





Policy # FCSS-0194.10
FAMILY & COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME:  


COMMUNITY KITCHEN COORDINATOR
DEPARTMENT: 

JOB DESCRIPTIONS
EFFECTIVE DATE:
2010
RESPONSIBLE TO:

Rimbey FCSS/RCHHS Executive Director


TIME:
This person will work approximately 5-7 hours per kitchen up to nine kitchens per year.

FUNCTION:
The Community Kitchen Coordinator shall report to the FCSS/RCHHS Executive Director and has the responsibility of overseeing the Community Kitchen program.

The time required for planning, shopping, cooking time and program promotion as needed for a successful kitchen will be included in the compensation paid to the Co-ordinator.  

Regular Duties:

The Community Kitchen Coordinator acts as a facilitator to the collective kitchen group.  Consulting with the health authority nutritionist is encouraged to promote this important link for participants to learn good nutrition strategies and healthy eating practices.  

The C.K. Coordinator will:

· do the shopping for the kitchen

· be aware of and make referrals to other community programs

· create safe, non-judgmental atmosphere 

· encourage participation of all members in discussions and decisions

· use a learner centered approach- giving recognition to knowledge, skills, and resources that participants already have

· evaluate needs of the participants regularly

· lead planning sessions

· keep recipes in an organized, clean and easily accessible system

· incorporate group or individual discussions about what the participants have learned at the program i.e. Has the new knowledge influenced how their family eats at home, are they using the recipes at home, has their weight changed, are you eating differently, do you shop differently, have you changed your cooking methods,

· encourage opportunities to recruit new participants to the kitchen

· have a prepared information package available for FCSS/RCHHS to hand out

· establish a schedule of kitchens and special events for the budget year

· oversee the planning of childcare 

· collect money and report funds according to FCSS/RCHHS procedure

· complete a monthly log of activities

· prepare a monthly report for the FCSS/RCHHS Board meetings as per FCSS/RCHHS procedures

· participate in FCSS/RCHHS quality improvement process

· participate in FCSS/RCHHS educational opportunities

· complete a record of shopping list and receipts 

QUALIFICATIONS:

· Interest in helping those in need

· Has a basic knowledge Ability to work as part of a team

· Food safe course

· Strong communication skills, both verbal & written

· Basic budget & money management skills

· An understanding of adult learning styles

· Good understanding of FCSS mandate & community values

SCREENING MEASURES:

· completion of FCSS/RCHHS job application

· 3 references

· interview

· Criminal record check

TRAINING PROVIDED:

· Orientation to program

· educational opportunities as arranged

BENEFITS:

· salary set by FCSS/RCHHS Board & reviewed annually

EVALUATION:

· Performance will be supervised and evaluated on an ongoing basis by the Rimbey FCSS/RCHHS Executive Director.
Revised/Reviewed Date:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.

2

