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FOOD CO-OP Everyone Welcome.




Harmony Food Cooperative Community Kitchen
Policy Manual for Community Users
Updated April 2024
Harmony Food Cooperative’s Community Kitchen is a state-certified commercial kitchen facility available for lease Monday-Sunday, 8 a.m. to 8 p.m. to all community members, community organizations and business groups, food processing entrepreneurs and institutional users who have agreed to follow basic Kitchen Use Policies created to maintain smooth and efficient Kitchen operations.

There are two ways to use Harmony's Kitchen: as a Community Member or as an Entrepreneur. This document refers specifically to the Community User.  For more information on Entrepreneurial Use, contact productmanager@harmonyfoods.coop or call Lisa at 218.751.2009 ext. 111 for Harmony’s Kitchen Guide to Entrepreneurial Use.
Community Use Rental Policy
Harmony's Kitchen is a Community Kitchen which means that it is open for use by the Community-at-large for producing food products that are not for direct or retail sale. Things like school and organization fundraisers, cooking classes, individual or family canning events, or catering family or friend events are all considered Community Use.  You do not have to be a Harmony Owner (but you’ll get 10% off per use if you are!) to use the Kitchen, and lease fees are priced reasonably and scaled in two-hour, half-day, and full-day increments to accommodate a variety of community uses.  It’s easy. All you have to do is agree to leave the Kitchen exactly as you found it and follow the guidelines of use while you're here! 

Reserving Time:
You can schedule time in the Kitchen as much as up to a year in advance, or as little as a day in advance depending on the Kitchen's availability. Rates for lease are as follows:
· Two-Hour: $25.00 

· Half-day: $35.00 (A half-day is considered a time slot greater than 2 but no more than 6 hours)
· Full-day: $70.00 (A full day is considered a time slot greater than 6 but no more than 12 hours.)
· Owner Discounts:  If you are an owner of the Co-op, you will receive a $25 off coupon for your first use of the Kitchen, and 10% off Kitchen rates thereafter. 
Reservations can be made by calling Lisa Weiskopf, Community Kitchen Coordinator, at 218.751.2009 ext. 111 or by emailing productmanager@harmonyfoods.coop.

Orientation
Orientation of the Kitchen is required prior to use, and can be viewed online here: https://harmonyfoods.notion.site/File-Share-ccb63c2bfaad486f87220a1278342483 (Note: Be sure to click on the "a KITCHEN ORIENTATION" link rather than the other video icon so you'll land on the correct video)
Basically, the Orientation Video includes a walk- through of the Kitchen, an introduction to the equipment, and an explanation of clean-up procedures.  Be advised that we do not have a commercial dishwasher!  We have a three-deep sink so you must wash your own dishes the old-fashioned way: with your hands and a little elbow grease!!  
Harmony Kitchen Fee Policy for Community Users
Bill Payment
Non-owner Kitchen tenants will be required to pay all rental and service fees prior to use.  Harmony owners will be charged on their owner accounts and will be billed on the first of the following month or have the option to pay on the day of use.  Billed invoices are required to be paid within 10 days. Past due accounts may result in the termination of the rental agreement until the bill has been paid and/or may result in the suspension of future rental use.

Check Policy
A $35.00 fee will be charged for a returned check.

Reservation Policy
Reservations for Kitchen use is preferred at least one week notice from requested date of use. Availability of the Kitchen is not guaranteed without prior reservation. 
Cancellation Policy
The Harmony Kitchen requires no less than 24 hours’ notice of cancellation. Failure to provide 24 hours’ notice will require payment of the lease fee associated with each reservation.  
If equipment failure renders the facility temporarily unusable, at no fault of the producer, the producer with time paid in advance will be given credit for time paid.

Overstaying Scheduled Time

Kitchen tenants who fail to vacate the Kitchen at the scheduled time will be required to pay Harmony for the value of lost revenue for one full day of Kitchen time, $70.

Food Code Non-compliance 

Kitchen tenants who fail to comply with Minnesota food code requirements while utilizing the Kitchen or any other Harmony food-safe space including dry, refrigerated, or frozen storage space will be subject to a cleaning fee of $100, a termination of lease, or both.  

Leaving Kitchen Unlocked

Kitchen tenants who fail to secure the outside exit door of the Kitchen when leaving will be charged a $100 fine with no exceptions.

Policy Review
The administration has the right to review all policies, including fee structure, and to adjust as necessary to the operation of the Kitchen. Changes in general operating policies will become effective immediately upon receipt of notice to processors. Processors will be notified in writing 30 days prior to any changes in fee policy or rate structure.

Equipment Policies
Damaged or Broken Harmony-Owned Equipment

Report broken equipment immediately to the Kitchen Manager.  Call the posted phone number or report to the customer service desk immediately.

1. Damage due to normal wear and tear will be paid by Harmony.

2. If damage is due to improper use or negligence, the responsible company/producer will be billed for the expense of repair.

3. Harmony Kitchen is not responsible for inventory, time, or income loss due to equipment failure.  Producers should consider buying insurance that will cover this type of loss.
In the event that Harmony’s Kitchen houses non-Harmony-owned equipment, the following will apply:
Damaged or Broken Non-Harmony-Owned Equipment 
Report broken equipment immediately to the Kitchen Manager.  Call the posted phone number or report to the customer service desk immediately.  

1. Damage to equipment housed in the Kitchen not owned by Harmony shall be the responsibility of the equipment owner.
2. Producers should consider buying insurance that will cover this type of loss.

Shared-use of Non-Harmony-Owned Equipment
1. Some Entrepreneurial Users may want to share-use of their personal equipment housed in Harmony’s Kitchen.  Users will be required to list the names of all accepted users within their Liability Lease Agreement prior to use by a third-party.
General Policy
Proper procedures for using the facility and equipment are posted.

1. An Arrival/Departure form signed with your name, time in and time out is required for each use.  An administrative fee of $25 will be charged for non-compliance.

2. Shirts with sleeves are required. Open shoes are not permitted.

3. Animals are not allowed in the building.

4. Producers responsible for the agreement with the Kitchen, or other qualified mutually agreed upon personnel must be on site at Harmony Kitchen at all times while production and cleaning take place.

5. Producers are responsible for keeping his or her own personal equipment and belongings secure.

6. The property of Harmony Kitchen is not to be removed from the facility.

7. Harmony Kitchen will make every effort to provide a secure facility but cannot be held responsible for personal belongings or products or supplies left behind.
8. Use of non-approved equipment will result in a $25 use charge.
Liability
The Harmony Food Cooperative shall not be liable for any damage to either person or property sustained by the tenant or by any third party arising in any way out of the use, operation, occupancy of premises, or sale or distribution of any product manufactured on the kitchen property. The tenant covenants and agrees to indemnify, defend, and save harmless the Harmony Food Cooperative and its employees from all claims, costs, and liabilities arising from or in connection with: damage or injuries to persons (including death) or property in, upon, or about the Harmony Food Cooperative premises, any portion thereof, or resulting from the sale, distribution, and use of any product manufactured by the tenant on the Harmony Food Cooperative and/or Harmony Food Cooperative Community Kitchen premises.
Schedule
The Harmony Food Cooperative Community Kitchen Coordinator and staff will oversee all scheduling of kitchen time. An on-line calendar is available for tenant review. Reservations may be made up to one year in advance.  The Kitchen User agrees to use the Kitchen only when scheduled and acknowledges that any non-compliance of this policy may result in a non-authorized use charge for the value of lost revenue for one full day of Kitchen time, $70.
Access to the Facility
The Harmony Food Cooperative Community Kitchen is open to the public during normal business hours of 8:00 am – 8:00 pm. The food processing and storage rooms are not open to public access. Only licensed processors or pre-approved individuals may be in the production areas. Individuals working in the kitchen under the age of 18 must always be in the presence of an adult. 

Number of Tenants in the Kitchen
To prevent cross contamination and to minimize unsafe crowding of the kitchen, no more than four tenants from two individual businesses will be allowed in the kitchen at the same time, provided this is agreeable to both processors, the types of processing are compatible, and safety and sanitation policies are not compromised. The total number of people directly involved in processing allowed in the “kitchen area” may not exceed eight. 

Storage of Equipment, Supplies, & Inventory

The Harmony Food Cooperative Community Kitchen allows long-term storage of equipment, supplies, and inventory for a monthly rental fee, on a first come first served basis. Dry storage and Cold/Frozen storage are available in increments of shelf-space or number of pallets used. All storage use must be approved by the Harmony Food Cooperative Community Kitchen director or designated staff. All state laws and guidelines applying to food/ingredient storage must be followed by the individual tenant.

Storage Fees
Dry Storage: 

· Large 42X22 cupboard with drawer = $15/month

· Medium 22X22 cupboard with drawer = $10/month

· Stainless-steel two-part cupboard = $25/month

Refrigerated Storage:

· On-site upper shelf 30X18 = $15/month

· On-site bottom shelf 30X18 = $15/month

· Co-op walk-in refrigerated space = $4/foot/month

Frozen Storage:

· Co-op walk-in freezer space = $4.50/foot/month

Inspection
The Harmony Food Cooperative Community Kitchen and its agents shall have the right to inspect at all times. The state licensing agency and food safety inspectors may inspect without advance notice.

Food and Equipment Sanitation
All tenants and their employees/assistants will be required to complete the Harmony Food Cooperative Community Kitchen Usage/Orientation Course under the director of the Harmony Food Cooperative Community Kitchen staff. All Community Users of the kitchen must be in good health and are encouraged to follow all sanitation requirements as identified by the MN Food Code including dress code, food handling, equipment sanitation, personal hygiene, handwashing, hair nets, and glove use compliance.  
Required of Kitchen Users:
To make sure that the kitchen is safe and sanitary at all times, the tenant will be required to complete: 
1. An online Kitchen Orientation prior to use: https://harmonyfoods.notion.site/File-Share-ccb63c2bfaad486f87220a1278342483 (Note: Be sure to click on the "a KITCHEN ORIENTATION" link rather than the other video icon so you'll land on the correct video.)
2. The Policy Agreement signature page must be submitted to Kitchen Coordinator prior to use.
3. A kitchen use form called the Arrival & Departure Checklist must be filled out during your shift in the Kitchen indicating that all areas have been inspected by the tenant and found to be clean and equipment in working order for the following tenants.  
An administrative fee of $25 will be charged for non-compliance. 
Kitchen Equipment:
Appliances and Commercial grade equipment:

·  Tri-Star 6 griddle commercial gas range and stove
· American range majestic convection double decker oven
· Hobart 20 qt mixer (must have watched the kitchen orientation video to use this equipment.)
· Cleveland 40-gallon electric soup kettle
· Ascend commercial 2-door cooler.
· / three deep dishwashing sinks
· /KitchenAid food processor 
· KitchenAid 4.5 qt ultra power mixer
· miscellaneous tools, utensils, and small kitchen wares
/
/
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Harmony Cooperative Kitchen Policy Agreement for Community Users
I,_________________________, representing myself (or my organization named 

_____________________________) agree to all the terms listed in the Harmony Cooperative 

Kitchen policy manual. 

X____________________________ _____________________________
Signature                                                                 Date 

____________________________ ____________________________

Kitchen Coordinator Signature                                    Date 

Community Use: Required items.  

_______ Current contact information including:

· Phone number:
· Email address:
· Physical address:
· Owner number (if applicable):

SANITIZE





RINSE





WASH








