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The Prep Station Kitchen Facility Rules and Orientation 

Responsibilities of the Shared Kitchen  

Kitchen members agree to maintain a clean and safe work space, be respectful of other Members at all 

times, and share in the upkeep and cleaning of common areas.  

The Prep Station has a strict zero-tolerance policy against lapses in cleanliness, food safety or kitchen 
security. Management will issue fines for violations of kitchen policies. Fines are not less than $50, and 
will double with each repeat violation. Violations of regulations protecting the storm drain adjacent to 
the kitchen facility yield fines of not less than $250, and up to $1,000. Blocking access to the garbage 
enclosure yields fines of not less than $300. 
 
By signing the Services Agreement and this Facility Rules document, Members agree to abide by kitchen 

rules, and to promptly pay any fines issued by kitchen management.  

Cleanliness 

Members are responsible for maintaining a food-safe and pest-free environment by keeping 

workstations, cook lines and common areas clean before, during and after operations. Members are 

responsible for their entire footpath into and throughout the kitchen including to and from cold rooms 

and the ice machine, and cleaning and wiping down bathroom surfaces after each use. 

 

Common use appliances and kitchen equipment such as the sinks, ovens and stoves must be cleaned 

thoroughly before and after each use. Food debris must be collected and removed from baskets in sinks 

and floor sinks and removed to the garbage – not run down through the drains.  

 

Members are required to allocate sufficient time for cleaning before and after kitchen use, and are not 

allowed to leave cleaning undone while away at events or when making deliveries. Kitchen fees are not 

charged for time spent cleaning workstations and common areas after operations are complete. 

 

Security 

Members will be provided with a key code for use exclusively by their business owners, associates and 

partners. Any associate provided with the key code must have completed this orientation and signed 

their acknowledgement of the rules of the kitchen, with their contact information kept on file.  

 

Each member is responsible for providing a secure working environment, by ensuring that entry and exit 

doors are closed and secured behind them at all times when entering and exiting the facility. Items 

stored in the kitchen belong to individual members and may not be borrowed or taken by other 

Members at any time. It is against kitchen rules to ask to borrow other member’s supplies or equipment. 

 

Reservation System 

Kitchen Members whose plans provide hours in the kitchen for cooking, prep, or use of appliances 

including the dishwasher, must reserve their time in the kitchen using The Prep Station reservation 

system. Member’s will be invited to register in the system, provided with a User Guide, and assigned 

hours for kitchen use based on their individual kitchen plans. Using time in the kitchen without reserving 

that time is a violation of kitchen rules and will be cause for fines.  
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The Prep Station Kitchen Facility Rules and Orientation 

Kitchen Attire: Hats, Aprons, Gloves, Hair Nets 

Members engaged in food preparation, or working within food preparation areas must be properly 

attired according to FDA and local ordinances, with aprons, food grade gloves and hair nets and/or hats 

covering head and/or facial hair. Members are responsible for providing gloves, clean aprons, and hair 

coverings for all associates operating from the kitchen. 

 

Supplies 

The Prep Station provides: 

 Floor cleaning detergents, supplies and tools (mops, buckets, brooms and towels) for cleaning 

floors and common areas, and clear liners for waste bins  

 Hand soap, hand dryers and bath tissue for the hand sinks and bathrooms  

 Mop heads and hand towels for cleaning common areas. Clients are responsible for replacement 

of the service-provided hand towels into the linen collection bags 

 

Members are responsible for providing: 

 Dish soap, sponges, scrub brushes and pads for cleaning of wares, and a bleach or bleach 

alternative sanitizer for cleaning of prep areas and appliances. These supplies may be stored in 

utility areas or in members designated storage (but segmented from food storage), labeled with 

the owner’s name  

 Garbage bags thick enough to sufficiently contain garbage as needed. Note that black bags may 

be used for garbage only, and may not be used for compost or recycling.  

 All cleaning supplies for the maintenance of food trucks and carts. No cleaning supplies for the 

cleaning of food trucks or other vehicles are supplied by The Prep Station 

 

Prep Stations 

Workstations and the areas underneath and around workstations must be wiped clean and sanitized 

before and after each use. Be sure to move tables and clean the edges and surfaces in between stations 

and wipe down walls behind workstations. No food debris or greasy residue may be left on or around 

prep tables. 

 

Floors 

Members are responsible for sweeping and hot mopping floors after each use. Cleaning grease, 

footprints or food debris from the floors may require the use of the deck brush available in the utility 

closet. 1) sweep, 2) apply hot water with detergent, 3) brush the floor with deck brush, 4) hot mop area. 

Mop buckets and mop heads must be rinsed clean and returned to the mop sink after each use.  

 

Stoves and Ovens 

Ovens and stove-tops must be kept clean during use, and wiped down after each use with all loose 

debris and greasy residue cleaned with sanitizing solution. Loose foil will catch in the fans of the 

convection ovens and only heavy-duty foil should be used in these ovens, and any foil pieces removed.  
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Common Table Usage 

Common tables immediately adjacent to cooking lines are for loading and unloading of food into and 

out of the ovens, stoves and other food preparation equipment. These tables are not to be used for food 

preparation unless members have reserved an entire cook line for their exclusive use during that period 

of time. 

 

Storage  

Items in dry and cold storage must be clearly labeled and dated. Expired items must be removed and 

disposed of in a timely manner. Any unlabeled food products in cold or dry storage areas may be 

disposed of at any time at the sole discretion of The Prep Station. Be sure to keep doors to the cold 

rooms closed at all times. Unless you are walking through the doorway it should be shut. 

 

Items in cold storage must be stored properly according to food safety and storage rules as published by 

the FDA, with prepared foods and ready to eat foods stored above produce, and meats stored on 

bottom shelves. Improperly stored foods may be disposed of at any time at the sole discretion of The 

Prep Station. 

 

Suppliers 

Member’s with dedicated dry or cold storage may issue a key code to suppliers along with instructions 

for delivery directly to the dedicated storage area. Items must be unloaded from pallets to Member’s 

storage racks, and may not be left on the floor, or blocking access to other Member’s storage areas. Any 

supplier with whom a key code is shared must be made aware of rules regarding security, food safety, 

storage, and access to the garbage enclosure. Kitchen members will be liable for any fines issued for 

violations of kitchen policies by a Member’s supplier. 

 

Garbage and Waste Management 

Members are given an allocation for recyclables and waste, and are responsible for understanding and 

adhering to their allocations, minimizing their waste stream and paying fees to account for any excess 

waste. Members are responsible for proper disposal of waste into appropriate bins, segmenting 

compostable material from recyclables and landfill. Materials diverted to landfill should be minimized.  

 

All waste streams must be disposed of into available waste bins and may not be placed above the top 

level of the bin. No debris or materials may be placed above the top level of the bin, or left in or around 

the garbage enclosure or surrounding areas. Blocking access to the garbage enclosure, by leaving 

materials in front or on the sides of bins or with vehicles will yield fines of not less than $300.  

 

Compostable materials including food waste, and soiled and waxed cardboard should be disposed of 

into the designated compost bins. They may be disposed of in compostable or clear plastic bags. No 

black garbage bags are to be placed in the compost bins. Cardboard must be broken down flat with no 

food debris and stacked neatly into the metal rack beside the garbage enclosure area. Recyclables other 

than cardboard must be rinsed clean of food debris, flattened and placed neatly into available blue bins.  
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All garbage must be bagged securely before being added to the garbage bin. No loose debris may be 

added to a garbage bin, and all bags must be thick enough to prevent any tearing and loosing of debris 

into the garbage bin. Note that black bags may be used for garbage only, and may not be used for 

compost or recycling.  

 

Cooking Oil Collection 

The kitchen offers a cooking oil collection and recycling service from a black bin located at the water 

station on the South side of the kitchen near the garbage enclosure. Only cooking oil and grease and fat 

from cooking may be placed within the black bin. No garbage or food debris may be placed within the 

bin. 

 

Members are responsible for the upkeep of the recycling bin, scraping any fats and food residue from 

the top grill after each disposal, and soaking up and cleaning any spilled oils using available kitty litter. 

Fines for neglecting the upkeep of the oil recycling bin start at $100. 

Parking 

There is ample public parking available on both sides of West Midway between Monarch and Lexington. 

No overnight parking in these spaces is allowed. 

 

Parking spaces in front of the kitchen is for food trucks or active loading or unloading of vehicles only. 

The water station on the South side of the kitchen must be left clear at all times for food truck access.   

 

Any vehicles left parked in front of the kitchen, or in neighboring parking lots may be towed at any time. 

 

Water Station 

The water station at the Southwest corner of the kitchen is for use by Food Truck members only unless 

otherwise arranged. There is a food grade hose which may be used for loading water to food truck’s 

onboard water storage tanks. 

 

Grey water may be disposed of through the floor sink at the water station only. An RV-hose must be 

supplied by the food truck member, and grey water must be routed through the floor sink, with the 

basket in place to collect all debris.  

 

Improper disposal of grey water will be met with fines of not less than $100, and up to $1,000 if the 

adjacent storm drain is compromised. 

 

Light washing of food trucks is allowed at the water station. Drains must be cleared and no water may 

escape the wash-pad at any time. Improper drainage of wash water will be met with fines of up to 

$1,000 if the adjacent storm drain is compromised. 

 

Food Truck Parking and Cleanliness 

Food Truck members are assigned a parking space. That parking space may be used for parking of food 

trucks only. No vehicles may be left parked in designated food truck parking spaces at any time.  
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The Prep Station Kitchen Facility Rules and Orientation 

 

Food truck members are responsible for the upkeep of their trucks, and of their assigned parking spaces. 

Trucks must be kept clean and properly licensed for food services, and parking spaces must be kept 

clean and clear of debris at all times.  

 

The Prep Station does not provide cleaning supplies for the upkeep of food trucks, and no cleaning 

supplies from the kitchen may be used for food trucks. Cleaning supplies provided by food truck 

Members may be stored in food truck parking areas or on the storage pad on the rear truck yard, but no 

storage in designated parking areas that might provide shelter for pests is allowed. 

 

The Prep Station reserves the right to inspect food trucks parked at the facility, or to facilitate 

inspections by local agencies conducting facility inspections, at any time with or without notice.  

 

 

Kitchen business owners and managers must ensure that all associates working from the kitchen in any 

capacity are familiar with the above rules and certify that they will abide by these rules.  

 

By signing below Members, and all associates of the Member’s business, agree to abide by the kitchen 

rules, and will be responsible for any fines levied by Kitchen Management as cited above.  

 

 

 

____________________________________________________________________________________

Member Name(s) 

 

 

 

____________________________________________________________________________________

Member Signature(s) 

 

 

 

____________________________________________________________________________________

Member Contact Phone Number(s) 

 

 

 

____________________________________________________________________________________

Member Contact e-mail(s) 

 


