Metropolitan United Methodist Church



Number____________

8000 Woodward Avenue





Date_______________

Detroit, Michigan 48202-2528

RULES FOR USE OF THE KITCHENS

(Parlor, Third Floor and Main Kitchen)

All persons who desire to use the kitchen facilities must secure this form from the Church Office, and return it to the Office as indicated below.  Only trained persons may use the stove/oven and dish-

washer.

Please read and abide by all Kitchen Clean-up Rules as follows:  


 FORMCHECKBOX 

Food items placed in refrigerator have been labeled for use by a given date.


 FORMCHECKBOX 

All spills inside refrigerator have been properly cleaned.


 FORMCHECKBOX 

Leftovers have been discarded or taken home.


 FORMCHECKBOX 

Supplies have been put away in their proper places (Plates, cups, silverware, sugar, creamer, 

coffee, etc.)  Large pots and strainers have been placed upside down on lower counter in  


center of Kitchen.


 FORMCHECKBOX 

Coffee Urns/Tea Pots have been washed/dried and put away.  Use HOT WATER ONLY in 

Coffee Urns.  All parts have been stored inside Urns for future use.


 FORMCHECKBOX 

All appliances used have been wiped down.  Confirm that all knobs and switches have      

been turned off properly.


 FORMCHECKBOX 

Counter tops and sinks have been washed and dried to avoid spotting.


 FORMCHECKBOX 

Garbage cans have been emptied into the dumpster.  Be sure bags don’t drip inside.  Re-bag 

garbage can.


 FORMCHECKBOX 

Kitchen floor has been swept and mopped if necessary.  All spills have been properly cleaned.


 FORMCHECKBOX 

Soiled dish towels/cloths have been removed from all counter tops.  (Disposable cloths and 

towels are preferable – you may supply your own)

When completed, please sign this form and return it to the Church Office for the Kitchen Coordinator.

________________________________
__________________

____________



 (Name) 


    (Phone Number)



(Date)

___________________________________

(Church Group or Outside Organization) 

Christ Church United Methodist

KITCHEN GUIDELINES

GROUPS USING THE KITCHEN ARE RESPONSIBLE FOR CLEANING UP AFTER THEIR EVENT.

_______________________________________________________________________

Group Name

_______________________________

_________________________________

contact information



date and time of use

CLEANING SUPPLIES

· Cleaning supplies and trash can liners are located on the shelf above the sink in the dishwashing area.

· Broom and dust pan are located in the mop closet. 

· Clean rags are located in the plastic drawer stack on the prep table next to the refrigerator.

· Use Satin Shine or stainless steel cleaner to clean all stainless steel surfaces

· Use all purpose disinfectant for all other surfaces

CLEANING CHECK LIST

___ 
Wipe off all prep tables and countertops.

___ 
Wipe down any kitchen equipment used, i.e. stove, oven, steamer, mixer, etc.

___ 
Clean out all sinks.  There should be no food or debris left in the drains.

___ 
Empty and rinse out all coffee pots and drink dispensers.  Return to storage

___ 
Wash all dishes and utensils used and return to appropriate storage location.

___ 
Return unused paper and plastic goods to storage.

___ 
Sweep floor completely (custodians will mop floor).

___ 
Put all disposables in trash cans.  Custodians will remove garbage from the building.

___ 
Put recyclables in appropriate recycling bins.

___ 
Return all cleaning supplies to shelf above sink.

___ 

Place dirty rags in bottom drawer of the plastic drawer stack on the table next to refrigerator.

FOOD
Food left in the refrigerator and/or freezer must be marked with group name, date and intended use. Any food not marked will be thrown away. If you wish to donate leftover food, please contact Kentucky Harvest 502-894-9999 or Fourth Avenue United Methodist Church at 502-585-2176.
CONTACTS
Custodian on Duty:   
(502) 494-6339


Kathy Jo Crooks: 
(502) 773-5484

Kitchen/Fellowship Hall Usage Check List

Groups from outside Church Community

· Deposit check of $100.00 (check will be returned uncashed if the kitchen expectations are met after the event.

· Label and date all bags and food stuffs in the fridge, freezer, and on countertops.

· Dishwasher:  Operating instructions are on the wall.  Please clean, drain and turn off.

· Coffee maker:  Operating instructions are on the wall.  Please clean, turn off and leave a pot or two of clean water in each side.
· Dishes, cooking utensils, pots & pans, etc:  Make sure all are put away
· Sink:  Clean and scour
· Ovens:  Check for left food.  Make sure stoves and ovens are turned off and wiped clean.
· Wipe up spills in fridge, freezer, floor, stoves, etc.
· Wash all counter tops.

· Sweep kitchen and Fellowship Hall floors.
· Put all tables and chairs away unless requested by the church office to leave them out for another group.
· Take out garbage.

· Take all recyclables home with you.  (Our recycler only takes paper and cardboard.)
· Take all leftover food and paper products home with you.

Responsible person_________________________________Date_______

All persons who desire to use the kitchen facilities must secure this form from the Church Office, and return it to the Office as indicated below.  Only trained persons may use the stove/oven and dish-

washer.

Please read and abide by all Kitchen Clean-up Rules as follows:  


 FORMCHECKBOX 

Food items placed in refrigerator have been labeled for use by a given date.


 FORMCHECKBOX 

All spills inside refrigerator have been properly cleaned.


 FORMCHECKBOX 

Leftovers have been discarded or taken home.


 FORMCHECKBOX 

Supplies have been put away in their proper places (Plates, cups, silverware, sugar, creamer, 

coffee, etc.)  Large pots and strainers have been placed upside down on lower counter in  


center of Kitchen.


 FORMCHECKBOX 

Coffee Urns/Tea Pots have been washed/dried and put away.  Use HOT WATER ONLY in 

Coffee Urns.  All parts have been stored inside Urns for future use.


 FORMCHECKBOX 

All appliances used have been wiped down.  Confirm that all knobs and switches have      

been turned off properly.


 FORMCHECKBOX 

Counter tops and sinks have been washed and dried to avoid spotting.


 FORMCHECKBOX 

Garbage cans have been emptied into the dumpster.  Be sure bags don’t drip inside.  Re-bag 

garbage can.


 FORMCHECKBOX 

Kitchen floor has been swept and mopped if necessary.  All spills have been properly cleaned.


 FORMCHECKBOX 

Soiled dish towels/cloths have been removed from all counter tops.  (Disposable cloths and 

towels are preferable – you may supply your own)

When completed, please sign this form and return it to the Church Office for the Kitchen Coordinator.

________________________________
__________________

____________________



 (Name) 


    (Phone Number)



(Date)

___________________________________

(Church Group or Outside Organization)

Kitchen Use

We have done everything but post an overseer in the kitchen every time it's used. We do give outside groups a checklist and ask for a $100 cleaning deposit. If everything on the checklist is done, we give them their check back. We haven't had to keep one yet. It's mostly the church groups using it that are the culprits. We have nice-looking, easy to read signs EVERYWHERE in the kitchen with instructions. Some get followed, some don't. Our two biggest problems are groups leaving leftover food in the refrigerator, and not removing their own garbage and recyclable. We use a cleaning service instead of having a custodian. The cleaning service hours are limited by our budget, and they are not expected to remove garbage and recycling from the kitchen after events - each group is responsible for their own. Lee, I will send you our checklist directly.

 
Deb Blackburn  jeffumc@netins.net 

We have a kitchen committee under our United Methodist Women and one person is in charge and pretty much takes care of ordering supplies and making sure the kitchen is clean.  Each group that uses the kitchen is responsible for cleaning it up after they're done.  She also cleans out the refrigerator so it doesn't get too full.  We have a label and pen for people to label what they are putting in refrigerators and freezers and when it will be used. If it's not labeled it can be used by anyone. 

 
Debbie LeBlanc  stpa
The United Methodist Women are in charge of the kitchen
Each group who uses the kitchen is in charge of cleaning up after themselves.
The custodian does the mopping of the floors however.
 

We have the rules listed on the        wall in the kitchen.
 

Once a year we do a so-called Spring cleaning
and take inventory of all the items: silverware kitchen ware gadgets etc
and have a list kept on teh computer and also in the kitchen.
It seems to work well.
 

Our kitchen however is not new and does not have any restaurant type equipment to use.
or know how to handle.
 

We use our kitchen monthly for an EAT N GO Breakfast
for our UMW meetings
for theThe United Methodist Women are in charge of the kitchen
Each group who uses the kitchen is in charge of cleaning up after themselves.
The custodian does the mopping of the floors however.
 

Our kitchen however is not new and does not have any restaurant type equipment to use.
or know how to handle.
 

We use our kitchen monthly for an EAT N GO Breakfast
for our UMW meetings
for the men's dinners 2 or 3 per year
the UMW dinner 1 time a year
a Father Son dinner
a Mother Day brunch
soup lunches throughout Lent
and pitch-ins after Worship
Funeral dinners which the UMW is in ch arge of putting together.
KITCHEN 

ORIENTATION 

PACKET

CONSISTING OF

KITCHEN & FAMILY LIFE CENTER ORIENTATION CHECK LIST

KITCHEN FACILITY USAGE

KITCHEN DISHWASHER OPERATION

WUMC Sexton Kitchen Team

Kitchen & Family Life Center Event Completion Check List

1.  All pieces of equipment used in the kitchen and washroom have been thoroughly cleaned by the event leaders and their respective colleagues and inspected and approved by the on-duty member of the Sexton Kitchen Team (SKT).

2.  All trash and single stream recyclables from the activities in the Family Life Center (FLC) has been bagged, tied, removed through Room 104, and deposited in the respective external dumpsters.

3.  All dishes, eating utensils, pots, pans, trays, and all food preparation, serving, and cleaning items have been thoroughly cleaned and left to air dry by the event leaders and their respective colleagues; and subsequently inspected and approved by the on-duty member of the SKT.

4.  All remaining unprepared and prepared food items have been placed in clean containers, covered and sealed, dated, and placed in either the walk-in refrigerator, the walk-in freezer, or removed from the premises.

5.  All surfaces, countertops, and sinks have been cleaned, sanitized, and dried with disposable paper towels.

6.  All cooking, warming, and heating units have been thoroughly internally and externally cleaned including the removal, washing, drying, and replacing of the range grates.

7.  All range and grill back boards have been thoroughly cleaned.

8.  All items have been returned to their original locations.

9.  All trash and single stream recyclables that has been generated in the kitchen and wash room have been bagged, tied, and deposited in the respective external dumpsters.

10.  The floor of the FLC has been dry moped and the resultant sweepings have been bagged, tied, removed through Room 104, and deposited in the trash dumpster.

11.  The floors of the kitchen and the wash room have been dry moped and the resultant sweepings have been bagged, tied, and deposited in the trash dumpster.

12.  All the lights have been extinguished and all the doors have been locked.

Signature Of Event Leader: _________________________________; Date: __________

Signature Of SKT Member: _________________________________; Date: __________

WUMCSKT041210

WUMC Sexton Kitchen Team

Kitchen Dishwasher Operation

1. Place the round pipe in the hole in the dishwasher and then place the metal tray over the end of the pipe. 

2  Turn on the fan switch which is located on the wall to the right of the dishwasher.

3.  Pull the dishwasher door down and turn on the “power” button which is located at the top of the dishwasher.  The detergent is pre-measured and will automatically be injected into the dishwasher.

4.  Allow the dishwasher to fill and heat the water; it normally takes about 10 minutes for this to occur.

5.  While the dishwasher is filling, remove all excess debris from the silverware by placing the silverware in a bus tub filled with hot, soapy water.  

6.  After the silverware has soaked and the debris removed, place the silverware in a flat blue rack, and spray the items with the hand sprayer.

7.  Once the silverware has been sprayed, separate the knives, forks, spoons, serving spoons, etc. and place them in the round plastic cylinders with the HANDLES IN AN UPRIGHT POSITION.  Do not place more than 20 items in each of the cylinders.

8.  Place the filled plastic cylinders in a dishwasher rack.

9.  When the water in the dishwasher stops flowing, check to make certain that the cycle button is lighted.

10.  When the cycle light goes out, close the doors and the dishwasher unit will commence to operate, and then shut off automatically.

11.  Repeat this operation until the wash cycle temperature reaches 140 degrees F and the rinse cycle temperature reaches 180 degrees F. Note: it may take 3 to 4 cycles for the unit to reach these required temperatures.

12.  Once these temperatures have been achieved, open the dishwasher by pulling up the lever, place the rack containing the silverware in the dishwasher, and pull the lever down to close the washer unit.

13.  The dishwasher will wash and sanitize the silverware in about three (3) minutes.  Note: Wash your hands prior to removing racks of cleaned silverware and dishes from the dishwasher.

14.  Remove the rack from the dishwasher and tip the rack up to facilitate draining excess water from the silverware.  

15.  Allow the silverware to completely air dry prior to putting the silverware away.

16.  Remove all excess debris from the dishes by spraying them with the sprayer.

17.  There is a garbage disposal unit located below the perforated metal tray in which all the food debris is to be processed.

18.  Do not place food debris or beverages in the trash cans.

19.  Place all dishes in the sectional racks and spray off the debris.

20.  To operate the garbage disposal unit, remove the metal tray and the grey rubber ring. and push the food debris down into the disposal opening.

21. Now replace the grey rubber ring and then the metal tray.

22.  Press the green button located on the panel in front of the garbage disposal unit to start the motor. 

23.  Now push the “FWD” button to activate the grinding process.

24.  Push the “STOP” button when all of the food debris has been ground and flushed. 



            


      OVER, PLEASE

25.  Do not press the “REV” button as the food in the disposal will splash back up and out of the grinding unit.

26.  Do not put your hands into the disposal unit when it is grinding!

27.  Place each tray of dishes one at a time into the dishwasher and then pull the lever down to close the washer unit.

28.  After the contents of each tray has been washed, remove each tray from the washer unit, and place them on the drain-board to air dry.  

29.  When the dishes from each tray have air dried, put the dishes back into their respective dish holders.

30.  Once all of the dishes have been washed, and with the washer unit doors closed, turn the dishwasher power button off.

31.  Now, turn off the fan.

32.  Remove the metal tray and pipe (reference to item number 1 in this protocol) by pulling up on the lever that is located near the pipe.  When you pull up on this lever it will cause the pipe to rise up.

33.  Place the metal tray and pipe on the drain-board.  Be careful --- the metal tray and the pipe will be very hot.

34.  The floor drain into which the garbage disposal discharges has to be manually cleaned at the conclusion of the clean up protocol.

WUMCSKT041210

WUMC Sexton Kitchen Team

Kitchen Facility Usage 

A.  Personal Preparation And Safety.



1.  Undergo a complete personal hygiene protocol prior to arriving at the kitchen.



2.  Store all outer garments in Room 104.



3.  Upon entering the kitchen, immediately wash and dry your hands at a hand washing sink.



4.  If you need to exit the kitchen for any reason, remove your apron, and leave.  Upon returning you need to wash and dry your hands at a hand sink prior to donning your apron.



5.  Cover your head with either a hair net or a hat and wear disposable gloves when appropriate.



6.  Every time that you change from one food type to another discard your disposable gloves, wash your hands at a hand sink, and put on a new pair of disposable gloves.  



7.  Open-top shoes, sandals, flip-flops, or bare feet are not permitted.  Leather top shoes are preferred.



8.  Children under the age of 12 are not permitted in the kitchen.  Children between the ages of 12  to18 are not permitted in the kitchen without continuous, adult supervision.

B.  Kitchen Utilization Protocols.



1.  Prior to the utilization of the kitchen, a member of WUMC Sexton Kitchen Team will provide an orientation on all of the equipment that will be used for the event to all of the kitchen workers associated with each specific event.



2.  All members of each event that will be working in the kitchen will undergo an orientation and training of the protocols, procedures, and equipment operation prior to the beginning of the event preparation.




a. Per the Department Of Health sanitization regulations, the hot water temperature in all the sinks is maintained at a high level.  Be careful!




b. The equipment orientation includes, but is not limited to, ovens, broilers, dish washer, steamers, warming cabinets, grills, ranges, and mixers.  



3.  All food preparation in the kitchen must be under the supervision of the person who is a signatory of the “Kitchen Utilization Request” Form or an acceptable designate.



4.  Upon completion of the event, all items are to be returned to their respective location.

C.  Food Handling, Preparation, And Clean-Up.



1.  Cut food items only on cutting boards --- not on countertops.



2.  No food is to be left in the refrigerator unless labeled with first used date and organization name.



3.  All unlabeled food will be discarded by the Sexton Kitchen Team.



4.  Grease and coffee grounds are to be placed in the garbage and not poured down the sinks.



5.  All highly diluted waste liquids are to be disposed in the sinks and not placed in the garbage.



6.  All waste food material is to be discarded in the sinks that contain garbage disposals..








OVER, PLEASE



7.  All garbage is to be bagged and the sealed plastic bags are to be placed in the dumpster located to the right at the rear door of the kitchen.



8.  All rinsed, discarded containers, flattened paper board, flattened corrugated cardboard, and all other “single stream” recyclables are to be placed in the recycling containers located next to the dumpster.



9.  Where appropriate, all equipment used is to be disassembled, cleaned, and reassembled.



10.  Using a sanitizing chlorine “bleach” solution, clean all equipment, sinks, cutting boards, tabletops, and countertops.



11.  Remove all of the range grates, run through the dish washer, let air dry, and brush a coat of mineral oil on them prior to returning them to the range.



12.  All pots, pans, utensils, serving containers, individual dishes, and glassware are to be cleaned, washed, air-dried, stored upside down, and covered.



13.  All non-kitchen items are to be stored in Room 104.



14.  All trash and recyclables from the kitchen are to be carried out of the kitchen and placed in the respective dumpster and recycle bins. 



15.  All trash and recyclables from the Family Life Center are to be carried out to the respective dumpster and recycle bins through Room 104.



16.  The final activity will be a thorough sweeping of the kitchen followed by the disposal of the collected sweepings in a trash bag which are then to be carried out of the kitchen and placed in the dumpster.

We (I) have read, do understand, and agree to follow and abide by the conditions set forth in this document.

Signature: _________________________________________; Date: ________________________

Signature: _________________________________________; Date: ________________________

WUMCSKT041210

WUMC Sexton Kitchen Team

Kitchen & Family Life Center Orientation Check List

1.  Light switch locations for: 

              
A.  South Wing Entrance



B.  Kitchen



C.  Family Life Center



D.  Room 104



E.  Rest Rooms



F.  Walk-In Refrigerator



G.  Walk-In Freezer



H.  Dishwasher



 I.  Hood



J.  Fans



K.  Janitorial Closet

2. Kitchen First Aid Kit.

3. Telephone Location.

4. Single stream recyclables and trash dumpsters.

5. Spills/clean-up equipment and supplies.

6. Equipment Operation:

A. Grill

B. Ovens

C. Convection Oven

D. Warming Ovens

E. Soup Drum

F. Mixer

G. Coffee Pots

            H.  Dishwasher

             I.  Three Sink Washing, Rinsing, And Sanitizing Line

             J.  Mechanical Can Openers

            K.  Washer And Drier


7. Hand Washing Sinks.

8.    Special Notes:

A. The WUMC Facilities and Grounds are alcohol, tobacco, fire arms, and drug free sites.

B. Room 104 contains tables, chairs, and a coat rack for event workers.

C. Family Life Center capacity is limited to 300 at any one time.

D. In case of emergency contact the on-site WUMC Sexton Kitchen Team member or Bob Cousens, WUMC Facilities Manager, at 1-302-228-9143.

We (I) have read and do understand the orientation information that we (I) have received.

Signature: __________________________________________; Date: _____________________

Signature: __________________________________________; Date: _____________________

WUMCSKT041210

WUMC Sexton Kitchen Team

Kitchen Utilization Agreement


As legal and authorized representatives of the group/organization that is identified below, we (I) agree to the following terms:

1. To abide by all of the procedures and protocols relative to the use of the WUMC Kitchen Facilities and the Family Life Center.

2.  To abide by all of the financial contractual requirements relative to the use of 

     the above named facilities.

We (I) have read, do understand, and agree to the terms of this document.

Signature: ____________________________________; Date: _____________________

Signature: ____________________________________; Date: _____________________

WUMCSKT041210

WYOMING UNITED METHODIST CHURCH

SEXTON KITCHEN TEAM

To: _____________________________________________________

From:  Sexton Kitchen Team, Linda Booher, Chair

Date: ____________________________________

Re:  Use Of The Wyoming United Methodist Church (WUMC) Kitchen

The attached pages contain the appropriate forms, protocols, and procedures relative to the utilization of the WUMC Kitchen and its respective components.  Please read, and where requested, sign and date the respective forms that are to be found in the attached packet.

The packet consists of the following:


Kitchen Utilization Request


Kitchen Utilization Agreement


Kitchen Orientation Packet



Kitchen & Family Life Center Orientation Check List



Kitchen Facility Usage



Kitchen Dishwasher Operation


Kitchen & Family Life Center Event Completion Check List

Should you have any questions relative to this information, please do not hesitate to contact Linda Booher at 1-302-698-0335.  Thank you for choosing to use the kitchen facilities at Wyoming United Methodist Church.

WUMCSKT042210

WUMC Sexton Kitchen Team

Kitchen Utilization Request

1.  Name of group: ________________________________________________________

2.  Contact Information:


Note:  Please print legibly.  Persons listed below must be present during the event.


A.  Name(s)

 Mailing Address
 e-Mail
           Telephone Number(s).


__________________________________________________________________


__________________________________________________________________

3.  Date(s) Of Requested Use: _______________________________________________

4.  Time:  Beginning: __________________; Ending: ___________________

5.  Explanation Of Activity Involving Use Of Kitchen And Family Life Center Facilities.

6.  The following procedures need to be completed.


A.  Read and legibly sign the Kitchen Utilization Request (this form).


B.  Read and legibly sign the Kitchen Utilization Agreement.


C.  Provide the Church Office with the combined required Monetary Use Fee and 



 Deposit Fee.  

D. Prior to the event read and legibly sign the Kitchen Orientation Packet Components consisting of:

(1.) Kitchen & Family Life Center Orientation Check List.

(2.) Kitchen Facility Usage.

(3.) Kitchen Dishwasher Operation.

                  Note:  The Kitchen Orientation Packet Components must be reviewed with one of the individuals listed above and a member of the Sexton Kitchen Team 24 to 48 hours prior to the date of the requested event!

E. At the conclusion of the event read and legibly sign the Kitchen & Family Life Center Event Completion Check List.

7.  We (I) have read, do understand and agree to the terms of this document.

     Signature: _________________________________; Date: _____________________

    Signature: __________________________________; Date: _____________________

WUMCSKT041210

