before the Coffee House.

At the Coffee House:  You should arrive at around 5:45 to set up for the Coffee House.  Set up includes:

· Placing the admissions table near the doors

· Getting coffee, food and drinks ready

· Arranging seats and tables (and putting candles on each table)

· Hanging lights

· Setting up PA, piano, and power strips

Once the Coffee House starts, the only jobs are to announce each performer and to mix the sound for each performer on the PA.


The last Coffee House is in the courtyard, so there are some minor differences.  There are no tables to set up, so people should bring blankets.  Also, there is no power outside, so extension cords should be run from classrooms.  It does get dark, so sometimes turning the room and greenhouse lights on will help (something else the janitors will help with).

