
Thetis Island Community Association
Box 14-0, Thetis Island, BC  V0R 2Y0

Forbes Hall - Kitchen Protocol
Remember to frequently & thoroughly wash your hands!

Foodsafe:
1. Any Community event that prepares food in the kitchen requires a Foodsafe Level 1 certified 

leader. This leader will liase with the Kitchen Director (currently Don Sinclair 246-4291 and Nettie 
Hayter 246-9300) to go over the menu and food preparation plans for their event. A copy of the 
Foodsafe certificate needs to be attached to the hall booking form or on file with the Hall Manager.

2. For Soup‟s On (Wednesday‟s Drop In Lunch Program) a Foodsafe Level 2 Advanced certified 
person is required to oversee the basic food protocols, however individual luncheon services re-
quire at least one Foodsafe Level 1 Basic certified cook. Certificates must be on file with the Hall 
Manager

3. For meals with hired cooks, the hired cook must have Foodsafe Level 2 Advanced certification. A 
copy of the certificate must be on file with the Hall Manager.

4. Rental of the kitchen with the hall, for private events that include food service, does not require 
Foodsafe certification.

5. Coffee & cookie events do not require this. If you are unsure, please contact the Kitchen Director.

Observe the following standards:
Remember to frequently & thoroughly wash your hands!

Set-up:
6. Sanitize:

Prior to using the kitchen: wipe all surfaces with bleach sanitizer – under sink. Spray lightly but 
thoroughly and wipe with a clean cloth.
1 Tablespoon of bleach per gallon of water is the ratio.

7. Dishwasher:
Follow instructions on wall by the sanitizer. Copy also in kitchen binder. Check the soap level in the 
container under the sink to ensure that there is enough soap for the sanitizer.

8. Ovens:
Before using ovens, check that they have been cleaned of all spills and food particles. The ovens 
will have been cleaned by the previous users. (see clean-up section in these protocols.)

9. Gas Stove:
Follow istructions in kitchen binder.
Gas: yellow handle at back left of stove. Vertical position – on; horizontal position – off.
If you have used the convection cycle on this oven, please turn off the convection switch after use.
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10. Convection Oven: 
Instructions in Kitchen Instructions binder.

11. Refrigerator:
The fridge should be running at about 4°c. Please inform the hall manager if it isn’t.

12. Tables for food service:
Wipe all prior to service with bleach solution, as we don‟t know how they were used between 
times.

13. Plastic Serving Cart: Wipe with sanitizing solution prior to use.

Equipment:
14. Equipment is for the use of all kitchen users. Users are expected to comply with protocols 

regarding usage, cleaning and storage of all equipment.

15. Salt, pepper, cooking spray, parchment & food wraps are kept in the kitchen for all to use.

16. No other food items are to be left in the kitchen (excepting clearly marked coffee and cream in 
the fridge or freezer).

17. Teas, sugar, etc are kept in the kitchen shelf above the coffee maker.

18. If you use up any items, please replace asap (making a note of it on the message board in the
 kitchen) or leave a note for the kitchen directors for replacement.

DO NOT DEPLETE ITEMS LEAVING THE NEXT GROUP WITH A PROBLEM.

Clean-up
19. Dishes: scrape into bowls for either the digester or compost, using soft spatulas. This is far more 

thorough a way to scrape than by using a knife, fork etc. Partially fill a wash bin with hot soapy 
water. Put eating utensils in this bin to soak before cleaning.
To wash: Using the sink beside the sanitizer – fill with hot, soapy water – wash away any food par-
ticles and rinse prior to putting the dishes into the sanitizer for final cleaning. Put away when bone 
dry. Do not stack wet dishes.

20. Cookware: scrape thoroughly – using the right hand sink, wash thoroughly with hot soapy water. 
Rinse using spray nozzle. Leave to air dry before storing. All large cooking equipment can have 
a quick final wipe with a clean cloth to dry up any remaining moisture. Be sure trays & cooking 
sheets above fridge are dry before storing.

21. To Clean the Coffee Urns: dump out all grounds from basket, rinse and wash thoroughly all the 
removable pieces.  Rinse out urn, scrubbing vigorously with a cloth, rinse thoroughly, wipe dry, 
and loosely return the pieces to the urn.

22. Refrigerator: Do not leave any food items in the fridge following your event. All food items are to 
be taken away or they will be disposed of.
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23. Stove Top: Clean stove top thoroughly, removing & replacing grates as needed. Remember also 
to clean the area behind and beside the stove as there may be splashed food items on them.

24. Ovens: Clean-up any loose particles or spills as soon as the ovens are cool enough to do so. If 
you need to leave your mess behind due to time constraints, come back and do it later when the 
ovens are cool! We realize that some spills are bigger than others, and ask that you do what‟s 
right and leave the ovens in as good condition as reasonably possible.

25. Bus Bins & Trolley: Please leave bins clean and upside down on trolley between services.
26. Tables: Please wipe with bleach solution prior to storing.

27. Garbage, Recycling & Compost: Please secure the bags, and dispose of in the garbage bin 
outside the backdoor to the right as you leave the kitchen. Do not leave any garbage in the interior 
bins following your event. Compost is to be taken up to the compost area behind the hall. Bones 
and other food waste that is not suitable for the compost must be taken out to the digester near 
the outside barbeque. Rinsed drink containers and other recyclables are to be taken home and 
then taken to the island‟s recycling area. Please don‟t leave the recyclables for others to take to 
the waste management site.

28. Towels and other kitchen “linens”: After your event please take home all towels and other kitchen 
linens‟ to launder – return to hall clean and folded no more than 3 days after your event. Please 
do not leave them for the next group to take home and wash.

DO NOT KEEP IT AT HOME UNTIL IT IS CONVENIENT FOR YOU TO DROP IT OFF -
LAUNDERED ITEMS MUST BE RETURNED WITHIN 3 DAYS.

29. Sanitizer: follow instructions to turn off sanitizer. Please ensure that you have drained the water 
before turning it off.

30. Floors: Please sweep all floors and mop them when all other clean up duties are completed.

31. When leaving: Check that the gas, the fan & all lights have been turned off and close the kitchen 
door. If using the convection on the oven, turn off the convection switch after use.

Please do not donate any unsolicited items to the kitchen
without first contacting the Kitchen Director. 

If at any time when using the kitchen facilities at Forbes Hall and you notice something that’s 
not right, please bring it to the attention of the Hall Manager.

Be pro-active!

☺☺☺
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