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Use of Cafeteria or Kitchen Form


East Baton Rouge Parish School System

Policy on Use of School Cafeteria or Kitchen

Board Approved 04/19/07
I.  Approval process for the use of a school cafeteria or kitchen for a school-sponsored event or for use by an outside agency

All school events taking place outside of the normal school day should have an approved “Facilities Usage Form” filed with the Administrative Director of Facilities Management for the purpose of paying employees who work the event, having the air-conditioning or heat on in the building and ensuring insurance coverage. The “Facilities Usage Request” form is completed and signed by the school principal after determining appropriateness of event request and building availability on requested date.  The completed form is submitted to the Administrative Director of Facilities Management (ADFM) for approval to use the facility.  Once the event is approved, kitchen usage is negotiated separately with the Child Nutrition Program (CNP) Director of Operations.  The completed “Facilities Usage Form” signed by the school principal and approved by the Administrative Director of Facilities Management is sent to CNP Director of Operations, prior to consideration of school kitchen usage.   If kitchen usage is approved, the CNP Director of Operations notifies the school principal and the contact person for the event. 

II.  Circumstances when an outside agency may use a school cafeteria or kitchen  

When an outside agency requests that food be prepared and served at a school event, the Administrative Director of Facilities Management (ADFM) will send the CNP Director of Operations the approved “Use of Facilities” form showing both the principal’s signature and the ADFM’s signature. The CNP Director of Operations approves the use of the school cafeteria/kitchen by an outside agency.    

· If food is to be served at the event for which the outside agency is seeking approval, a CNP employee must be present to operate all kitchen equipment, to oversee meal preparation/service and to ensure that the kitchen and dining room are clean and ready for the next day’s student meal preparation.  

· The agency must pay for all food and supplies used; no food or supplies belonging to the CNP can be used when preparing food for an outside agency.  USDA Commodity foods cannot be used. 

· The CNP takes no responsibility for food cooked outside of the school kitchen and brought in for meal service to participants.  It is required that the caterer providing the food and hired by the outside agency, submit a “Permit to Operate” issued by the Parish Health Department to the CNP Director of Operations.  All commercial kitchens, i.e. restaurants, schools, and caterers, are required to have a “Permit to Operate” documenting the sanitation of the business’ food preparation area.  It is recommended that a sample plate of food cooked by the outside caterer and fed to the participants, be kept under refrigeration for 48 hours in the event that any participant becomes ill and blames it on the food eaten at the catered function held at the school.  The Parish Health Department exempts caterers preparing food at fairs or festivals from inspection and issuance of a “Permit to Operate”.
· If the outside agency requests food prepared by the CNP employees, then the CNP manager can order food from the CNP vendors and invoice the agency for food purchased.  However, if the food is provided by the agency and the agency designee wants CNP personnel to cook it, then it must meet HACCP (Hazard Analysis Critical Control Points) temperature requirements of food received.  If the food to be cooked for the event is donated or purchased from the outside agencies own sources and is delivered to the back door of the kitchen, then the CNP employee working the special event, may refuse it, if the food fails to meet the HACCP ‘receiving temperature’ requirements or if the quality of the product is compromised in any manner.  If unacceptable food items purchased by the outside agency are delivered to the kitchen for use in meal preparation, it is NOT the responsibility of the CNP employee(s) working the event to provide a substitute. The outside agency assumes all responsibility and liability for any and all food purchased by the outside agency.
III.  Cost
Organizations of parents and/or teachers are not considered outside agencies for the use of school facilities and will not be required to pay for use of a facility, except when the use is for the purpose of raising money.  

School-sponsored organizations whose members include children who attend the school in which those organizations use a facility are not required to pay for the use of the facility.  However, if any part of the kitchen is needed, then it is a must to have a CNP employee working in the kitchen; and this employee must be paid for his/her time worked. 

IV.  CNP Employee’s Compensation  

All CNP employee compensation in connection with the use of school facilities will be paid to the employee through the East Baton Rouge Parish School System Payroll Department.  Hours worked will be submitted through the normal CNP payroll reporting process.  The CNP employee’s time shall be recorded on a time sheet and paid using an approved “Justification for Overtime” form and reported for payment using CNP payroll reporting procedures. 

The CNP manager will prepare a “Special Event” meal form and submit the employee’s time worked and foods prepared, if applicable, to the CNP office for preparation of an invoice and ledger entry in the financial management software, GEMS, to bill the school or the outside agency for the cost of the use of facilities, labor and food used in the Special Event.   The school principal or outside agency designee prepares a check made payable to the CNP for the invoiced amount. The check is sent to the Finance Department designee in Central Office for payment of the Special Event.  A CNP employee must be present in the kitchen if the kitchen is used to prepare or even warm food.  Under the Fair Labor Standards Act, a CNP employee cannot volunteer to perform tasks that are normally performed during the course of that employee’s workday; therefore, if a CNP employee works to prepare and serve food and/or clean the kitchen or dining area, the employee must be paid overtime for the work performed in connection with the special event. 

If no CNP employee(s) from the school is/are willing to work the special event, the cafeteria manager will make a special effort to find a CNP employee from another school to work the event.  

Exception:  If a CNP employee is employed by the outside agency after the normal work hours or on the weekend and the outside agency is paying for the use of the school kitchen, then the outside organization may pay the employee directly through the outside agencies normal payroll process.  Under this circumstance, the CNP employee is working as an employee of the outside agency. 

V.  Rules in the preparation and service of food for a special event
A. Special event activities requiring the participation of the food service employees cannot interfere with the preparation and service of student meals or snacks during the course of the normal school day. 

B. USDA commodities cannot be used in the preparation of any food item for use in catering/special functions except for the following: in the preparation and sale of foods for any school-related function at which the primary beneficiaries are the students themselves. Records of the kinds and quantities of USDA commodities that are used must be maintained. 

C. An outside agency cannot purchase food through the cafeteria manager using the CNP bid prices.  

D. If the school kitchen and/or serving line is/are used, a CNP employee must be present to operate kitchen equipment to ensure that food is handled properly, and to ensure that the kitchen and dining room are clean and ready for student meal service on the next day.

E. Non food service volunteers for a function may assist in assembling food (like making sandwiches), serving food and cleaning the serving line, kitchen and dining room, but cannot operate any of the kitchen equipment.  Volunteers who handle food should wear a hair restraint, a clean apron, clean clothes and closed-toe/heel, skid proof shoes (like tennis shoes) with socks.  They should wear a shirt with sleeves and remove all jewelry (gemstones can fall out of earrings and necklaces) while serving the food.  It is important that all volunteers wash their hands before handling any food.

