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Business Name: __________________________________________________________ 

This handbook is intended to provide Hour Cucinas’ policies and information to our 

clients. All of the content herein applies to all clients. Clients are expected to adhere to 

the rules and policies herein. Hour Cucina (HC) will post amendments and updated 

versions of this document from time to time, and will communicate these changes to 

clients in a timely manner via e-mail and/or in person. Clients should make it a priority 

to familiarize themselves with the current policies and information. 

Requirements for Kitchen Use 
Before reserving kitchen time with HC and during usage of the facilities, HC must have 

the following on file: 

 A signed, current Operating Agreement, completed application, credit card 

authorization form and rate schedule acknowledgement; 
 A $400.00 security deposit ($325.00 refundable).  This deposit must be paid in full 

PRIOR to your state inspection; 

 A copy of a valid State of Florida permit (either through DPBR or Dept. of 

Agriculture). If you are in the process of applying for license, it must be submitted 

to use within 30 days of your start date at the kitchen; 

 A current and valid Food Manager’s Certificate (i.e. Serve-Safe certification, 

etc.). No one will be permitted to work in the kitchen without this certification; 

 A certificate of insurance showing a minimum of $1,000,000 commercial general 

liability insurance with HOUR CUCINA LLC listed as an additional insured with a 

waiver of subrogation and client must maintain such policy for the duration of 

any kitchen use. 

Kitchen Reservations 
Clients must reserve kitchen time through the on-line calendar using the Duo Serve 

Calendar.  Clients will receive a login and password for the calendar once all 
necessary paperwork and deposit have been received. The calendar is the only 

way to reserve kitchen time, which ensures efficient and accurate reservations. You 

may contact us with any questions you may have regarding the reservation process. 

You may not reserve kitchen time until all requirements have been met (see list above). 

Event/Full Day Reservations 
Booking for events such as cooking classes, food photography, parties and 

demonstrations should be made with a HC representative. A price quote can be 

made at that time. 
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Payments 
Clients will be billed at the end of each month for the hours incurred unless other 

arrangements have been made.  Payment may be made by check, on-line via 

credit card or bank transfer.  Payment is required within three (2) business days upon 

receipt of the invoice. Failure to make payment on a timely basis may result in 

termination to kitchen access until the bill is paid or arrangements have been made. 

Return checks are subject to a $50.00 fee and prosecution to the fullest extent of the 

law. 

Cancellation Policy 
There are no refunds for unused time, commissary services or storage. Once time has 

been reserved, it becomes unavailable to other clients. To ensure that kitchen time is 

available to a maximum number of fellow users, we highly recommend that you book 

only the amount of time and/or storage space you know you will need. 

In the event of a last minute cancellation, we encourage you to contact other current 

HC clients to find someone who may be able to take the time and then arrange for 

payment with that client. In this event HC must be notified of the change.  In the event 

that you cancel within 24 hours of your scheduled time, you will be charged a 

cancellation fee of $50.00. 

 

Usage Limitations 

Your reservation entitles you and one additional assistant (certified food handler) for 

the time period booked and one (1) work station.  If you require more than 1 

additional person, there will be an additional charge per hour, per person (please see 

rate sheet).  If you require more than 1 work station, please contact management to 

discuss availability and fees.   There will be an additional charge for additional work 

space if available.  For large events requiring work crews larger than 4 people, please 

speak to us regarding rates. 

 

Facility Access & Security System 
Hour Cucina is available 24/7.   

After all requirements have been met, clients will be given a door code to enter the 

facility. Clients are not allowed to share the door code with anyone, nor are they 

allowed to let anyone in the facility other than food deliveries and their own 

employees. The facility has a video surveillance system which helps ensure our clients’ 

safety and the security of their products. In addition, the system allows management to 

identify clients and work progress at all times. If the door code is used by an 

unauthorized person, they will be considered trespassers and the proper authorities will 

be alerted. 

All clients are provided with a code for the security system and shown how to use the 

system.  Any assessments by the local authorities for a false alarm caused by anything 

other than a mechanical failure of the system, to which the police are dispatched, will 

be charged to the client at the rate charged by the City of Boynton Beach Police 

Department. 
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Calendar and Time Clock 

Each client will be entered into the time/security system.  It is the responsibility of the 

client book their needed hours on the calendar and to clock in upon arrival and clock 

out upon leaving the kitchen after all clean-up has been done.  The facility is video 

monitored and should a client not clock in or clock out, they will be billed for 12 hours 

at the maximum rate of $40.00 per hour.  It is not the responsibility of management to 

view the video to determine time in/time out.  If the system is unavailable for any reason 

it is the responsibility of the Client to note the day and time on the calendar located on 

the office door t indicating time in/time out and that the system was unavailable. 

Parking 
HC has free access to parking spaces in the side parking lot. Please do not allow your 

employees to take up more than six, particularly during business hours. Do not park 

along the street side of the building. HC will not be responsible for any damage, theft, 

parking tickets, towing, etc. 

Ordering from Vendors 
Our clients are encouraged to establish their own accounts with vendors and place 

orders for delivery to the HC facility. We can assist in completing any documentation 

related to opening new accounts. We can also be at HC to receive your order for a fee. 

In any event, client orders must abide by the following: 

 All orders must be made in client’s business name. 

 Delivery must be scheduled between 8:30 am and 5 pm. 
 No HC representative will be required to arrive earlier or stay later to accept 

deliveries outside of the above hours.  Special arrangements can be made 
however with advance notice. 

In addition: 

 Clients who are accepting deliveries should be as unobtrusive as possible when 

other clients are present. 

 Deliveries, loading and unloading should take less than 15 minutes. 

Storage 
Clients have the option to rent space in the refrigerator, freezer and dry storage areas. 

We strongly recommend that food and equipment be secured in a lockable, 

commercial grade, approved bins. Client is responsible for providing locks to ensure 

security. HC will not be responsible for missing or damaged items.   

In the interest of sanitation all storage areas must be kept organized and clean. All 

products and food items not in their original containers must be clearly labeled with 

your name, current date and contents, according to State of Florida sanitation 

standards. Items not clearly labeled or stored in the client’s rented space may be 

discarded. 
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Please note: 
 HC is not responsible for any equipment, food or other items left in the kitchens. 

We highly recommend clearly labeling any equipment, food products, etc. so there 

is no confusion surrounding ownership.  We have an engraving tool for your use in 

the office. 

 Do not store anything on the kitchen floor. 

 Do not store anything on the speed racks. 

 Do not store anything in/on HC or other clients’ equipment. 
 Store all meat on the bottom shelf of the refrigerators and freezer. 

 Do not store anything unrelated to the commercial kitchen (clothes, electronics, 

etc.) 

Note that if any equipment or food is improperly stored or poses a health risk, HC staff 

will either move or discard it, without reimbursement to the client. 

Kitchen Use and Cleaning Requirements 
Any fines incurred by Hour Cucina as a direct result of a client or client’s employee or 

representative failing to abide by the following guidelines will be charged against the 

client’s deposit. Further, client will maintain a $400.00 deposit with Hour Cucina or forfeit 

use of the facility.  The refundable portion of your deposit is $325.00 ($75.00 is deducted 

for background check and application processing). 

Clients are responsible for following all proper sanitation requirements as well as 

keeping the kitchen in a clean and professional condition. If a client does not leave 

the kitchen as clean as they found it, they risk losing their kitchen privileges as well as 

incur a cleaning fee in the amount of $250.00. Because it is important that the kitchen 

look professional and clean for random Health Department visits, tasting customers 

and other potential clients, the following is required: 

Dishwashing 
All food must be scraped off of dishes into the trashcans prior to being placed in sinks. 

All dishwashing must take place in the designated three-compartment sink. Never 

place food scraps in the sinks. Never rinse or wash dishes in any of the hand sinks. You 

must dry your dishes and return them to their proper place prior to the end of your 

reservation. However, dishes may be left to air dry on the designated racks during your 

reservation so long as they are dry and put away prior to leaving the facility. 

Floors 
Clients must sweep and mop the floors in all areas that they used, including the sink 

areas, walk-ins and scullery. Use hot water and bleach. When finished mopping, empty 

the mop bucket, rinse the bucket out, ring the mop and hang it above the sink to drip 

dry. Replace the broom and dustbin to their designated areas.  Be sure to clean under 

and behind tables and equipment. 

 

Cleaning Supplies 

The following basic kitchen supplies will be provided by Hour Cucina: 
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 Rag Service (rags are not to leave the kitchen) 
 Toilet Paper 
 Bleach/Sanitizer 
 Dish Soap 
 Hand Soap 
 Surface Cleaners (Soft Scrub, Windex, 409, etc.) 
 Scrub Sponges 
 Mop & Bucket 
 Broom & Dust Pan 

 
 
Table and Equipment Cleaning 
Wipe down all equipment and tables used at the end of the shift. Use a clean rag, soap 

and water, then follow with a sanitizer solution like 409. For equipment that disassembles 

into smaller parts such as mixers, removable parts are to be washed in the three-

compartment sink. Stove burners that are soiled must be removed from the stove and 

washed in the three-compartment sink. Pay special attention to the areas where meat 

was prepared. Properly clean and sanitize the sheet pans, table, cutting boards, etc. 

Trash 

Take out trash at the end of the shift. Trash bags should be tied tightly and placed in the 

large dumpster at the back of the building. Empty any trash or grease that has spilled 

outside of the bag and into the trashcan. If necessary, wash the trashcan out in back 

outside using the hose.  

Clean and break down all cardboard/paper boxes before placing in the dumpster. If 

boxes are soiled, put them in dumpster.  

Air Conditioner 
Do not set the thermostat below 73 degrees. If there is no one in the facility when you 

leave, set the thermostat to 76 degrees. 

Doors 

Whether you are entering or leaving the facility, you must keep the doors locked for 
your safety. When you leave, and there is no one else in the facility, check all doors that 
lead to the outside to make sure they are locked. Management reserves the right to 
suspend your kitchen access if any door is left unlocked at any time. Only people who 
are authorized to be in the facility will have active PIN numbers to the back door.Attire 

 No sandals or open-toed shoes are to be worn by anyone using the kitchens, 

even when picking up or dropping off. 

 Proper kitchen attire must be worn – no shorts, tank tops and other garments 

which could cause a safety hazard. 

 Long hair should be covered or tied back and beards should be covered in 

accordance with State of Florida regulations. 

Health and Safety 
 No glass, ceramic or breakable containers are allowed in the kitchens. 
 Drinks should be in plastic or paper containers, with lids/caps on them. 


