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Plan Review Guidelines for Caterers
What is a caterer? A person contracted to prepare food in an approved food establishment for final cooking or service at another location.

a) The serving time is limited to no more than four hours, OR
b)  Current catering permit holders may exceed the four-hour time limit when operating in conjunction with a Temporary Food Event (TFE). A specific plan review is required for expansion to a TFE. The plan review time will be billed at the current hourly fee. Notification and approval are required prior to operating at a TFE. (All food preparation must occur in the approved catering kitchen.)

Before beginning operation, a permit must be obtained from Spokane Regional Health District. To receive a permit, submit your menu, food preparation sheet(s), and plans to our office for approval. If your catering kitchen is in a home, the commercial kitchen must be constructed separately from the living quarters and used exclusively for the catering business. If your proposed commissary site is connected to a private well and/or on-site sewage system, you must receive approval from Washington State Department of Health for the well and Spokane Regional Health District for the on-site sewage system. Check with your local zoning department for the requirements for operation of a home business. If you will be operating out of an existing permitted kitchen, the equipment and preparation/storage areas must be adequate for both operations.

Menu and food prep sheet(s) must include all foods and beverages that will be prepared and served, along with a description of all food preparation steps and an estimate of the maximum number of meals served per day. All future changes in menu or equipment must be pre-approved by the Health District.

All plans must include:
· Name and address of the catering business.
· Commissary kitchen name and address (if different).
· Name and phone number of contact person.
· Building plans for new construction/remodeled kitchens. (Refer to the Plan Review Guidelines for Food Establishments brochure for requirements.) 
· A signed commissary agreement with the food establishment owner when using an existing permitted kitchen.
· Transport vehicle information including make and model.
· Transport and serving site equipment list including make and model numbers.
· Proposed itineraries or sites to be served.
When considering use of an existing kitchen for a commissary:

· All food equipment must be certified by an American National Standards Institute (ANSI)-accredited certification program (i.e. NSF). No home-style equipment is allowed.
· Equipment must be designed to reach and maintain required food temperatures.
· Refrigeration requirements are based on your menu. Cooling of potentially hazardous foods (PHF’s) will require equipment that is capable of meeting cooling requirements for PHF’s. 
· Adequate refrigerated storage must be available for the separation of raw and ready-to-eat foods.
· One or more food preparation sinks, with an indirect waste drain, are required if produce is cleaned on site or the ice bath method is used to cool liquid foods.
· A three-compartment sink is required for utensil washing. A mechanical dishwasher may be used in addition to the utensil sinks. Sinks must have adequate drain boards, racks, or tables large enough to accommodate all soiled and cleaned items that may accumulate during hours of operation.

·  Hand wash sinks must be accessible to all food preparation areas.
·  A mop sink must be available in the building.

Transport and serving site equipment

· All food equipment must be certified by an American National Standards Institute (ANSI)-accredited certification program (i.e. NSF). No home-style equipment is allowed.

· Equipment must be designed to reach and maintain required food temperatures.

· Reheating equipment must be capable of reheating from 41º F to 165º F within one hour.

· Proper hand washing facilities must be provided. A minimum five-gallon insulated container, with a free-flowing spigot that can remain open without hand pressure, must be provided along with soap, paper towels, hand washing reminder sign and a waste bucket. If raw animal products are to be cooked on site as the final cooking step, a plumbed hand wash sink, with a minimum 35 gallon potable water tank, water heater, mixing faucet, soap, paper towels, and a waste tank must be available.
· Sneeze guards are required for displayed foods such as buffet lines, salad bars, self-serve foods, and condiments, etc.

Outdoor events:

· Overhead covers that are waterproof, wind and fire resistant, and extend over all preparation and service areas must be provided.

· Walls must be constructed so they can be securely closed against wind, rain, and dust (i.e. tent flaps).

· Flooring in preparation/service areas must be made of sealed wood, concrete, sheet vinyl, or other approved material that is smooth, easily cleanable, non-absorbent, and durable. Grass, gravel, or dirt is not an approved flooring material.

Application process

· For new establishments, a permit application must be submitted to the Health District at least 14 days before the projected date of opening or the permit fee will be doubled.

· Application submitted less than three days before the projected date of opening will not be processed due to the time needed to review the application.

· You will receive written notification to proceed with construction when your plan review has been approved by the Health District.

Before you open

· A pre-opening inspection must be conducted.
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