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Workshop 
 Theory Outline 

¶From the bean to the cup 

¶LƴŘǳǎǘǊȅ ŀƴŘ ŎǳǎǘƻƳŜǊΩǎ ŘŜƳŀƴŘǎ ϧ ŜȄǇŜŎǘŀǘƛƻƴǎ  

¶What makes the perfect espresso 

¶Upselling, costing & displaying merchandise 

¶Ordering stock control & storage procedure 
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Workshop 
 Practical Outline 

¶Standard espressos short and long, lattes, cappuccino, flat 

whites & macchiato 

¶Espresso extraction 

¶Grinding and tamping coffee

¶Milk texturing 

¶Producing consistent coffees and multi-tasking 

¶Takeout coffee 

¶Cleaning and maintaining an espresso machine
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Workshop 
How coffee is grown and processed 
Growing 
Coffee grows on coffee bushes and trees and is a really a fruit, 

called a ócoffee cherryô. When it turns a bright, deep red it is ready 

to be picked. It looks a lot like the cherries we eat. Inside the cherry 

are two coffee beans, covered by a husk (outside covering). 

Processing 
After the coffee cherries have been picked, they are dried and the 

outside covering is removed to leave the coffee beans. There are 

two methods of processing the coffee cherry to remove the husk, 

each producing a different taste in the coffee. 

Á Wet processing. The coffee is washed and soaked before the 

cherry skins are removed. Then the coffee beans are dried. 

Á Dry processing. The cherries are taken directly from the tree 

then dried, making it easy to remove the skin. 
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WorkshopRoasting 
The beans are then roasted until they become aromatic 

(scented) and brown. Different levels of roast affect the 

flavour of the coffee. A darker roast is preferred for 

espresso coffee, but not too dark or the coffee will taste 

bitter. 



All rights reserved. No part of this program may be reproduced in 
ŀƴȅ ŦƻǊƳ ǿƛǘƘƻǳǘ ǇŜǊƳƛǎǎƛƻƴ ŦǊƻƳ [ŜǘƛȊƛŀΩǎ ¢ǊŀƛƴƛƴƎ ϧ 5ŜǾŜƭƻǇƳŜƴǘ 

Workshop

Grinding 
The roasted beans are ready to be ground (crushed into very 

small pieces) and brewed (soaked in very hot water) into coffee. 
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WorkshopVarieties of coffee 
There are many different varieties (types) of coffee, with different flavours 

and smells. Also the same type of coffee beans can taste different when they 

grow in different places. 

The two main varieties of coffee are Robusta and Arabica.

Robusta 
This coffee is higher in caffeine (the chemical in coffee that makes your brain 

and body more active) and has a stronger taste than other varieties. 

However, it can have a bitter taste. You are unlikely to see pure Robusta 

coffee as it is too strong to be enjoyable. 

Arabica 
Most of the worldôs coffee production is Arabica. The 

roasted beans have a sweet smell and are thought to 

have a better flavour than other varieties. It is also lower in 

caffeine. It is considered to be a higher quality than the 

Robusta bean. 
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Fairtrade certified coffee 

Coffee is mainly grown in developing countries. Coffee with 

the FAIRTRADE mark has been checked to make sure that 

the growers get fair pay for their work and that children are 

not being used as labour. 

Fairtrade coffee can come from East Timor, Papua New 

Guinea and many other countries. An example is Trade 

Winds Organic East Timor Coffee. 

Decaffeinated coffee 

Some people want the flavour of coffee but not the 

caffeine. Coffee beans can be treated so that the caffeine 
is removed, although it often loses some if its flavour. 
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Crema 
The crema (pronounced ócremmaô) is the creamy 

layer on top of a freshly made espresso. It is rich 

and golden in colour. 

Crema is made when air bubbles combine with oils 

from the finely ground coffee. It is a fine foam 

without big bubbles. 

If sugar is sprinkled on top, it should sit there for a 
few seconds. 
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COOKING 4 LIFE 
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The barista Did you know? 

In Italian, a óbaristaô is a bartender who works behind 

a counter or bar serving both hot and cold beverages 

(drinks), not only making coffee. 

Among coffee enthusiasts, the term is used 

for a highly skilled coffee-making professional

with a wide knowledge of coffee varieties, 

blends, quality, roasting, 

espresso equipment and maintenance. 



All rights reserved. No part of this program may be reproduced in 
ŀƴȅ ŦƻǊƳ ǿƛǘƘƻǳǘ ǇŜǊƳƛǎǎƛƻƴ ŦǊƻƳ [ŜǘƛȊƛŀΩǎ ¢ǊŀƛƴƛƴƎ ϧ 5ŜǾŜƭƻǇƳŜƴǘ 

WorkshopThe equipment 
The main pieces of equipment you use to make coffee are: 

Á espresso machine 

Á coffee grinder 

Á tamper and tamp mat 

Á filters 

Á knockout tube (or knock box) 

Á milk jugs 

Á thermometer 

Á weighing and measuring equipment 

Á cleaning equipment and products e.g. cleaning brushes. 

The espresso machine 
The espresso machine forces steam and water under pressure 

through ground coffee, resulting in a rich, dark liquid. There are 

many different sizes, brands and types of espresso machines. 

You will be taught how to operate the machine at your workplace. 

Here are the parts on a typical espresso machine. 
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Group handle and filters 
The group handle is the part of the espresso machine that 

holds the ground coffee in a filter basket. It is also called a 

portafilter or filter holder. The water goes through a filter 

inside the holder. 

You use different size filters depending on what you are 

doing: 

Á making a single shot of espresso ï use a single filter 

Á making a double shot of espresso ï use a double filter 

Á cleaning the machine ï use a blind filter with no holes. 
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WorkshopThe coffee grinder 
There are different brands and types of grinders. 

Á Blade grinders: The blades chop the coffee beans. 

They are not suitable for use with espresso machines, as 

the grind is not even. 

Á Burr grinders: These grind the coffee beans between 

two rotating parts. This crushes the beans into grounds 

that are the same size, so it is suitable for use with 

espresso machines. There are many different brands. 

The two main parts of the coffee grinder are: 

Á hopper ï you put the beans in the hopper ready for 

grinding 

Á dosage chamber (doser) ï the ground coffee is 

transferred to the dosage chamber when it is needed. 

Here are the parts on a typical grinder. 
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WorkshopTamper 
The tamper is used to pack the ground coffee tightly 

into the filter basket. This means the water goes more slowly through the 

coffee grounds, allowing time for the flavour to be extracted from the coffee. 

The tamped coffee is called a puck or cake. 

Some cafes use a rubber mat to protect the tamper, the bench and the bottom 
of the group handle. 
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WorkshopKnock out tube 
Used coffee grounds are emptied into a 

knock out tube (or knock box). Tap the 

group handle on the bar so that the used 
grounds fall out. 
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Thermometer 
Milk thermometers are used to make sure the milk is 

at the correct temperature. Milk should be no more 

than 65°C. 

An experienced barista can often tell just by the heat 

through the jug, without having to use a 

thermometer. 

You also will learn to estimate the temperature. This 

means judging how hot the milk is by looking at it 

and by feeling the hot jug on your hand, without 

actually measuring it with a thermometer. You learn 
this through experience. 
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WorkshopMilk jugs 
Use different sizes of jugs to heat the milk, depending on 

the amount of milk. Milk will expand (get bigger) when 

textured, to double its size. 

Jugs are made of stainless steel because it: 

Á lasts well 

Á is easy to clean 

Á is easier to control the temperature of the milk. 
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Weighing and measuring equipment 
Electronic scales can be used to weigh coffee after is has been 

ground to get the correct dose (amount) of coffee. You can also 

use coffee scoops to measure a correct dose. 

An experienced person can do it by sight. 

Cleaning equipment and products 
You need the right cleaning equipment and products to keep the 

equipment clean, for example: 

Á brushes to clean the group head and grinder 

Á cleaning cloths ï use different coloured cloths 

for different purposes, to prevent cross 

contamination 

Á cleaning detergent 

Á sanitising products. 
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WorkshopPrepare for service 
In a busy café it is important to be well organised and 

efficient, so you can make and serve coffee quickly for 

customers. 

Before you start making coffee, you must do your mise en 

place in your workstation, making sure you have 

everything you need and that it is in its right place. 

You should check: 

Á the service ware ï cups, glasses, saucers and spoons 

Á the supplies ï coffee, milk, sugar, chocolate dusting 

powder, syrups, accompaniments, paper serviettes and 

takeaway stirrers. 

Did you know?
The French term mise en ǇƭŀŎŜ ǘǊŀƴǎƭŀǘŜǎ ŀǎ ΨǇǳǘ ƛƴ ǇƭŀŎŜΩΦ Lǘ 
means making sure that everything is in its place before you 
ǎǘŀǊǘ ǿƻǊƪ ŜΦƎΦ ŜǉǳƛǇƳŜƴǘ ŀƴŘ ǎǳǇǇƭƛŜǎΦ Lǘ ƛǎ ǇǊƻƴƻǳƴŎŜŘ Ψmeez 
on plussΩΦ
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Workshop
Check Service Ware 
Cups and glasses 
Coffee is served in different types of cups and 

glasses. Some styles of coffee have a particular 

type of glass or cup associated with them. 

Store the cups and glasses upside down on top of 

the espresso machine. This keeps them warm and 

makes sure nothing can fall into them. 

Have the saucers where they are easy to reach. 

Check for chips in cups, glasses or saucers. Throw 

out any damaged service ware as germs can grow 

in the cracks. 
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Workshop
Cafés that offer takeaway coffee will have different sizes of 

takeaway cups, and other disposable items such as cardboard 

trays and plastic spoons. 

Spoons 
Teaspoons should be easy for you to reach. Store them in a 

container with the handles pointing up so you only touch the 

handle, not the bowl of the spoon. 

Milk jugs 
Make sure you have a supply of small milk jugs for people who 

want their milk served on the side. 

Other Service Ware 
If you also serve food, make sure you have enough plates within 

easy reach. 

If you use trays to take the coffee orders to tables, check they are 

clean. 
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Check supplies 
Check at the start of shift that you have all the supplies 

you need: 

Á coffee beans, fresh milk, sugar and sugar substitutes 

Á dry goods e.g. serviettes, takeaway cups, stirrers, 

straws 

and paper doilies to put under glasses 

Á flavoured syrups, chocolate powder, cinnamon and 

accompaniments such as small biscuits. 

Check powder shakers for chocolate or cinnamon are 

filled and clean. 

Check the sugar containers are clean and refilled. 
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Stock rotation 
Always use up older stock (supplies) first. 

This is the FIFO principle ï First In, First Out. 

Donôt put new milk in front of the older milk in the fridge. 

Put the new milk at the back and use up the older milk 

first. This is stock rotation (moving supplies around so you 

use the oldest first). 

You should let your supervisor know if things are starting 

to run out so they can order more. 

Check work area 
Check that: 

Á cleaning equipment such as spray bottles, wipes and sponges 

is easy to reach, so you can clean as you work 

Á the other equipment you use is easy to reach and clean e.g. 

milk jugs, tamper and thermometer 

Á the areas around the espresso machine, such as the counter 

and display areas, are clean and look attractive. 
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WorkshopWork safely 
Personal safety 
Making coffee can be dangerous! You are: 

Á using hot water and steam 

Á working quickly at busy times 

Á using electrical equipment 

Á standing and bending. 

You must follow workplace safety guidelines so that you and others are not injured 
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WorkshopFood safety 
Food safety is important when making and serving coffee. 

An unclean work area or equipment can grow germs, and 

people can get sick from germs in coffee, the same as in 

food. 

Contamination 
Contamination means something gets into the coffee that 

should not be there and can make people sick or injure 

them. Cross-contamination happens when germs from 

one place pass to another place. 

Use cloth to wipe the bench Use same cloth to wipe steam wand 

Germs from bench are now in 
the milk 



All rights reserved. No part of this program may be reproduced in 
ŀƴȅ ŦƻǊƳ ǿƛǘƘƻǳǘ ǇŜǊƳƛǎǎƛƻƴ ŦǊƻƳ [ŜǘƛȊƛŀΩǎ ¢ǊŀƛƴƛƴƎ ϧ 5ŜǾŜƭƻǇƳŜƴǘ 

WorkshopGrind coffee 
What is grinding? 
Grinding is crushing the coffee beans so that the hot water can 

extract (get out) the coffee. 

Coffee can be ground to different grades (sizes). The grade of the 

grind affects the time the water takes to move through the coffee 

and how much flavour it can get out. If the grind is too coarse (big) 

or too fine (small), it affects the flavour and quality of the coffee. 
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WorkshopCheck the grinder 
Prepare the grinder for service each day. 

Á If it has been taken apart for cleaning, you may need to 

reassemble it (put it back together). 

Á Switch it on. 

Á Do a test grind to check it is produces the right size grind. 
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Monitor the grind 
The grinder doesnôt always produce the same size of grind. 

Coffee can be affected by humidity (moisture in the air). Coffee 

absorbs (takes in) moisture and the coffee grounds may expand 

(increase in size). This makes extraction slower and changes the 

flavour of the coffee. 

You need to monitor (check) the grind during the day, to make 

sure the coffee grounds are still the right size. You might need to 

make the grind coarser or finer. 

To monitor the grind, use your senses: 

Á look at the grind to see how fine or coarse it is 

Á taste the coffee: 

if the coffee has little flavour or a sour flavour, the 

grind is too coarse and the water flows through too 

quickly (under extraction) 

if the coffee has a bitter flavour, the grind is too fine and the 

water takes too long to flow through the coffee (over 

extraction)

 

Á touch the grind with your fingers ï it should feel powdery with 

a gritty finish. 
If you notice that the grind needs to be adjusted, tell your 

supervisor. Once you are more experienced, you may learn 

how to adjust (change) the grind. 
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Workshop
Dose the coffee 
The dose of coffee means the amount of coffee you use to 

make a shot. 

This is between 7-9 grams per cup for a single shot, 

depending on the grind and your caf®ôs standards. A 

double shot needs double the amount. 

Flick the doser lever until you have a mound of coffee in 

the group handle basket. You will learn how many clicks of 

the doser lever to use to get the correct amount. 

Level it with your finger, moving it gently back and 

forwards across the basket. 

Donôt overfill the basket: 

This wastes more coffee when you level off the basket 

If you tamp the coffee in too tightly, it stops the water 

flowing through the coffee. This produces a poor-tasting 

coffee. 

COOKING 4 LIFE 
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WorkshopExtract coffee 
Check the espresso machine 
Before you start work, check that the espresso machine is ready to use. 

Turn it on as soon as you arrive ï it may take 15ï20 minutes or longer to warm up. While it is 

warming up, do these checks. 

1. Check the machine is clean on the outside. 

2. Check the machine is put together properly. 

3. Check the pump pressure, the boiler pressure and the temperature. You will be shown how to 

do this on your workplace machine. 

4. Check the machine is clean inside. Lock in group handles and run about 60 ml of hot water 

through each one. This flushes out water that has been sitting in the pipes overnight and heats up 

the group handles. 

The water coming through each group head should flow in a single 

spiral and runs clear. If not, the machine is not clean. 

5. Freshen up the boiler water. Turn on the water outlet and release about 1 litre. 

6. Clear the steam wand. Open up the steam wand and release steam for about 30 seconds. 
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WorkshopExtract the coffee 

Step 1: Grind the coffee 

Step 2: Check the filter basket 

Make sure the filter basket is dry and clean, 

and in the group handle. 

Use a cloth or brush. 
Step 3: Dose the coffee 

Fill the filter basket with the 

correct dose from the grinder. It 

should be slightly heaped. 

Step 4: Level the coffee 

Level the grounds in the filter 

basket. 

Tamp the grounds with the tamper. 

Gently tap the side of the group 

handle with the tamper. 
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Workshop
Step 5: Tamp the coffee 

Tamp again to level the coffee in the filter 

basket. 

Brush any loose coffee off the rim. 

Polish (smooth) the surface by turning the 

tamper while pressing it down. 

Use enough pressure so that you can turn 

it upside down without the puck falling out. 

Step 6: Purge water 

Purge (push out) water from the group 

head for 2 seconds, to remove any old 

coffee and to get the right temperature. 
Step 7: Lock in the group handle 

Insert the group handle into the machine 

and rotate (turn) it firmly until it locks into 

position. 

Step 8: Place cup or glass 

Put the warm cup or glass in position 

under the group head. 
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Workshop
Step 9: Extract the coffee 

Begin the extraction, following the operating instructions of your espresso 

machine. There should be a 4ï5 second delay before the coffee comes 

through. 

The machine should produce 30 ï 35 ml of espresso in 25ï30 seconds. 

The espresso should be thick and flow down in a heavy stream. You should 

see the crema forming. 

Stop the flow after it begins to turn slightly lighter in colour. 

Step 10: Empty used grounds 

Empty used grounds into the knockout tube by knocking the group head on 

the bar. 

What comes out is called the puck, coffee biscuit or cake. 
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Workshop
Texture milk 
Milk is added to espresso to make a range of other coffee 

drinks such as cappuccino, café latte, macchiato and flat 

white. 

About milk 
Different types of milk can behave differently. Some types 

of milk you might use are: 

Á regular milk (full fat) 

Á skim milk (lower in fat) 

Á soy milk (made from soy beans). 

Some cafés also use café milk, which is high in 

protein and is produced specially for coffee making. It 

is the protein content in milk that gives it the body 

when it is steamed. 

It is important to practise with different types of milk. 

Á Skim milk froths more easily. But the froth also 

disappears more quickly because there is less fat and 

less weight in the milk. 

Á Soy milk curdles more often than regular milk 

when it is added to the coffee. 
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WorkshopHeat the milk 
You heat the milk with the steam wand on the espresso 

machine. 

Guidelines for heating milk 
Á Only use cold, fresh milk. 

Á Use a jug big enough for the milk to double in size. 

Á Only put as much milk in the jug as you need, to 

prevent wasting milk. 
Á Heat milk to between 55ºC and 65ºC. 

Á Milk boils at 70ºC. If you accidentally boil the milk, 

throw it out as it will never get a creamy texture. 

Á After you have finished pouring, throw away any 

leftover milk. Donôt reheat milk. It goes watery and the 

coffee tastes bad. 

Use a thermometer to check the temperature, particularly 

when you are learning. 
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Workshop
Stretch and texture milk 
There are two steps in making the milk ready for the 

coffee. 

1. Stretching Use steam to put air bubbles into the 

milk, so the milk increases in volume (amount). 

2. Texturing Mix the air bubbles through the milk 

until you have the texture (feel) you want. The milk 

should be thicker and creamy. You donôt need lots of 

foam. 

Stretching and texturing milk takes a lot of practice 

before you get it right.

 
Here are some guidelines. 
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WorkshopHow to stretch and texture milk 

Release (let out) a small 

amount of steam through the 

steam wand to remove any 

moisture from cooled steam. 

Choose a clean 

stainless steel jug 

large enough to hold 

the milk you need. 

The jug should be 

about 1/3 full. 

Pour in the amount of 

cold fresh milk you need. 

Place the steam wand 

into the jug just below 

the top of the milk. Tilt 

the jug at an angle. 
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Workshop

The position of the steam wand 

in the milk will create different 

effects. 

Cappuccino needs a thick 

foam. Keep the wand just 

under the milk surface so you 

hear a gentle, hissing sound. 

Café latte needs a thinner 

texture. Start with the wand just 

below the milk surface. When 

the milk heats to 40ºC, move 

the wand deeper into the milk. 

Listen for the hiss of the steam. It 

should be a soft hiss, not too loud. 

Watch that the milk is spinning like 

a whirlpool and slowly rising. 

When the milk is at the right 

temperature, turn off the steam 

valve and carefully remove the jug. 

Turn on the steam ï open 

the steam valve fully. 
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Workshop
Wipe the steam 

wand immediately 

with a clean, damp 

cloth to remove any 

milk residue 

(leftovers). 

Purge the steam 

wand to blow any 

milk out. 

The correct amount of milk 
Two cappuccinos need 300 ml of milk. Fill a 

1 litre jug between a third and a half full. 

Swirl (move around in a circle) 

heated milk and foam in the 

jug for 5ï10 seconds so the 

mixture is smooth and foamy. 

This also spreads the heat 

evenly through the milk. 
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Workshop
Pour milk 
Pour the milk in immediately, before the foam separates. Throw out any 

unused milk 

The way you pour the milk into the cup depends on the type of coffee being 

made. Here are some guidelines. 

Á Cappuccino - Requires more foam. Pour quickly, with the jug low, so the 

foam goes into the cup. Donôt spoon the foam in. 

Á Café latte - Pour a little slower to control the amount of foam going into 

the cup. 

Á Flat white coffee - Pour last, as it does not need any foam. 

If making several cappuccinos, half fill each cup with milk, working from 

first to last. Then fill each cup, working from last to first. This makes sure 

there is an equal amount of foam and textured milk in each cup. 

Pouring a cappuccino 

Pouring a café latte 


