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Purpose 

The purpose of this SOP is to describe the proper way to gather mise en place from 

designated storage areas in such a way that eliminates and/or minimizes person-to-

person contact and movement of individuals throughout the work space. If unable to 

dedicate an employee to be the kitchen runner, limit unnecessary travel throughout 

the restaurant and maintain social distancing as much as possible. 

Policy 

1. Only 1 person at a time should be present in food storage areas (walk-ins, dry 

storage, or walk-in freezers, etc.). There may be exceptions to this depending on 

the particular facilities of a property.  

a. As a general rule of thumb, there should not be two or more people in a 

food storage area at any time unless there is space for everyone to 

remain a minimum of 6 feet apart at all times including while 

entering/exiting the area. 

2. Any and all surfaces touched in food storage areas (door handles, containers, 

shelves, etc.) should be sanitized after each use and/or only be touched with a 

new/clean glove. Hands should be washed before and after each time a food 

storage area is entered. Alternatively, new gloves should be worn on clean 

hands and then disposed of. 

3. During every shift there should be a dedicated employee (Kitchen Runner) 

scheduled who is responsible for retrieving and returning mise en place to and 

from food storage areas. In some cases, this person may be the Receiver or the 

Safety Manager.  This employee should be the only person going in or out of 

food storage areas on any given shift.   

a. If it is not possible to have a dedicated employee in this position at any 

given time, sufficient social distancing and sanitizing of surfaces should be 

followed as described above. 

Equipment/Tools Needed 

Consider new equipment/changes to the physical space that may need to be 

procured, such as: 

- Sanitizer spray and towel or sanitizer wipes 

- Gloves 

- White Boards and Dry-Erase Marker 
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Procedure 

1. Before AM prep begins, the prep list for the day will be determined and written 

by the MOD. 

a. The MOD will assign the various tasks of the day between the scheduled 

Prep Cooks prior to their arrival for the shift.  

2. The MOD will print all necessary recipes assigned to each prep cook as well as a 

prep list that each prep cook is responsible for.  

3. The Kitchen Runner will be issued a recipe book to be used as reference in 

determining what items are needed for each prep list. 

a. The MOD will indicate on each prep list additional items that are needed 

if necessary. 

b. If there are language barriers, consider having multi-lingual prep lists 

available, or a designated translator on site. 

4. The Kitchen Runner will bring all necessary mise en place to each station prior to 

Cook arrival.  The only exceptions to this would be for items that require 

refrigeration that cannot be accommodated on the station. 

5. Each station will be outfitted with a white board and dry erase marker. 

6. Items that are needed from food storage areas throughout the prep shift and/or 

service shift must be written on the board legibly and large enough to be read 

from at least 6 feet away. The Kitchen Runner will retrieve items written on the 

board as needed. 

a. It is the responsibility of the Cook on the station to be thorough and 

thoughtful when writing down requests so as to maximize efficiency and 

minimize the amount of time/ number of trips made by the Kitchen Runner 

to food storage areas.   

7.  As Prep Cooks complete items throughout the day, they are responsible for 

preparing all mise en place for proper storage. The Kitchen Runner is responsible 

for putting those items, as well as any unused inventory items, away in the proper 

food storage location once done.  

a. If space permits, dedicate an area for “drop off and pick up” where 

cooks can place items that are ready to be stored. All SOPs for physical 

distancing must be followed when coming and going from this area. 

8. Each Line Cook from the previous service shift (lunch and or dinner) must write 

items needed for their particular station set up and start of service on the 

designated area of the station prep lists. The Kitchen Runner is responsible for 

having these items on the station prior to the Line Cook arriving at their station at 

the beginning of their shift. 

9. At the end of each service, Line Cooks are responsible for properly preparing all 

mise en place for storage.  All items that need to be stored off station should be 

neatly left at the “drop off and pick up” area or on the station counter for the 

Kitchen Runner. 
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10. The Kitchen Runner  is responsible for putting away any and all mise en place 

back into food storage areas. 

  

Accountability (how the SOP will be enforced/managed) 

- Manager on Duty and Safety Manager should oversee kitchen staff to make sure 

policy is being followed. 

- Disciplinary Action Report (DAR) to be filed if protocol is not followed 

 


