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St. Luke Men’s Club

 Head Cook Procedures

 With guidance and suggestions from veteran Head Cooks, this procedure and its accompanying equipment checklist was prepared to provide assistance to new chefs and to establish standards to be followed by all club Head Cooks. Using this procedure and its associated checklist will serve to clarify responsibilities and ensures that adequate time and directions are provided to those members responsible for a successful monthly membership meeting meal. 

Authority and Communication 

The approved Head Cook will be responsible for the management of the entire dinner experience.

This will include: 

▪
Planning a menu for approval by the Executive Board

▪
Preparing and delivering his Equipment Checklist to the Inventory Control and Procurement officers.

▪
Recruitment of his cooking team

▪
Arranging for the purchase of provisions, supplies, needed utensils and equipment. This may involve support from the Procurement and Inventory Control officers. 

▪
Food preparation, serving, and cleanup

▪
Submitting receipts of purchases for reimbursement and a plate count of dinners served to the Treasurer following the dinner. 
Menu Selection
The choice of the menu to be served will take into account the previous and future month’s planned meals and typically include a main entrée, starch (carbohydrate), vegetable, and dessert.   

Head Cook’s Equipment Check List 
At least one week prior to the meal date, the Head Cook is asked to complete and deliver a Cook’s Equipment Checklist to the Inventory Control and Procurement officers.  This list details cooking equipment, utensils, and supply needs for the preparation of the dinner and also identifies the dates and times when access to this equipment will be needed. With this Checklist, the Procurement and Inventory Control officers will ensure that adequate supplies including paper products, flatware, utensils, and equipment are available the day and time of the meal preparation.
Cooking Team 
The Head Cook will recruit his necessary cooking team to assist with the preparation and delivery of the dinner. Depending on the menu, the cooking team will normally consist of 4-8 volunteers. The volunteer cooking team will be served the same menu as the membership but will receive their meal at no cost.  Leftovers are generally divided among the cooks, but can also be placed into containers and sold to the members or offered as raffle prizes. The Head Cook can authorize seconds after the cooking team has been served. 

Authorized Budget and Estimated Serving 
Unless otherwise approved by the Executive Board the dinner meal budget will be limited to $300. 

This budget does not include refreshments consumed by the membership. Generally the dinner should be planned for approximately 80 servings.   To offset the cost, members will generally be asked to pay $5 for their dinner. 

Date & Serving Times
The monthly membership evening dinner is generally scheduled for the third Monday of the month.

 Serving normally begins at 7:00 p.m. and concluded by 7:30 p.m. 

Cafeteria or Parish Hall Kitchen Access and Restrictions 
· Generally, access to the cafeteria or parish hall kitchen is available only after 2 p.m. the day of the meal.  

· Both the equipment and supplies in these kitchens are off limits, unless prior approval is received from the school cafeteria or facility manager. 

· The cooking team has access to use the ice machine, sink, stove, oven, mixer, and counter spaces only.

· Because the cafeteria dining area may be used for after-school care until 6:00 p.m., the cooks are asked to keep the dining hall door to the kitchen locked, with access only to adults before 6 p.m.

· Disposal of any kitchen trash and floor mopping will be handled by the parish maintenance staff. 

· The kitchen must be cleaned by the cooks following the meal and appear as if it had not been used. 

· After the clean-up, all club supplies and equipment brought for the cooks will be staged in one area for return to club’s storage. Any damaged or broken equipment must be immediately reported to the Inventory Control Officer for repair or replacement.  

· If food preparation takes place outside, in the parish parking lot, cooks are reminded to keep the noise down. If consuming refreshments, cooks are encouraged to use koozies and act responsibly.
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