
Guest Bartender
Information Packet



In this packet, we'll provide best practices for your event, Technique and basic
training, a run through of the process for when you're behind the bar, Guest
Bartender menu, the cheat sheet for the cocktails you'll be making, the waiver we
need you to sign and bring in, a link to our training video, and a quiz to test your
knowledge.

First, we wanted to explain our motivation in creating this program: 
1) We want to provide a space where people who want to make a positive difference in
our community can spread the word about their cause 
2) We want to provide monetary support for causes that align with our values 
3) We want to create an accessible cocktail culture and we believe getting guests
working with us behind the bar with the overall hopes of improving our world will
do just that!

Here's a brief description of what a potential guest interaction will look like. Once
you've received your in-person training, you'll be behind the bar with at least one
(more likely 2-3) Night Heron staff members. Guests will be ordering from both Night
Heron staff members and guest bartenders. As guest bartenders, it's your responsibility
to make quality drinks while informing guests about your cause and encouraging
them to donate. A typical interaction might look like:

Bartender: Hey there, I'm a guest bartender raising money for X cause. What can I get
you?
Guest: A vodka-Soda please.
Bartender: Here's your vodka-soda. That will be $8. Would you like to add a donation
for X cause?
Guest: That's why I'm here. Please add $10!
Bartender: Thanks so much! That will be $18. Will that be cash or credit? If credit,
would you like your tab open or closed?
Guest: Credit and open.

At this point, the guest bartender will inform the Night Heron Staff Member the
amount of the drink, the amount of the donation, and whether the card should be
left open or closed. If the Night Heron staff member is too busy, the guest bartender
will write all of that information onto a sticky note and leave the card in front of
the POS.

Then we'll repeat that interaction hopefully many, many times over the course of the
night. Once the event is complete, we'll tally up the donations and make the
donation to the cause the following week.

Please note that all tips go to our staff members who are assisting in the event and
all donations will go directly to your cause. There has has been some confusion
about this as other venues in the past have donated tips. Due to the laws protecting
employee tips, we were advised to change our guest bartending model to minimize our
legal exposure. Feel free to reach out with any questions or concerns.



We suggest that you max out your team with six total guest bartenders (including
you). In a best case scenario, each of the guest bartenders has a large separate
network of people to maximize the number of guests who will come to donate to
your event. You're shooting for a minimum of 30 guests in total, so if you have six
people who can each bring a minimum of 5 guests to donate, then you should be good,
but more is always better. 

Best Practices
Assembling your Team

Supplemental Fundraising Methods
The donations you receive behind the bar will provide a good base, but we encourage
you to do more to raise awareness and money for your cause.

Raffles: Reach out to businesses, sports teams, artists, etc and get a minimum of five
solid prizes. You can sell raffle tickets outside of the event (as well as during) and
you can choose whether or not winners need to be present or not. When selling
tickets, we recommend having someone on your team actively walking through the
crowd occasionally to remind people of the raffle. Additionally, we usually tell
people to sell one ticket for $5 or an arm's length for $20 to encourage people to
throw twenties your way. Finally, we suggest holding the raffle at the end of the
event to encourage people to stick around and continue to donate until the very
end.

Silent Auctions:  You can do the same thing as the raffle in terms of outreach or get
creative. One of our favorite events was one in which the event organizer recruited
both professional and amatuer artists, photographers in her network to each
donate a piece for her auction. She displayed them all and people were excited to bid
on the items and get to know the artists (many of whom were in attendance). You're
free to auction off whatever you want (so long as it's legal for us to do so).

Direct Donations: We encourage you to set up a donation bucket with a
Venmo/Paypal/Zelle code that allows guests to donate directly to your cause,
whether they order a drink or not.

Final Note on Raffle/Auction Items: We're not allowed to auction off any marijuana
products. Any alcoholic products must be given to guests outside of Night Heron to
ensure that we don't get in trouble for selling alcohol to go (which our license
does not allow). You can use our microphone to announce winners at the end of the
event.



Promoting your Community Support Event

Inviting tons of friends, co-workers, colleagues, and family is the foundation for an
awesome Community Support event. We consider 30 guests (your guests, not regular
patrons) to be the baseline for a solid event. If you get six guest bartenders and they
each bring five people, then you’ve hit the baseline! Here are some ways to bring in a
solid crowd:

Social Media Event Page: This is a near essential way to get people in for your event. Be
sure to highlight how fun it will be for your friends to see you on the other side of
the bar pouring drinks while they party for a great cause. Since you can have up to 6
guest bartenders for your event (alternating in shifts of two every hour), you can
make your other guest bartenders hosts on the event page and have them invite their
friends as well.

Flyers: Making physical and/or digital flyers is a great way to bring attention to
your event. It’s not essential if you don’t have the means/resources, but it’s a nice
boost.

Word of mouth: Tell everyone! Feel free to guilt-trip people into coming too. If they
say they’re busy, ask them why they hate helping so much. They’ll change their plans
immediately!

Raffles: We fully support holding raffles, and it’s a great way for you to generate
donations for your charity. Reaching out to partners and local businesses to see if
they’d like to donate items or gift cards, or even finding things you and your team
already own and raffling them off make for awesome raffle prizes. If you tell people
that tickets are $5 each or $20 for an arm’s length of tickets, it’s obvious which one
they’ll choose, and you can watch more money pour in!

Venmo/Paypal/Fundraiser page: Encourage your network and others attending the
event to submit donations directly to you by providing them with the information
on how to do it, either with a flyer or business card (or a Square swiper on your
phone)

Attendance: Just as a side note, your event should be treated as if the only patrons
contributing to your cause are the people you’ve invited. Yes, we will have our
regular clients coming in and possibly contributing, but the more people you invite,
the more successful you’ll be. If, however, it’s apparent that little to no promotion
was put out, we may stop the event early. Do everything you can to build a solid
event, and you’ll be just fine!



The Event

You can have up to 6 guest bartenders per event, working in shifts of up to two at a
time, alternating every hour. Events are always 6:00-9:00. Having a larger team is
beneficial, as it increases the number of potential guests, and creates a team of people
on the other side of the bar to promote your raffle if you choose to have one.

Bartending can be a workout! Wear comfortable attire that you can move around in.
Closed toed shoes are a must! You will not be allowed behind the bar otherwise (and
you likely won't want to).  

All guest bartenders must be at the bar by 5:30 at the very latest to do a bit of
behind-the-bar training. Keep in mind that this is mandatory, and anyone who arrives
will, at the very least, not be able to participate, but the event may have to be
postponed altogether until a later date. Training is imperative, as it is very difficult
to get people caught up once the event has begun.  

A huge part of bartending is customer service and making people feel at ease. That
said, while we support any and all causes and wish to help our guest bartenders in
their efforts to raise donations, some causes can be a bit heavy for our normal
clientele. We hold fundraisers because we care deeply about the organizations that
contribute to the well-being of our communities and the world at large, but as a
business, we aim to make our clients happy and make them feel at ease. That said, despite
the nature of your organization, we’d like to avoid any guilt-tripping or negative
reinforcement to generate donations. It’s not something we necessarily expect, but it
is worth mentioning. A positive attitude goes a long way to build relationships with
people!

As far as decorations go, we’re typically okay with flyers, cards, and free-standing
banners, but it’s always worth asking first just to be sure. Movies or slideshows aren’t
an option because we don’t have TVs. Stickers of any kind are not allowed. Our
apologies about this, but they tend to get everywhere and wreak havoc on our
beautiful surfaces. Please be sure to collect any decorations you have put out, once
your event is over.

Any public announcements should be saved for the end of the event - a brief thank
you for everyone’s support, calling out raffle winners, and reminding people to
continue to donate. 

As mentioned, all of the donations collected from 6:00-9:00 (and afterwards in case it
takes a while for people to close out their tabs) will be donated to your cause, which
will be verified with a printed out report from our point of sale system. Your group’s
representative is welcome to join us while we tally the final numbers, but we’ll also
create an itemized receipt for the totals for your review. If you’d like a copy of the
itemized receipt for your own records, it can be arranged and printed up very easily. 



Basic Training Outline
A Night Heron Staff Member will go over this with you

The Basics
Only use the scooper to scoop ice

NEVER USE A GLASS
Don’t use knives (only Night Heron staff will cut garnishes)
Grab a bar towels to keep hands dry and areas clean.
Wear a button to designate yourself as a guest bartender.

Technique
Proper Pouring Technique (liquor, beer and wine)

We'll show you how to pour and describe the standard pour for 1 to 1
cocktails (e.g. Vodka-Soda)
The recipe for the specialty cocktail will be posted next to the well

Proper Jigger Use and pours for all drinks they will be serving (see below)
Proper Shaking
Proper Stirring
Proper Straining
Cleaning your tools

Well Training: 
Well Liquors: five primary spirits located in the well: Vodka, Gin, Rum, Tequila
and Whiskey, as well as batched cocktails and bitters.
Juices/Syrups: Show them where they can find all relevant juices and syrups
Glassware: glassware they will be using for the drinks from the GB menu.

NEVER use glassware to scoop ice! Always use a scoop or a metal shaker to
scoop ice.

Garnishes: Show them the garnish trays and briefly explain which garnishes go
with which drinks (also should be noted on the menu cheatsheet).
Tools: Bottle openers, shakers, stirrers, strainers etc

Communication: one of the keys to having a successful event is to communicate
effectively!

Movement: The smallest tap on the shoulder goes a long way to letting
someone know you are walking behind them, especially if you are in their
blindspot.
Mistakes: You are going to make mistakes, it just happens, and that’s fine. But
when you do, please let a Night Heron bartender know, so that you can help.

Needs: If/when you run out of a certain booze/ice/juice/syrup, you should let
Night Heron staff know so that they can replace it.  

HAVE FUN: You are going to be nervous, but that at the end of the day, you are
going to be serving booze to people who want a drink. That’s all this really is,
so they should have fun with it.

friends and co-workers are coming in to see you, so you shouldn’t feel
pressure or take it too seriously.

 



Behavior
No free drinks.
If someone appears too intoxicated to serve or is causing problems or you’re
just uncomfortable, ask the Night Heron Host bartender to deal with the
situation.
Be nice and treat guests like you expect to be treated when you’re in a cocktail
bar.

How to help when you’re not behind the bar
Clear dirty glassware and bring it to the dishwasher

When it isn’t your shift, please help clear dirty glassware from the floor.
Inform your guests about your cause and encourage them to donate, purchase
raffle tickets, and have a good time.

POS Training: Guest Bartenders Are Not Allowed to Use the POS System to Process
Transactions

Cash Transactions: When GBs process cash transactions, they will contact one
of the hosts to close it out.
Credit Card Transactions: Whenever a GB receives a Credit Card to pay for a
transaction, they will contact their Host (that’s you) and have them manually
enter the CC and process it. 

Open Tabs: When a GB receives a CC, they should always ask if the client wants the
tab “open or closed?” If open, they’ll notify their Host and the Host can leave the
tab open.

Adding to a Tab: If a client subsequently wants to add drinks to their open tab,
the GBs can let the Host know and the Host can add to the tab. 

Closed Tabs: If the client wants the tab closed, the GB will notify the Host and the
Host can process it, give the GB the CC Slip on a check presenter to give back to the
client.
Verifying Prices: While GBs are not allowed to use the POS to process transactions,
they can use the Community Support Menu to verify prices

GUEST BARTENDERS DO NOT ADD TO TABS, ENTER CASH TRANSACTIONS, OR CLOSE
CREDIT CARDS.

If a host bartender is too busy to help with a tab immediately, the guest
bartender should place a sticky note on or near the POS with the following
information:

Guest Name
Items To Add
Open or Closed

Maximum GBs: While there can be as many as 6 guest bartenders per event, we only
allow two (2) GBs behind the bar at any given time. Otherwise, a Host can become
overwhelmed very quickly. We typically like to structure it as three 1 hour shifts
(6-7:00, 7-8:00, 8-9:00) with (up to) two guest bartenders working during each shift.



Frequently Asked Questions

Can we bring a DJ? Unfortunately, we don’t have a cabaret license, so we aren’t
allowed DJs.

Can we bring a playlist? In order to make sure the space is properly curated for
our regular guests, we have Night Heron Bartenders in charge of the music at
all times.

Can we reserve a table and promote our cause with materials etc at the table?
Absolutely!

Can we bring in food? Yes. We normally work with Itani Ramen or Xolo
Taqueria, so, if you want some intros, let us know. Otherwise, you’re free to bring
in whatever food you like.

Can we do “suggested” donations at the door? No, we want the bar to remain
an inclusive space for our regular guests.

Are people under 21 allowed? Unfortunately, our license does not allow
minors on the premises.

Does the cause have to be a certified 501(c)(3) nonprofit? Typically yes, but we
will make exceptions where there's a GoFundMe campaign for medical
treatment (or something similar). Additionally, in situations where an employer
will match donations, we will make an exception to make sure that the
donations are matched.



OAKLAND

MENU PLAYLIST

G U E S T

B A R T E N D I N G

M E N U



M I L K  &  H O N E Y  1 5

W E L C O M E  T O  P A R A D I S E

8

F A C T I O N  S U M M E R  I P A

G H O S T  T O W N  H A Z Y  I P A

F E D E R A T I O N  G O L D E N  A L E

F E D E R A T I O N  T E P A C H E  A L E

F E D E R A T I O N  S T O U T

T E M E S C A L  P I L S N E R1 4

Whiskey, Rum, Fino Sherry, Grapefruit,
Black Tea, Tamarind, Clarified with Coconut
Milk 

Mezcal, Suze, Creme de Cacao, Pineapple, Lime,
Firewater Bitters

L O N G E V I T Y  C A B E R N E T  S A U V I G N O N
L I V E R M O R E  V A L L E Y

S U B J E C T  T O  C H A N G E  M E N D O C I N O
F I E L D  B L E N D  " F K A "  R I C H M O N D

B R E A  C H A R D O N N A Y  
C E N T R A L  C O A S T
M I N E R  S A U V I G N O N  B L A N C
N A P A  V A L L E Y  
R A B B L E  R O S E  P A S O  R O B L E S

H O U S E  B R U T  R O T A T I N G  S E L E C T I O N

1 1 / 5 0

1 3 / 4 5

1 3 / 4 5

1 2

1 1

1 1

S P I R I T  F O R W A R D

K e e p i n '  i t  s i m p l e

W I N E

R E F R E S H I N G

L O C A L  D R A F T  B E E R

served on a Big cube

served in an amber Goblet

T I T O ' S  &  S O D A 9

G I N  &  T O N I C 9

C U B A  L I B R E 9

H E N N E S S Y  O N  T H E  R O C K S 1 3

M A K E R ' S  M A R K  N E A T 1 0

C A S A M I G O S  G R A P E F R U I T 1 4

A L L  D O N A T I O N S  G O

D I R E C T L Y  T O  T H E

C A U S E !  T h a n k s  f o r

y o u r  s u p p o r t !

I f  y o u ' r e  i n t e r e s t e d  i n
h o s t i n g  a  g u e s t  b a r t e n d i n g

e v e n t ,  p l e a s e  c h e c k  o u t
w w w . n i g h t h e r o n o a k l a n d . c o m

o r  s e n d  a n  e m a i l  t o
n i g h t h e r o n 1 7 8 0 @ g m a i l . c o m



Guest Bartending Recipe Cheatsheet




