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HARMONY FOOD COOPERATIVE
COMMUNITY KITCHEN POLICY MANUAL
Updated August 2026

Welcome to Harmony's Community Kitchen
Harmony Food Cooperative's Community Kitchen is a state-certified commercial Kitchen facility available for lease to community members, organizations, institutions, and food entrepreneurs. The Kitchen supports food education, community programming, food preservation, entrepreneurship, and the development of local food systems. 
Harmony believes that access to a safe, affordable, professionally maintained commercial Kitchen strengthens our community and expands opportunities for education, collaboration, and innovation.
The purpose of this manual is to establish clear expectations that:
· Protect food safety. 
· Maintain the integrity of the facility. 
· Ensure compliance with applicable laws and regulations. 
· Promote equitable access for all Kitchen users. 
This policy manual is incorporated into the Harmony Community Kitchen Lease Agreement and applies to all Kitchen users.

1. USER CATEGORIES
Community Users (Non-Retail Use)
Community users are individuals, organizations, and groups using the Kitchen for activities that do not involve the commercial sale or distribution of food products.
Examples include:
· Cooking classes 
· Community events 
· Educational programming 
· Family canning projects 
· Organizational fundraisers 
· Food preparation for private events 

Entrepreneurial Users (Retail or Commercial Use)
Entrepreneurial users are individuals, businesses, and organizations using the Kitchen to manufacture, process, package, prepare, label, or distribute products intended for sale.
Examples include:
· Farmers market production 
· Food truck preparation 
· Retail food manufacturing 
· Wholesale food production 
· Institutional food production 
Entrepreneurial users are responsible for ensuring that their business activities comply with all applicable laws and licensing requirements.

2. ELIGIBILITY REQUIREMENTS
Required for All Users
Before using the Kitchen, all users must:
· Complete the required Kitchen orientation. 
· Sign the Kitchen Lease Agreement. 
· Sign the Kitchen Policy Acknowledgment. 
· Provide current contact information. 
· Review all applicable Kitchen policies. 

Additional Requirements for Entrepreneurial Users
Before beginning production, entrepreneurial users must maintain all licenses, permits, registrations, certifications, and approvals required by law.
Documentation may include:
· Food business licenses 
· Food safety certifications 
· Insurance documentation 
· HACCP documentation, when applicable 
· Other permits required by regulatory agencies 

Licensing, Training, and Business Resources (Entrepreneurial Users)
Starting a food business can be exciting, but licensing, inspection, labeling, and food safety requirements vary depending on the type of food being produced and how it will be sold.
Harmony encourages entrepreneurial users to utilize the following resources.
Not Sure Which License You Need?
The Minnesota Department of Agriculture's Licensing Liaison Program can help determine:
· Whether licensing is required. 
· Which agency regulates your business. 
· Whether your operation falls under the Minnesota Department of Agriculture, the Minnesota Department of Health, or a local regulatory authority. 
· Which permits and inspections may be required. 
Resources:
· Minnesota Food Licensing Liaison Request 
· Minnesota Food Licensing Wizard 
Contact information:
· 651-201-6062 
· MDA.Licensing@state.mn.us 

Food safety certifications, including Certified Food Protection Manager certification when required
Resources:
· ServSafe Food Protection Manager Certification Program 
· Minnesota Certified Food Protection Manager Program Information 

Minnesota Department of Health
Resources:
· Minnesota Food Code (Chapter 4626) 
· 651-201-4500 
· health.foodlodging@state.mn.us 

Minnesota Department of Agriculture
Resources:
· Food Licenses Information 
· Starting a Retail Food Business in Minnesota 

3. ORIENTATION AND TRAINING
Kitchen orientation is required before initial use.  The 16-minute Kitchen Orientation video can be found at: https://www.youtube.com/watch?v=HCBIc_cCZEU 
Orientation includes:
· Facility layout 
· Equipment identification 
· Equipment operation 
· Food safety expectations 
· Cleaning procedures 
· Arrival and departure procedures 

4. RESERVATIONS AND SCHEDULING
The Kitchen is generally available for use from 8:00 a.m. to 8:00 p.m., seven days per week. 
Reservations may be made up to one year in advance, depending on availability. 
Users agree to:
· Use the Kitchen only during scheduled times. 
· Begin and end activities within the reserved time. 
· Vacate the Kitchen promptly. 

Cancellations
A minimum of 24 hours' notice is required for cancellations. 
Failure to provide adequate notice will result in charges equal to the reservation fee.

Overstaying Scheduled Time
Failure to vacate the kitchen by the scheduled time will result in additional time charges and liability for any lost revenue from subsequent rentals.
5. RENTAL RATES, DEPOSITS, AND FEES
Kitchen Rental Rates
· $12.50 per hour (1-9 hours) 
· $120 per day (up to 12 hours within the Kitchen’s regular operating hours) 
· Long-term rental rates are determined individually. 

Security Deposit

A security deposit will be required by the following Kitchen Users upon initial use of Kitchen Rental:
$50 — individual users and nonprofit organizations renting for more than one week but less than one month
$100 — entrepreneurial users renting for more than two days but less than one month
$200 — any user renting for one month or longer
Harmony reserves the right to retain all or part of the security deposit to cover costs associated with policy violations, as detailed in the policy manual. All unused security deposits will be returned in full at the end of the duration of Kitchen rental.
Additional Fees
	Fee
	Amount

	Returned check
	$35

	Failure to complete required Arrival/Departure documentation
	$25

	Food code violation requiring corrective cleaning
	$100

	Failure to secure the facility
	$100



6. ACCESS TO THE FACILITY
Only authorized individuals may enter food production areas.
The leaseholder, or another approved representative, must be present during all food preparation and cleaning activities.
Individuals under 18 years of age must be supervised by an adult. 
No person shall use the Kitchen on behalf of or under the authorization of the Renting Party unless he or she has signed a Waiver of Liability.  If the person is under the age of eighteen, his or her parent or legal guardian must also first sign the Waiver of Liability.

7. EQUIPMENT USE
Users are responsible for inspecting equipment before use.
Equipment that appears unsafe must not be operated.
Damage involving equipment, refrigeration, plumbing, electrical systems, or Kitchen infrastructure must be reported immediately.
Damage resulting from improper use or negligence may be billed to the responsible user.
Harmony is not responsible for product loss, inventory loss, lost income, or lost production time resulting from equipment failure. 

8. FOOD SAFETY AND SANITATION
Food safety is the responsibility of every Kitchen user.
All users must:
· Wash hands appropriately. 
· Wear appropriate clothing. 
· Wear closed-toe shoes. 
· Follow all applicable food safety requirements. 
Animals are prohibited.
Individuals who are ill should not use the Kitchen.

Cleaning Responsibilities
The Renting Party is responsible for cleaning the Kitchen after use in accordance with the cleaning requirements provided during orientation.
If the Kitchen is not adequately cleaned and sanitized following a rental period, Harmony's designated cleaning contractor may be required to complete the cleaning. The Renting Party will be responsible for the cost of that service.
Please note: The Community Kitchen does not have a commercial dishwasher. Users are responsible for washing, rinsing, and sanitizing dishes and equipment using the three-compartment sink.
Arrival and Departure Documentation
An Arrival and Departure Checklist must be completed during every Kitchen session.  Failure to do so will result in an additional fee of $25.
The checklist documents:
· Arrival and departure times 
· Equipment condition 
· Cleaning completion 
· Sanitation status 

9. STORAGE
Available storage options may include:
· Dry storage 
· Refrigerated storage 
· Frozen storage 
Storage is available on a first-come, first-served basis and requires approval.  Because space is limited, long-term storage may not always be available.  Please contact the Kitchen Director for assistance. 
[bookmark: _Hlk190171562]Storage Fees, as available
Dry Storage: 
· Large 42 X 22 cupboard with drawer = $30/month
· Medium 22 X 22 cupboard with drawer = $25/month
· Stainless-steel one-part cupboard = $25/month

On-site Kitchen Refrigerated Space:
· On-site refrigerated space is available as needed during your lease of Kitchen.  For long-term refrigerated storage, see options below. 

In-store Refrigerated Storage:
· Refrigerated shelf storage in backstock walk-in cooler: $10/foot/month
· Refrigerated floor quarter pallet storage in backstock walk-in cooler: $25/week

In-store Frozen Storage:
· Frozen shelf storage in backstock walk-in freezer: $10/foot/month
· Frozen floor quarter pallet storage in backstock walk-in freezer: $25/week


10. DELIVERY OF INVENTORY
Ingredients and food products used in the Community Kitchen must be stored in a manner that complies with applicable Minnesota food safety requirements and Harmony's facility requirements.
All deliveries must be pre-approved by the Kitchen Director. Arrangements for receiving deliveries must be made two days in advance. Deliveries must be paid in advance or by pre-established credit with the vendor.  
1. Kitchen Users are responsible for receiving, inspecting, and properly storing their deliveries, whether the delivery is received by the Kitchen User or by Harmony staff on the user's behalf.
2. Harmony staff will receive deliveries for Kitchen Users only if the time of delivery and the quantity of delivery is agreed upon in advance.  A $25 cross-dock fee will be charged to the Kitchen User for each delivery Harmony Staff receive.
3. If Harmony staff receives a Kitchen user’s delivery, Harmony staff will place deliveries on Kitchen User’s leased storage space.  It is the responsibility of the Kitchen User to inspect all deliveries and report credit requests to vendors within the allotted time.  Neither Harmony nor its staff is responsible for any damaged or missing products and/or equipment.

11. LICENSING, INSURANCE, AND REGULATORY COMPLIANCE
Community Users
Insurance may be required at Harmony's discretion.

Entrepreneurial Users
All commercial users are required to maintain Commercial General Liability (CGL) insurance, explicitly including Products-Completed Operations coverage.  Minimum insurance requirements for Entrepreneurial retail production include:
· $1,000,000 per occurrence 
· $2,000,000 aggregate 
· Certificate of Insurance upon request 
· Harmony named as an Additional Insured.
Proof of insurance is required prior to Entrepreneurial use. 

12. PRODUCT PRODUCTION, LABELING, AND RECALLS (ENTREPRENEURIAL USERS ONLY)
Entrepreneurial users are solely responsible for:
· Food and product preparation 
· Food and product handling 
· Food and product safety
· Product quality
· Packaging 
· Labeling 
· Distribution 
· Transportation 
· Product storage

Product Recalls
Users must immediately notify Harmony of:
· Product recalls 
· Foodborne illness investigations 
· Regulatory actions 
Users are responsible for all recall-related costs.

13. LIABILITY AND INDEMNIFICATION
Users assume responsibility for all activities conducted under their lease agreement.
Users agree to indemnify and hold harmless Harmony Food Cooperative, its employees, directors, and representatives.

14. VIOLATIONS, SUSPENSION, AND TERMINATION
Violations may result in:
· Written warnings 
· Administrative fees 
· Suspension 
· Immediate termination of Kitchen privileges 
Food safety violations may result in immediate dismissal from the facility.

15. REQUIRED FORMS
Required for All Users
· Lease Agreement 
· Policy Acknowledgment 
· Orientation Completion 
· Current contact information 
· Other regulatory documentation, when applicable 

Additional Requirements for Entrepreneurial Users
· Business licenses 
· Insurance certificates 
· Food safety certifications 
· Product labels 
· Ingredient records 
· HACCP documentation
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16. KITCHEN POLICY ACKNOWLEDGMENT AND AGREEMENT
I, __________________________________, on behalf of ________________ (organization or business) acknowledge that:
· I have received a copy of Harmony’s Community Kitchen Manual 
· I understand that I am responsible for reading and understanding the contents of this manual;
· I understand that this manual establishes the policies governing use of Harmony’s Community Kitchen;
· I agree that I am responsible for ensuring that everyone using the Kitchen on my behalf understands and follows the policies set forth in this manual;
· I understand that the most current version of the manual applies to Kitchen use;
· I agree to comply with the policies and requirements contained in this manual.


Signature of Kitchen user: ________________________________________________
Date: ________________
Signature of Harmony’s Kitchen Director: __________________________________
Date: ________________
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