Coordinator’s Checklist for a Temporary Food Event
All event coordinators are encouraged to fill out this checklist prior to any special event. This form is required for multiple day events or events with 2 or more food vendors. There is no fee associated with this form. Please complete and return this form to the Island County Health Department at least 21 days prior to the event. You may email this completed checklist to foodsafety@islandcountywa.gov 
A Temporary Food Establishment Permit Application for each food booth must be received by our office at least 14 days prior to the event to avoid a late fee.
	1. Name of event:
	

	2. Date(s) of event:
	Time of Event (include setup):

	3. Event location address:
	


If your vendors are not ready for inspection, they will be given a 30-minute grace period.  After that, we will not be able to issue their permit, and they will not be able to operate.

Event Coordinator/ Responsible individuals:
	Name 
	Phone 
	Email 

	1.
	
	

	2.
	
	

	3.
	
	



Anticipated number of food booths:
Attach a list of anticipated booths with name of booth, operator names, phone number and email address. 
Disclosing all food vendors allows this department to ensure all vendors have the required permits prior to the event. Any vendor who fails to obtain necessary permits prior to the event will be immediately closed. Please help us to avoid this by sharing all prospective vendors and their contact information. It is your responsibility to ensure all vendors that are operating are permitted.

Read all requirements below and initial each to confirm your understanding and compliance:
1. _______ I will provide toilet facilities with adjacent handwashing facilities (with running warm potable water) accessible during entire operation for all vendors and attendees at this event.
2. [bookmark: _Hlk213912630]_______ I will provide a source of potable water onsite that may be used by food vendors or attendees as needed.
a. ________I am not providing this, and I understand that any vendor who is found without proper water available will have to cease operating 
3. _______ I will provide a garbage removal service for attendees and ensure that all vendors have plans for removal of their waste once the event is over.
4. _______ I have a plan for disposing of wastewater onsite for vendors and guest handwashing sinks if my event location does not have permanent plumbing.
a. _______ My event is plumbed and on a septic system. I have been approved to utilize my OSS for this public event. Note: we will forward this form to our Land Use section to confirm prior to issuing permits for this event.
5. _______ I will provide a 3-compartment sink or mechanical dishwasher large enough to fit all food vendor equipment for washing, rinsing, and sanitizing of all food dishes and utensils throughout the event.
a. _______ I am not providing this and have confirmed that all food vendors have a nearby commissary at which to wash dishes before and after each operating day or will have a 3 basin method to wash/rinse/sanitize onsite each day. Note: vendors without nearby commissaries will not be issued permits to operate at your event.
6. ________I will provide a food prep sink with potable running water drained into an approved wastewater system for washing fruits/vegetables that needs to be washed onsite.
a. _______I am not providing this and have confirmed that any vendor that needs to wash fruits/vegetables will have a nearby commissary kitchen at which all fruits/vegetables will be washed.
7. _______ I will provide access to extra mechanical refrigeration or ice at this event in case of equipment failure at food booths requiring cold holding for the safety of their foods.
a. _______ I will not be providing this, and I understand that any vendor who is found without proper cold holding equipment for TCS foods will have to cease operating until a correction can be made.
8. _______ I will provide overnight storage of all food booth equipment which includes adequate shore power for all vendor mechanical refrigeration and security to ensure power is maintained and no food tampering or contamination occurs.
a. _______ I am not providing this and have confirmed that all food vendors have a nearby commissary to return to at the end of each operating day. Note: vendors without nearby commissaries will not be issued permits to operate at your event on a multi-day basis.
9. _______ I will submit a map with the layout of food booths, restrooms and other facilities, parking for Health Department vehicles, and any animal exhibits or petting farms to this department at least 7 days prior to the event.
a. _______ I will have animal exhibits onsite and will provide accessible handwashing facilities prominently displayed at the exit of all animal areas. These animal exhibits will be located a reasonable distance from food vendors.
10. _______ I will ensure an onsite coordinator is available to meet with an inspector and provide access to all onsite facilities during this event and will work with them to correct any imminent health hazards or remove unpermitted vendors from this event. The name and cell phone number of our onsite coordinator (if different from above) is:
Name: ________________________________________ Cell Phone:__________________________________ 
For more information on temporary food booth permit categories and cost, please see our Temporary Food Establishment Permit Application.
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	List of Food Vendors:  
	

	 
	Vendor Name
	Contact Name
	Phone
	PIC Email Address 
	Type of Food
	Approved

	1 
	 My Sweets
	Jane Doe
	360-555-1223
	J.Doe@gmail.com
	Ice Cream
	Office Use

	2 
	Weiner Wagon
	Tony Smith
	360-555-9988
	T.Smith@gmail.com
	Hot Dogs
	

	3 
	 
	 
	 
	 
	 
	

	4 
	 
	 
	 
	 
	 
	

	5 
	 
	 
	 
	 
	 
	

	6 
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 Any vendor who fails to obtain necessary permits prior to the event will be immediately closed. It is your responsibility to ensure all vendors that are operating are permitted.
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