St. Luke’s Kitchen Use Policy
1. Permission for use of the kitchen can be obtained by calling and scheduling with the Church Secretary in the church office.   The group requesting use of the kitchen must have someone who is kitchen trained directly involved in the preparation, planning, implementation and cleanup of the meal being prepared in the kitchen.  The following must be provided to the church secretary when scheduling occurs:

· The number of potential attendees

· The type of event being planned and the meal being served.

· The name of the person who is either kitchen trained by St. Luke’s or the name of the licensed caterer who will be preparing the meal.

· Contact name and phone number of person in charge of event. 

· A deposit may be required.

2.  All equipment used must be cleaned and returned to its original location and condition.  All instructions for use of kitchen equipment must be followed.    An inspection of the kitchen will take place after the event and a cleaning and/or replacement fee may be charged.

3.  Any consumable items (paper products, coffee supplies, etc.) that have been used up or are nearly gone, need to be recorded on the shopping list located on the wall next to the door going into the fellowship hall.  

4.  All food purchased for the event planned, must be stored according to the recommendations on the food.  Refrigerated items/frozen items/ non-perishable items must be stored accordingly from the time they are purchased until they are served.

5.  All food prepared in the kitchen must either be consumed or taken with the party planning the event.  NO LEFTOVERS CAN BE KEPT IN THE KITCHEN, REFRIGERATOR OR FREEZER.  

6.  Containers of food that are opened but not completely used (i.e. pancake mix, syrup, etc) must be taken by the party who is planning the event.  No open containers can be stored in the kitchen.  

7.  Any injuries, illnesses or accidents that occur during the event planned, or as a result of the event planned, must be reported to the office and documented in writing as soon as possible.
St. Luke’s Kitchen Use Policy (Cont)
8. A record must be kept of the time and temperature of all food that is to be served.  A time log is available in the kitchen and must be turned in upon completion of the event.  When food is cooked, a temperature reading must be taken.   If food sets out before serving, a temp must be taken. While food is being served, a temp reading must be taken at 1 hr intervals. 

A. Hot food must be served at a temperature of 140 degrees F or above and must be reheated to that temperature if it cools off.

B. Cold food must be served at a temperature of 40 degrees F or below and must be re-chilled if warms above that temperature.  


Every time a food is heated, reheated or temperature is checked, that must be recorded onto the temperature log.  This also included any cooling or cooking that takes place during preparation of the meal.  
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