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01  Welcome
Welcome to Hollow Tree Café & Roastery! Whether you’re a barista, a food handler, or a roaster, you’re joining a close‑knit team that lives by a simple promise: great coffee, great food, and a warm welcome for every guest. This guide will walk you through your first days, the daily rhythm of the café, and the basics of food safety. Keep it handy – you’ll refer back to it often.
02  Opening Duties
Arrive early – be here at least 15 minutes before your first shift. Clock in, log into the POS, and check the “Opening” checklist on the tablet.
Turn on equipment – power up the espresso machine, grinder, and brewers. Run a cleaning cycle on the espresso machine and a rinse on the grinder.
Prep the bar – fill the water reservoir, stock the milk pitchers, and set out clean towels, tampers, and a fresh batch of beans for each brew.
Check inventory – glance at the inventory board. Note any low‑stock items (beans, milk, pastries) and log a purchase request in the “Supplies” tab of the inventory app.
Taste a shot – pull a test shot of each blend you’ll be serving. Adjust grind or dose if the extraction is outside the target (25‑30 s for a 30 ml shot). Record any tweaks in the “Bar Notes” log.
03  The Coffee Bar
Grind & Dose – each blend has a recommended dose (e.g., 18 g for a double). Use the scale to weigh the beans before grinding.
Extraction – aim for a 30 ml shot in 25‑30 s. Adjust grind finer for a slower shot, coarser for a faster one.
Milk Texturing – steam milk to a silky microfoam (no large bubbles). The “milk stick” test: a stick of a straw should be able to go through the foam without breaking it.
Latte Art – a simple heart or a rosette is a sign of a happy barista. Practice on a spare pitcher before you go live.
Guest Interaction – greet each guest by name if you know it. Ask “How would you like your coffee today?” and listen for “extra hot”, “no foam”, or “extra shot”. Adjust accordingly.
04  Food Safety
Hand Hygiene – wash hands for at least 20 seconds before you start, after any break, and after handling raw food. Keep a hand‑washing log on the kitchen board.
Temperature Control – hot foods must stay above 60 °C (140 °F) and cold foods below 4 °C (40 °F). Use the digital thermometers on the prep tables; log a reading each shift.
Cross‑Contamination – use separate cutting boards for raw meat, bakery items, and veggies. Color‑coded boards are on the prep station.
Cleaning Schedule – a deep clean of the espresso group head is done at the end of each day. The “Cleaning” tab in the maintenance app tells you the exact steps.
05  Closing Duties
Backflush the espresso machine – run a blind filter with cleaning solution, then a rinse cycle. End with a dry run to remove any residue.
Grind & discard – empty the grinder hopper of any unused beans. Store the remaining beans in a sealed container in the walk‑in freezer.
Milk & perishables – pour any leftover milk into a labeled container and refrigerate. Discard any milk that has been out for more than 4 hours.
Restock & tidy – wipe down the bar, restock the milk pitchers, and place a clean towel on each station. Re‑stock the bakery case with fresh pastries from the bakery cart.
Final inventory check – log any items that need ordering for tomorrow. Turn off the lights, lock the doors, and set the alarm.
06  First‑Week Learning Table
	DAY
	MORNING (9 AM‑12 PM)
	AFTERNOON (12 PM‑5 PM)
	WHAT YOU’LL LEARN THIS DAY

	Monday
	Open the café, pull a test shot, stock the bar.
	Serve a lunch rush under a senior barista.
	Opening routine, basic espresso extraction.

	Tuesday
	Open, clean the grinder, prep bakery items.
	Take a lunch order, steam milk, make a latte.
	Food safety basics, milk texturing.

	Wednesday
	Open, inventory check, prep a lunch batch.
	Serve a lunch rush solo (with a mentor on standby).
	End‑to‑end lunch service, inventory logging.

	Thursday
	Open, set up a new seasonal blend.
	Train a new teammate on a pour‑over.
	New product knowledge, training a colleague.

	Friday
	Open, run a “Friday happy hour” special.
	Close the café, complete a full cleaning checklist.
	End‑of‑week routine, handling a special promotion.



07  End of Guide
You’re now set to start a great journey with us. Remember: great coffee is a craft, but a great café is a community. Ask questions, help a teammate, and enjoy the aroma of fresh beans every day.
This document is a working guide. Your first‑day supervisor will walk you through each section and answer any questions. Keep a copy in the staff room for reference.
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