
 
 
Hummingbird Wholesale Shared Use Commercial Kitchen Operations Manual 
 
Background & Mission 
Hummingbird Wholesale is a small, family owned and operated business focusing on being a positive force for 
change in the food industry.  Hummingbird Wholesale is a regional distributor for wholesale Organic bulk and 
grocery food items.  Hummingbird established a shared use commercial kitchen in January 2012.  This kitchen 
was created to strengthen the local food economy and to further local food resiliency by assisting established 
and aspiring food entrepreneurs in our community.  Many potential food producers are deterred from entering 
the market by the high cost of constructing a certified kitchen.  This model offers an affordable shared kitchen 
under the guidance and partnership of an established local sustainable food business and other allied partners.  
The kitchen is currently only serving tenants whose products are free of gluten containing ingredients.  Please 
see our policy on having a Gluten Free Kitchen. 
 

Application Process 
Please contact us (kitchen@stellariabuilding.com) or fill out an application 
(http://stellariabuilding.com/incubator-kitchen/questionnaire) if you are interested in becoming a tenant.  
Applicants are encouraged (but not required) to create a business plan that outlines the proposed products, 
operational procedures, and kitchen use preferences.  Preference will be given to tenants with a focus on local, 
organic, and sustainable foods. Preferred tenants should demonstrate a clear business and marketing plan, as 
well as the financial capacity needed to execute their plan.  Consideration will also be based upon the needs of 
the tenant and the current usage of the kitchen.  The last phases of the application process will include 
interviews with Hummingbird Wholesale owner(s) and the Kitchen Manager.   
 
If approved, tenants will be expected to provide $1,000,000.00 Liability Insurance Coverage with Hummingbird 
Wholesale named as additionally insured.  You will need to provide Hummingbird a copy of all licenses needed 
to produce the desired product(s).  All tenants and their staff will need to provide current copies of Oregon 
Food Handler’s cards and complete a kitchen orientation with the Kitchen Manager.  Tenants will also be 
asked to sign a lease agreement and pay a $150.00 deposit for use of the kitchen facilities, which will be held 
in case of negligence, equipment damage, or late rental payment.  There is an additional one time cost of $50 
to process the application; payable only if a lease is signed (the process of evaluating the use of the kitchen is 
free). 
 

Kitchen Facility Rental 
There is 24 hour access to the kitchen.  Depending on the scope of operation, more than one tenant may 
simultaneously use the space if appropriate and each tenant is willing.  This would be pre-arranged by the 
kitchen manager with each tenant.  Kitchen rental will include kitchen access including use of shared 
equipment, utilities (lights, heat/air, water, etc.), linen service, recycling/garbage/compost service, and basic 
kitchen cleaning supplies.   
 
Hummingbird will provide some basic commercial kitchen equipment such as prep tables, oven/stove/hood, 
sinks, coolers, mixer, etc.  Hummingbird will not provide equipment that may be required for tenant production.  
Kitchen users should expect to provide all of their own utensils (including stirring spoons, measuring cups, 
mixing bowls, cooking trays, cutting boards, knives, etc. and any specialized equipment required).  These 
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items will need to be stored while not in use.  Each tenant will have the opportunity to rent at least one shelf 
unit in the kitchen to house equipment or other items.  Tenants may choose to invest in additional carts, 
wheeled shelving units/racks, or put larger equipment onto wheeled stands to easily transport items from 
Warehouse storage into the kitchen to save time in prep and clean up.   
Additional storage space will be available for rent in the warehouse area for bulkier items and for dry pallet 
storage.  
Rental includes phone (no long distance calls) and internet availability and desk space during scheduled hours. 
 

Kitchen Rental Fees & Billing 
The kitchen users share the cost of the kitchen, including management and maintenance.  
Hummingbird promotes the use of the kitchen as a shared facility where the tenants share the costs 
and the space to reduce the expense of operating a food business that requires a commercial 
kitchen.  To that end, each user pays a percentage of the operating costs according to how much 
they use the kitchen.  Categories of use are broad to allow for changing business needs while also 
being fair to other users. 
 
Rate based on hours of use from during each month. Utility costs are included.   
 

a. 0-10 hours per month……..  $140/month  
b. 10-20 hours per month $185 
c. 20-30 hours per month…….. $285/month  
d. 30-40 hours per month…….. $385/month  
e. 40-50 hours per month…….. $485/month  
f. 50-60 hours per month…….. $585/month 
g. 60-70 hours per month…….. $685/month 
h. 70-80 hours per month…….. $785/month 
i. 80-90 hours per month…….. $885/month 
j. 90-100 hours per month……..$1025/month 
k. Each additional 10 hours per month……. $100/month 
 
 

Miscellaneous other fees: 

Dry storage metros (6 shelf) - $21 per month  

Personal Metro – $12/month 

Personal Sheet Pan Rack - $8/month 

Cooler - $10/month per metro shelf 

Freezer – $15/month per metro shelf 

Warehouse storage - $1.00 per square foot ($20 per pallet) per month 

 
Note:  The criteria, rates and fees in this document are subject to change with 30 days written notice. 

 
Scheduling priority and conditions:   

- The work schedule in the kitchen is on a first come, first served basis..  All scheduler reservations are subject 

to approval by the Kitchen Manager.  Arbitration by the Kitchen Manager is final. Scheduled events represent a 

commitment by the user to use the kitchen during the scheduled hours on the appointed day.  If for some 

reason you can not fulfill the slot/hours you signed up for, please make the change in the Scheduler as soon as 

possible to reflect what your actual usage will be. If you need to make a change to the Scheduler within a week 

of the date you first scheduled, call the kitchen manager and leave a message as to the change you have 

made.  

Tenants should allocate extra time at the beginning and end of their scheduled usage times for set up and 
clean up.  If other tenants are scheduled to use the space and a previous tenant has not finished their clean up 
before the next tenant arrives to begin work, there may be an additional $10 fee assessed for each ¼ hour 
overage.  Tenants should inform the Kitchen Manager if an unwanted overlap has occurred.   



  
-Tenant Storage space is available for rent in the cooler and warehouse adjacent to the kitchen.  There will be 
an additional fee for tenant companies who would like to secure their belongings in the warehouse.  
Hummingbird Wholesale and the Kitchen Manager assume no responsibility for the security of any tenant 
items in the kitchen or warehouse.   
 
- In the event of equipment failure or facility issues that compromise production, please report to the Kitchen 
Manager immediatelyThe kitchen manager should be contacted via phone or email regarding maintenance and 
stocking needs. 
 
- Invoices will be emailed by the 5th of each month for hours used in the previous month, and the bill will be 
due by the 10th of each monthTenants found to be using the kitchen space without being clocked in may lose 
use privileges. 
 

Kitchen Scheduling 
An online Kitchen schedule is available on the Stellaria Building Website, where requests for changes may 
also be submitted for review.  
 
At the discretion of Hummingbird Wholesale staff and the Kitchen Manager, additional short term tenants may 
also be scheduled for use of the kitchen space.  These may include one-time events (Oregon Country Fair, 
community functions, etc.), classes, workshops, or other appropriate uses.  Any user approved for one-time 
events will pay at least the minimum monthly fee. 
 
Multiple tenants may share the space if appropriate; this will be pre-arranged by the kitchen manager with each 
tenant as necessary. 
 

Kitchen and Building Access 
The Kitchen will be available for tenant use 24 hours a day.  The building is open from 7 a.m. to 6:30 p.m.  The 
doors and gates are automatically locked during other times and on the weekends.  Tenants will have key 
codes to open the gates and door entrances  Tenants will enter the kitchen through the west tenant entrance. 
 
Incubator kitchen tenants may park outside the west tenant entrance in front of the roll up doors. 
 

Kitchen Orientation, Equipment, and Safety 
All tenants and their staff who use the kitchen will need to have a kitchen orientation with the Kitchen Manager 
prior to using the space.  Additionally, all users must provide a current copy of their Oregon Food Handler’s 
card.  These are easily obtained through the Lane County Environmental Health Department located at 151 
West 7th Ave. Suite #430.  You can find additional information or obtain a card on their website at 
www.orfoodhandlers.com  There are also several copies of the Food Handler’s Manual available in the kitchen 
for review and study.  Products being sold must be licensed through the Oregon Department of Agriculture.  
 

Kitchen Cleaning Policy 
A kitchen cleaning checklist will be available for use by all tenants to help guide and monitor  
cleaning.  All Kitchen tenants should expect to enter a clean, organized, and sanitized environment each time 
they enter the space to begin work.  As such, it follows that all tenants should expect to also spend an 
appropriate amount of time (minimum of half an hour or more) at the end of their scheduled kitchen use time to 
clean and leave it in excellent condition for the next tenant. 
Linen Service and standard cleaning supplies will be provided by Hummingbird, with a focus on non-toxic and 
environmentally friendly products where possible.  Please inform the kitchen manager if supplies need 
replenishment, or if you have particular requests or recommendations for cleaning supplies.   
The Kitchen is subject to regular inspections by the City and County Departments of Health.   

 
Commercial cleaning will be performed periodically.  The Kitchen Manager will determine the frequency 
needed, and commercial cleaning does not substitute for individual daily cleaning.  
 

Other Regulations, Policies, Rules, & Procedures 
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- All users must have Oregon Food Handler’s cards on file while using the kitchen, and follow all guidelines for 
cleanliness, health, and safety while using the kitchen.   
- All users should wear clean clothing and shoes (no open toed shoes), remove all loose jewelry and rings 
before handling any foods. 
- Wash hands frequently with soap before starting to work, and after each absence from the work area, after 
the use of the restroom, and any time hands become contaminated.  Dry hands with a paper towel. 
- No person afflicted with an open cut, infected wound, boil, or communicable disease may work in any 
capacity in the kitchen. 
- No smoking is allowed in the kitchen, storage areas, walk-in refrigerators, dock areas, or any other part of the 
building.   
- No animals are permitted anywhere on the premises. 
- Wipe up spills right away and sanitize surfaces as needed during use and when production is completed.   
- No pesticides, hazardous materials, or harsh detergents may be used when preparing food products in the 
kitchen.   
- Clean up floors and mop up floor spills as needed during use and when production is completed.   
- Break down and recycle all boxes, empty containers, bags, and wrappers.  Sort all recycling, garbage, and 
compost diligently to reduce unnecessary waste.   
 
 
Gluten Free Kitchen 
Hummingbird’s Incubator Kitchen is a food environment where no gluten containing ingredients are allowed.  
Many people are experiencing allergic reaction to gluten, and a dedicated facility is required to offer products 
which have less then 10 parts per million of gluten which is considered Gluten Free (GF). 
 
Welcome to Hummingbird’s Incubator Kitchen. As we are a dedicated GF facility, there are some simple 
guidelines for food that cannot be permitted inside the kitchen. It is important to keep this in mind as it only 
takes 1 molecule of gluten to contaminate Gluten Free products.  
 
Here is a list of items not allowed in the kitchen (in ANY form): 

 Rye 

 Barley (malt, malt flavoring, malt vinegar, flour) 

 Wheat (bulgur, durum, farina, kamut, emmer, farro, & semolina flours) 

 Spelt 

 Triticale (a mix of wheat & rye) 

 
Secondary ingredients to watch out for hidden gluten: 

 Any product that has “modified” in the ingredient* 

 Matzo 

 Processed salad dressings 

 Sauces, including soy sauce 

 Pre seasoned foods, or packets 

 Imitation meats & seafood 

*the exception to this is if it specifically states the product is Gluten Free 
 

Here is a list of safe Gluten Free substitute flours: 
 Amaranth 

 Arrowroot 

 Buckwheat 

 Corn  & Cornmeal (if 100% corn) 

 Flax 

 Rice 

 Soy 

 Potato 



 Bean flours (garbanzo, fava, etc) 

 Millet 

 Quinoa 

 Sorghum 

 Tapioca 

 Teff 

 Gluten Free Rolled oats/Oat flour 

 
We need cooperation from each tenant in the kitchen to keep our GF kitchen free of cross contamination. If 
you ever have any questions on gluten free, or if a specific product is safe please contact Jessie Scarola at 
elegantelephantbaking@gmail.com or by phone at 541.556.7540 
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