Leavenworth Commissary Kitchen
Member and Rental Policies

10225 County Shop Rd Unit C
Leavenworth, WA 98826
TEL: 509-885-3474
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About the Kitchen

Mission and Purpose:

The Leavenworth Commissary Kitchen is a commercially licensed kitchen for rent
to chefs, caterers, farmers, food processors, bakers, food trucks, ghost kitchens
and more. The mission of the Commissary Kitchen is to enhance our local food
system and extend the profit season for our local farms by providing a space to
cook, process, and preserve foods.

Description of the kitchen:

The Commissary Kitchen is a 900 sqgft commercial kitchen certified by the Chelan
Douglas Health Department. It features prep space, cooking and mixing
equipment, a commercial dishwashing line, and dry and cold storage.

Featured Kitchen Equipment:

Hood, Range, and two Convection Ovens
56lb Dough Mixer

Commercial Dishwasher

Steam Kettle

Dehydrator

Walk in refrigerator

Reach in Freezer

Laundry Machines

Standards and culture of the kitchen:

This kitchen sets and upholds high standards for anyone who uses the kitchen.
This includes being respectful of the equipment, the space, the property, and
most importantly of all, the other people who share this space.



Member Application Process
1. Watch this recording (coming soon) of a kitchen open house to make sure
our kitchen can potentially accommodate your needs.
2. Apply online here:
www.cognitoforms.com/CCM5/CommissaryKitchenApplication
3. Applicants are responsible for and should be able to provide their own
business plan detailing the following, if applicable:
a. proposed products

operational plans

kitchen use needs and preferences

business and marketing strategies

basic budget outlining startup costs, expected monthly expenses, and

how first six months of operation will be funded

4. If there is adequate space available in the kitchen, a $100 application fee
will be charged before the onboarding process can begin.

5. Apply for and provide applicable permits from WSDA and or Chelan Douglas
Health District.

6. Enter into a contract for a minimum term of six months.

7. Pay membership fee and security deposit.

8. Attend a new-member orientation detailing how to operate kitchen
equipment and clean after your reservation.

9. When a member chooses to leave the kitchen, they must provide written
notice at least 30 days in advance. Their security deposit will be refunded
within 30 days after a final inspection, provided there are no damages,
outstanding rent, or unpaid fines.
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If approved, members will be expected to provide the following documents prior
to to receiving access and lockbox code:
1. $1,000,000.00 Liability Insurance Coverage with the following named as
additional insured:
Cascade Community Markets
dba Leavenworth Commissary Kitchen
PO Box 2184 Leavenworth WA 98826
2. Washington business license

3. Proof of permit approval from WSDA or Chelan Douglas Health District
4. WA Food Handlers License


http://www.cognitoforms.com/CCM5/CommissaryKitchenApplication

5. List of all staff members who will be working in the kitchen with you

6. Completion of the kitchen orientation and a signed copy of the kitchen
agreement



Kitchen Facility Rental

Kitchen rental includes:

e Shared equipment and smallwares (all shared equipment is clearly marked)
e Utilities (lights, heat/ac, water, electricity, etc.)
e Garbage service

e Cardboard recycling service

® Basic cleaning supplies

We do NOT provide:

e Knives

e Disposable gloves

® Aprons

e Hairnets

e Ingredients

e Specialty pans / equipment

In the event of equipment failure(s) or facility issue(s) that compromise
production, please phone or text the kitchen manager immediately.

The kitchen is located within a building shared with other small businesses. Music
volume must be kept to a minimum or headphones worn, and language must be
office friendly.



Fees and Billing Policies

Membership fee: The annual membership fee for the kitchen is $100. The first
year membership fee will be charged with application submission and is
non-refundable.

Rental fees:
Monthly rental fees are tailored to fit member use, ranging between $24-34/hour.

Storage Rates

Dry storage shelf, monthly $35
Walk in fridge shelf, monthly $100
Freezer shelf, monthly S50

*All rates are subject to change with 30 days written notice to members.

Storage availability:

Dry: 17 shelves
Cold: 16 shelves
Freezer: 25 shelves

Membership Security deposit: A one-time security deposit of $200 is required and
held in a separate account. At the end of the agreement, the deposit is refunded
in full if no outstanding balance remains. If a balance is owed, it will be deducted
from the deposit with the difference returned to the member. If the balance
exceeds $200, the full deposit is forfeited and collection activities will begin on the
remaining amount




Rental Terms: There is no standard minimum hourly use per month to rent the
kitchen, but members must commit to a minimum number of hours and a
corresponding hourly rate in members three-month minimum contract. Members
do not have to utilize all hours each month, but will be billed for a minimum of the
number of hours selected.

Members are required to sign a minimum three-month contract to begin with.
After this initial contract expires, a six-month minimum contract is required to
continue. Those opting for a one-year contract will receive up to 24 hours of free
rental time during their contract period. Members signing a two-year contract will
receive up to 48 hours of free rental time.

For one-time or infrequent clients who are not and don’t intend to become
members, there will be a $50.00 deposit due at the time of scheduling the kitchen
for use and users will be required to meet the same insurance requirements. The
balance will be due at the end of each day of use. The balance can be paid by ACH
payment only. No checks or cash will be accepted.

Billing and Collection Policies:

Member itemized invoices will be sent 5 days before the end of each month with
payments due by the 5th of the following month. Billing will be based on the
amount of hours used by the member during that month. If the member uses the
kitchen for any additional hours after the invoice is sent, the overage amount will
be added to the next month’s invoice.

Invoices are required to be paid by an ACH payment from the member’s business
bank account. No checks, credit cards, cash, or other forms of payment will be
accepted. If a payment is declined, the member has 10 days to pay the balance in
full. If payment is not received within 10 days, a late fee of 2.5% of the total
balance will be added. If the account remains unpaid at 30 days, the membership
will be terminated and the outstanding balance deducted from the security
deposit. Any remaining deposit will be refunded to the member. If the balance
exceeds $200, the full deposit is forfeited and the remaining debt sent to
collection.



Fines
There will be fines assessed for the following infractions.

1.
2.

Breach of policy: At least S50 depending on the breach
Health department violations

o 1st violation: $50 and proof of corrective behavior

o 2nd violation: $100 and proof of corrective behavior

o 3rd violation: $200 and termination from the kitchen
Failure to secure or lock facility:

o 1stviolation: $20

o 2nd violation: $35 and verbal warning

o 3rd violation: $50 and written warning

o 4th violation: $100 and termination from the kitchen
Failure to reserve appropriate time to include prep work and cleaning so the
member is consistently going over time reserved in the calendar:

o 1stviolation: $20

o 2nd violation: $35 and verbal warning

o 3rd violation: $50 and written warning

o 4th violation: $100 and termination from the kitchen

. Storage violation:

o 1st violation: $25 and verbal warning
o 2nd violation: $50 and written warning
o 3rd violation: $100 plus cost of storage area for at least one month
Cleaning violation:
o 1st violation: $25.00 per reservation hour with a two-hour minimum
and written warning
o 2nd violation: $75.00 per hour with two-hour minimum and

termination from the kitchen



Division of Responsibilities

Leavenworth Commissary Kitchen will provide the following:
1. Cleaning supplies: bleach, floor cleaner, dish detergent, hand soap, paper
towels, garbage bags, mop bucket with mop, broom and dustpan.
2. Outside of routine kitchen and equipment maintenance as required.
3. Necessary repairs, replacement, and required maintenance to plumbing,
wiring, locks, and air conditioning.
4. Basic utilities in the kitchen.
5. Creating and leading all members’ kitchen tour, orientation session, and
training on all equipment.
6. Charging station for personal electronics.
First aid kit.
8. Fire extinguisher.
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Kitchen members are responsible for:
1. Completion of_application, kitchen tour, training, and orientation.
2. Cleaning kitchen equipment and facility thoroughly after each use.
3. Allowing kitchen staff access to production areas for maintenance and/ or
cleaning.
4. Ensuring compliance with all local, state, and federal laws and/or statutes.
5. Paying rent and other fees in a timely manner according to these kitchen
policies.
6. Speaking up if any of the following are observed:
a. Damaged or non-functional equipment
b. Deliberate mishandling of and/or damage to any equipment
c. Bullying, racist or sexist comments or behavior, and/or any actions or
statements constituting sexual harassment
7. Following all kitchen member rental agreement terms.
Abiding by the requirements in the kitchen’s member handbook.
9. Working cooperatively in a time-share environment with all staff, members
and users.
10. Ensuring only registered members and pre-approved staff have access to
the kitchen at any time.
11. Not allowing any unauthorized guests into the kitchen for any reason at any
time.
12. Not sitting or allowing any staff to sit on the stainless steel tables.
13. Enforcing all kitchen policies, including parking, for all staff.

00
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Scheduling and Booking

Members will reserve blocks of time via email to info@cascademarkets.org.
Reservations will be on a first-come, first-serve basis and may be made up
to one year in advance. Each member will be able to see all booked time
and the remaining time available for each month in the shared kitchen
calendar.

Members can request a recurring booking if kitchen is needed for the same
amount of time each month. Currently, there is no maximum time a
member can reserve, although this is subject to change.

Members will not receive reservation reminders. With each payment
invoice on the 5th to last day of the month, a calendar for the next month
will be shared. This is your only reminder of what you have booked and all
late cancellation and no-show fees will apply.

The kitchen will post any known closures or limited availability to the
calendar with as much advance notice as possible.

Member reservations must include sufficient time for both prep and
clean-up. Billing is based on hours booked and any overtime will be charged
at the standard hourly rate.

Booking time to block other members’ access is prohibited and may result
in fines or immediate member termination.

Members may book up to a year in advance. Non-members may book no
more than one month in advance.

Unauthorized use outside scheduled hours or unapproved sharing of the
kitchen space may result in fines or termination.

Staff must be pre-approved by email at least 48 hours in advance. The
member is liable for any damages, theft, and/or breakage caused by
member or staff.
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e Any member found using the kitchen name and license information while
producing food elsewhere and selling to markets that require the usage of a
commercial kitchen, will be banned and forfeit their deposit.

e The kitchen reserves the right to share the schedule and member
information with licensing or regulating agencies upon request.

Please remember: failure to plan on your part does not constitute an emergency
on our part.
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Cancellation and No-Show Policies

Cancellation: If a member must cancel their scheduled time in the kitchen, the
following fees will apply:

48 hours or more in advance: SO

24 - 48 hours before scheduled time: $25 and a verbal warning

12 - 24 hours before scheduled time: $50 and a written warning

Less than 12 hours: 3 hours at the member's scheduled rate, plus a written
warning. More than 3 occurrences may result in termination.

If you miss or skip your reservation without any warning, the full payment of your
reservation will be charged and substitute hours will not be free.
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Cleaning and Sanitation

The following items must be cleaned after use:

All surfaces

Sinks and side boards

Floors

Refrigerator, freezer, and oven handles

Any spills inside the refrigerator and/or freezer

Ovens, both inside and outside

All smallwares or tools used

Cooling racks wiped down

Special attention should be paid to surfaces where nuts, eggs, dairy, grains,
flour, and/or soy were used to prevent cross-contamination

Members will be given complete instructions on how and when to clean each item
during their orientation and training period and which cleaning items to use on
each item. Instructions will also be given on how much cleaning product to use on
each item.

Cleaning supplies provided by the kitchen will be stored under the sinks. After
each use, member must recap any open items and store properly in the
designated area and away from any food items.

The following cleaning supplies to be provided by the kitchen:

Clorox bleach
Dishwashing liquid
Paper towels
Sponges

Mop and mop bucket
Broom and dustpan
Hand soap

Garbage bags

Floor cleaner
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Member Cleanliness and Attire Standards:

® Proper kitchen attire is required at all times: closed-toe non-slip shoes, hairnet,
apron, and disposable gloves.

e All clothing must be clean and free of pet hair. A lint roller is available at the
sign-in sheet.

* No loose jewelry, rings, fragrances, or perfumes.

e Personal food and drink must be kept separate from any food being prepared for
the public.

e Do not work if you or any of your staff are sick or have open cuts or wounds.

e No smoking within 15 feet of any door or neighboring building.

e No pets or animals in the kitchen at any time.

e Children 15 and under are not permitted in the kitchen under any
circumstances. Minors 16 and older are only allowed in the kitchen with direct
parental supervision and a signed additional waiver.
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Waste Management

Waste Disposal:
All garbage must be taken out at the end of each reservation.

Recyclable items should be put into provided recycle bins, cardboard boxes must
be broken down and put into the cardboard recycle bin. All other garbage should
be put into the large dumpster.

We do not provide a glass recycling bin. Please take all glass with you and do not
throw it away in our bins. If needed, there is a glass collection facility in town.
Check recycling center hours at:
www.wasteloop.org/leavenworth-recycling-center

Grease trap note:

The kitchen has an above-ground grease trap which makes the water flow through
slower than normal. Please do not empty more than 1 sink at a time as the grease
trap pipe will overflow.

Note: there is no garbage disposal in any of the kitchen sinks. Strainers must be
used and be emptied into the garbage before taken out for the night.
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Parking

There are two available parking spaces for members: the space reserved for our
unit (Unit C/3) and one guest space at the back/south end of the building. If staff
require additional parking, spots are available across the street at the high school.
Otherwise, members must coordinate additional parking with neighboring
buildings. Street parking is only allowed from April - October and must be used
responsibly. Adherence to respectful parking is entirely the kitchen members
responsibility.
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Arrival and Closing Procedures

Arrival Procedures:

1.
2.
3.

Parking marked Unit C/3 and in one guest parking spot only.

Member must sign in on the Sign-in Sheet at the door.

Member must have scheduled time on the kitchen calendar that includes
both prep and clean up time.

Before starting any procedure to produce food for the public, the member
must wash hands in the Handwash sink (only!) and wipe down all surfaces
and equipment to be used.

. Members are required to wear disposable gloves and hairnet while handling

or producing food.

Closing Procedures:

1.

Turn off all equipment on the checklist and ensure the doors to the
freezer(s) and refrigerator(s) are closed securely.

The member must go through all the cleaning requirements (see Cleaning
and Sanitation section).

. The member should take any personal dirty laundry home and not leave it

in the kitchen. No laundry should be left in the washer or dryer.
Restock supplies when low unless there are no surplus supplies. Mark any
supplies that need to be reordered on the whiteboard.

. Label and date all food products before storing in refrigerator and/or

freezer.

Review and complete all tasks on the End-of-Day Checklist before signing
out on the Sign-in Sheet.

Turn off all lights, ensure door is locked on your way out.

Member must be done with all closing and clean up procedures within the
time reserved on the kitchen calendar. Billing is based on hours booked and
any overtime will be charged at the standard hourly rate.

18



Special Event Rentals

Members may not rent the kitchen to a third-party or persons/employees not
listed in their contract for any reason.

If a member is discovered hosting an event without explicit written approval from
the kitchen manager, that membership will be terminated effective immediately
and member may forfeit anything they have in storage and/or their security
deposit.
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Termination of Membership

A membership may be terminated for the following reasons:

Not paying rent within 30 days of when it is due

3 health department violations

Deliberate mishandling of or damage to any equipment

Bullying, racist or sexist comments or behavior, and/or any actions or
statements constituting sexual harassment

Blocking another business from using kitchen

3 cancellations with less than 12 hour notice

Hosting an event without permission or renting the kitchen to a 3rd party
Expired licenses which are not renewed within 5 days

Any 2 or more combinations of the above

The kitchen manager reserves the right to evict tenants at their discretion if
behaviors or actions are deemed detrimental to the kitchen’s safety,
reputation, or operations.

When a membership is terminated for any of the above infractions, the
termination shall take place immediately. Member will have up to 2 hours to
remove their belongings from kitchen under strict supervision.

The following actions will be taken after a membership is terminated:

Access code will be inactivated.

Health inspector will be notified that member is no longer working out of
kitchen.

Member will be billed immediately for any outstanding rent or fees due.
Member’s address will be verified in order to return all or part of the
security deposit, if applicable.
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Kitchen Communications

Appropriate methods of communication will be established to maintain a digital
paper trail of all communications between kitchen and members.

Communication channels will be based on urgency:

1. Whiteboard: used for general observations or to note if a shared item stock
is low and/or item(s) need to be reordered. A picture should be taken of the
whiteboard before leaving and picture should be texted or emailed to the
kitchen manager.

2. Email: should be used for scheduling change requests, general operational
questions or concerns, or concerns about specific items used.

3. Phone: Kitchen manager should not be contacted by phone unless there is
an emergency. The number to text or call is 512-656-9090. Kitchen Manger
will respond as soon as possible.

4. Suggestion box: for anonymous suggestions and requests but should not be
used to convey important information to the kitchen manager.
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Member Tracking

Cameras are installed in the kitchen and outside the doors to keep track of anyone
entering, working in the kitchen, and leaving. These cameras are for the
protection of the members and the kitchen in case of loss, damage, and/or theft.
They should not be moved or disconnected at any time.
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