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General 
Freemasons Hall is part of the Masonic Park Complex.  The Board of Directors of Masonic Park are 

responsible for the creation of broad operating principles for the building. 

Purpose of Freemasons Hall 
Freemasons Hall was constructed for the following uses – 

• A meeting and social site for Lodges and Concordant Bodies within the St. John’s – Mount Pearl 

area 

• A recreational site for residents of Masonic Park 

• Administrative offices for the Grand Lodge of Newfoundland & Labrador and District Grand Lodge 

of Newfoundland & Labrador, Grand Lodge of Scotland 

• Site for Freemasonry archival and library resources 

• Administrative Office and headquarters for Masonic Park Administrative Staff. 

• + 

Relationships 
Masonic Park has a landlord relationship with all who occupy and/or use Freemasons Hall.  Masonic Park 

insures the physical structure and tenants/users are responsible for insuring they own assets and 

providing liability insurance for their events. 

Safety & Hygiene  
Masonic Park is responsible for providing space, safety equipment and furnishings for Freemasons Hall.  

Individual tenants and/or users are expected to use the facilities and furnishings in a manner that protects 

the safety and health of its members and guests.  

Day-to-Day Operational Guidelines 

Building Access 

Keys 
Each Lodge is provided with three sets of keys to the building and each Concordant Body is provided with 

one set of keys to the building.  Additional keys may be made available upon written request to the 

Masonic Park Business Manager and the payment of the applicable fee.  Lodge keys are held in trust by 

the Master and Wardens of the Lodge and transferrable to their successor.  Concordant Body keys are 

held in trust by the ruling officer and transferable to his successor. 

Residents of the Park may arrange access to the building by obtaining a key from the Seniors’ Club. 

Alarm System 
The building is equipped with an alarm system and users of the facility are to ensure that the alarm system 

is activated when the building is unoccupied. 
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Building Cleaning 
A schedule will be provided by Masonic Park for the regularly cleaning of the building by individual lodges 

on a monthly rotational basis.  Each Lodge will be provided with a copy of the schedule and a copy will be 

posted on the bulletin board in the foyer of the building.  In addition, the schedule and checklist in shown 

in Appendix A.  Masonic Park is responsible for regular cleaning materials and equipment. 

Booking of Facility 

Lodges & Concordant Bodies 
Each tenant is responsible to provide annually (Prior to the conclusion of the current year) 

to  freemasons.hall@gmail.com a request for next year’s bookings for all regular meetings, special 

meetings, practices, and social events.  Each request shall include the date, time and facilities required, 

e.g. regular meeting (blue room 7:00 p.m., kitchen and banquet room noon, bar 6:00 p.m.).  Providing this 

level of details allows the booking agent flexibility in accommodating other users who may be looking to 

use the facility on the same date. 

It is equally important that when plans change that the information be conveyed to maximize utilization 

of the facility. 

Individuals 
The kitchen and banquet room facilities are available for rent to individual members of Lodges to rent for 

special occasions, e.g. anniversaries, weddings, etc.  These rentals are handled through the office of the 

Masonic Park Business Manager who will acquaint the renter with applicable rules, building entry 

information, and fees.  The renter of the facility is personally liable for the property and security during 

rentals. 

Rules for Use of Various Areas 

Blue and Red Rooms                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
Each user is responsible for the setup of the room for their meetings.  Immediately following the meeting, 

the room is to be returned to its normal layout.  Should the floor become untidy during the event the user 

is expected to clean the floor immediately following the event.  NOTE:  Food and/or beverages are strictly 

prohibited in these areas. 

Candidate Preparation Room 
This area is provided for the exclusive use of preparing candidates for degrees.  Under no circumstances 

will it be used as a storage facility.  All degree paraphernalia is to be removed immediately following the 

event. 

Cloak Room 
This area is provided for users of the building to temporarily hang personal dress items and regalia cases 

during attendance at events.  It is not to be used for long term storage. 

Bar 
The bar is provided subject to the rules and regulations of the Provincial Government.   Users of the facility 

are responsible for the provision of qualified individuals for events.  Arrangements for access to the bar, 

cash float, and rules are available from the Masonic Park Business Manager. 

mailto:freemasons.hall@gmail.com
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Kitchen 
The kitchen is subject to inspection by the Provincial Standard Guidelines for Not for Profit Organization 

– See Appendix B. 

Each user is responsible to ensure that the facility (including stoves, warmer, washer, and cooler) is 

maintained in a hygienic state and all garbage is removed at the end of each event.  No food or drink 

items are to be left in the cooler.  At the end of each event all personal items, containers, bags, aprons, 

cleaning cloths, dishes etc. must be removed. 

A checklist to be completed by all users after each event is provided in the kitchen area and is shown in 

Appendix C. 

Operating instructions for the dishwasher, stove, griddle and hot food cabinet are shown in Appendix D. 

Safety of individuals and property is of paramount importance.  Users are to ensure that they are 

knowledgeable in the operation of the kitchen equipment.   

Do not lay any items on the Griddle, more especially any items that can melt. The pilot lights are always on, 

which makes the griddle hot to the touch. 

Everyone has a duty to fill out the kitchen checklist at the end of each event. 

Cooking utensils, dishware and cutlery are NOT to be removed from the building. 

Washrooms 
Each user is responsible to ensure that each washroom (male and female) is tidy and equipped with hand 

towels, toilet tissue and soap prior to each event and supplies are refurbished following the event. 

Regalia Room 
Each tenant has been provided with cabinets for the storage of regalia, social committee supplies, etc.  

Under no circumstances are materials to be stored on top of lockers.  Two carts have been provided for 

the transport of materials and they should be returned to the regalia room at the end of each event. 

Seniors Resource Room 
The prime purpose of this facility is for the recreational use of residents of Masonic Park.   When not in 

use by residents it is available for use by tenants.  Care should be taken to maintain this area is a tidy 

condition. 

Games Room 
This room is available to both residents of Masonic Park and tenants for their use and enjoyment.  Care 

should be taken to maintain this area in a tidy condition. 

Main Foyer 
This area must be kept clear for safety and aesthetic reasons.  The display case in front of the donors’ 

wall, celebrating the opening of Freemasons Hall, must be available for brethren and visitors to view.  

Therefore, it should not be used as a storage site for clothing, regalia cases, etc. 
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Appendix A 
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Appendix B 
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1. PURPOSE 

These guidelines will assist the workers of not for profit organizations in the preparation of food that is 

safe for human consumption. 

Food that is produced for human consumption has the potential to cause people to become ill, if the food 
that is consumed has not been prepared in a manner that prevents contamination.  Contamination can 
be microbiological (e.g., bacteria), chemical (e.g., cleaners) and physical (e.g., foreign debris). 

2. DEFINITION 

A not for profit organization is a group which is organized for the purpose of social, religious, charitable, 
educational, athletic, literary, political or other such activities. Although there are many different kinds of 
not-for-profit organizations they all have one thing in common. The people involved in the not nor profit 
organization cannot use it to make personal financial gain. 

They include, for example, service clubs, sports associations, theatre, dance and music groups, activity 
clubs, religious fellowships, educational and literary societies and community services associations. 

Not for profit organizations can, and do engage in many activities that result in income or profit. However, 
the profits that these organizations make must be held in trust for the organization and can only be used 
in carrying out its goals and objectives. 

3. REGISTRATION 

3.1 Not for profit organizations should register with the Government Service Centre. The 
registration is a one-time event and requires the completion of the registration form (no 

fee!) included with these guidelines.   

SEE ATTACHED REGISTRATION FORM 

WHY REGISTER? 

Registration is necessary for health officials to: 

- monitor food preparation activities that may impact upon the health of 

Newfoundlanders and Labradorians.   

- respond effectively to any problems or complaints that may be received about a 

particular operation. 
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4. FOOD HYGIENE 

4.1 The following recommendations are important in protecting food from contamination 

and preventing  illness: 

( All food should be prepared from a single location. 

( All ingredients and food should be obtained from licenced food premises. 

( Thermometers should be provided to check food & storage temperatures. 

( Ample refrigeration space should be provided for the storage and separation of raw and 

finished food products. 

( Potentially hazardous foods must be stored properly: 

• Cold foods need to be stored at or below 40C.  (e.g., keep cold plates in 

refrigerator until ready to serve). 

• Hot foods need to be stored at or above 600C. 

• Don’t store any perishable foods between  40C and  600C 

4.2 To avoid bacteria from raw foods contaminating food which will not be cooked again 

(cross contamination control): 

• Keep cooked and ready-to-eat foods separate from raw foods. 

• Keep cooked and ready-to-eat foods separate from surfaces that raw food have 

contacted.  

• Don’t handle raw and ready to-eat foods at the same time. 

• Sanitize all ready to eat food contact surfaces(e.g., cutting boards, storage containers) 

and utensils that were in contact with raw food and not sanitized. 

4.3 Food in transit must be protected from contamination (e.g., in covered containers with 

the food in it’s original packaging material and in an environment free of chemical, 

physical and biological hazards) and meet the temperature requirements noted above.  

To meet the temperature requirements, mechanical refrigeration is necessary for long distance 

transport (more than four hours).  For short term transport, icing of potentially hazardous foods 

(e.g., chicken, meats, fish) with ice rom approved sources is acceptable. 

Meals or meal portions being delivered to homes should be distributed in Styrofoam containers 

(with hinged cover) and placed in insulated coolers to be delivered within 1 hour of preparation. 
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4.4 All prepackaged food should be labeled or have a sign posted listing ingredients and 

manufacturer of the food. 

4.5 All food should be stored above the floor (e.g., 6 in. above floor). 

4.6 All foods and utensils should be protected from contamination  (e.g., dirt, debris, and 

insects) using covers. 

4.7 Sanitize counter tops, cutting boards and utensils using a mild bleach and water 

solution. 

Recommended Sanitizing Solution 

1 oz. (30 mL) bleach per 4.54 Litres (1 gallon) of warm water 

4.8 Frozen foods are to be thawed in one of the following ways, not at room temperature: 

• in a refrigerator 

• under cold running water 

• in cold water that is frequently changed 

• in a microwave 

4.9 Wash all produce thoroughly before eating or cooking. 

4.10 Dressing for poultry should not be cooked inside the bird.  Cook dressing separately. 

4.11 Never cook poultry or roasts partially on one day and finish cooking on the next day. 

The Internal cooking temperature that should be attained for various food item is provided 

below. 

 

Internal Cooking Temperatures 

Food Type Temperature 

Food Mixtures containing Poultry, Eggs, Meat, Fish or other 

potentially hazardous foods 
740 C (1650 F) for at least 10 

minutes. 
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Pork, Lamb, Veal, Beef 700 C (1580 F) 

Poultry 850 C (1850 F) for 15 seconds 

Ground Meat 710 C (1600 F) 

Eggs 630 C (1450 F) for 15 seconds 

Fish 
700 C (1580 F) 

4.12 Use a thermometer to determine the internal temperature of cooked items. 

4.13 To “quick chill” a hot food item, place it in several shallow metal pans in a refrigerator 

and stir frequently. 

4.14 Avoid the use of home canned or preserved food items when serving large numbers of 

people.  

5. PERSONAL HYGIENE 

To prevent food preparation staff from contributing to foodborne illness the following guidance is 

provided: 

5.1 Food handlers should wash their hands with hot soapy water before: 

• setting tables 

• preparing or serving food 

and after: 

• using the washroom 

• when returning from a break 

• after snacking or eating 

• smoking 

• handling raw food products 

• cleaning & wiping tables 

• sneezing and coughing 

• contacting other body parts 

• any other activity or instance where hands may become soiled. 

5.2 No person should work in preparation/serving of food if he/she has a communicable 

disease which can be spread through food (e.g., don’t work if you have diarrhea or 

vomiting). 
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5.3 Whenever practical, food handlers shall use tongs or disposable gloves when handling 

food. 

5.4 Food handlers should wear clean outer garments and a hair covering.  

5.5 Food handlers must not smoke while preparing food and smoking must only occur in 

designated smoking areas of the facility.  

5.6 Work areas shall be kept clean. 

5.7 Follow the following additional personal hygiene tips: 

• Don’t use cloth handkerchiefs. They may contain bacteria which may re-

contaminate the hands each time they are used. 

Use disposable paper tissues instead of handkerchiefs. 

• Don’t cough or sneeze in a manner which  may contaminate food and food 

contact surfaces. Numerous bacteria from the mouth, nose and throat can 

be spread this way. 

Direct coughs and sneezes downward onto a dry surface where there no chance of food 

contact; or, turn your head and cough/sneeze into you sleeve. 

• Don’t place a utensil used for a taste test back into the food, either for a 

follow-up taste or to stir or manipulate the food and Don’t dip fingers in 

food to taste test. 

Use two utensils to taste test.  One is used to obtain the food, the food should then be 

poured onto another utensil which is used for tasting. 

• Don’t handle food with open cuts or sores on your hands. 

Cover open cuts/sores with a water resistant dressing and wear gloves until the wound 

heals. 

• Don’t wear jewellery (rings, watches) when preparing food. They collect dirt 

and are difficult to keep clean. 

• Wear clean comfortable clothing. 

• Do not lick fingers, bite fingernails (you should keep fingernails well 

trimmed), smoke or smoothe beards & moustaches while preparing food. 

• Do not prepare food if you are suffering from a disease (or symptoms that 

indicate a possible disease) which is likely to be transmitted through food.  

For example, don’t prepare food if you have diarrhea. 
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6. CONSTRUCTION OF PREMISES USED FOR FOOD PREPARATION 

The construction of the premises used to prepare the meal is another aspect of the not for profit 

operation that must be considered when preparing food for the public.  

The premises should be located and constructed so that it is free from conditions which may be 

dangerous to health.  In particular: 

6.1 Walls, ceilings and floors in the food preparation and storage area should be 
constructed of tight, smooth, nonabsorbent, easily cleanable material and should be 
kept clean at all times. 

6.2 All surfaces on which food is prepared should be made of a non-absorbing material that 

is smooth, contains no cracks or crevices and is easy to clean and sanitize. 

6.3 Openings to the outside should be screened or fitted with devices to repel or prevent 

the entrance of flies, insects, or rodents. 

6.4 Dishware and cutlery should be store in closed cupboards. 

7. EQUIPMENT 

To safely prepare food for the public, the premises used to prepare food should have the following 

items: 

7.1 Dishwashing equipment consisting of either a mechanical dishwasher or a 2 or 3 

compartment sin. 

7.2 Adequate refrigeration space with the ability to keep foods at or below 40C. 

This includes adequate space to store prepared meals prior to serving or 

delivery. 

7.3 Hand washing facilities in the food preparation area that consists of: 

• sink with hot and cold running water 

• liquid soap 

• paper towel dispenser 

7.4 Appropriate cooking equipment 

7.5 Washroom facilities with hand washing supplies as in 7.3 above. 
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7.6 An adequate supply of hot and cold running water from a source approved by the 

Government Service Centre. 

7.7 An approved means of sewage disposal. 

7.8 Ventilation/air cleaning equipment to satisfy the requirements of the Smoke-free 

Environment Act and Regulations. 
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Not for Profit Organization 

REGISTRATION FORM 

 

Name of Organization:  

Address: Community: 

Postal Code: Telephone Number: 

Contact Person(s):  

Contact Person(s) Telephone Number(s): 

 

Below, provide us with some information on the food preparation events you hold: 

Event Community Preparation Location 
(e.g., parish hall) 

Date of Events 

1.    

2.    

3.    

4.    

5.    

6. 
   

 

Type and source of prepared food: 
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Event Type of Meal & Items Included Source of Food 

1.   

2.   

3.   

4.   

5.   

6. 
  

 

Signature: Date: 
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Appendix C 
 

Kitchen Checklist Before Departure 

 

1. All dishes, cutlery and pans washed, air dried and placed in appropriate spaces.  

(Note: Complete dishwasher cycle is approximately 2 minutes.)  If required, 

mugs with coffee/tea stains cleaned with bleach before being washed. 

2. All counter surfaces cleaned with sanitizing solution. 

3. Dishwater waste basket cleared and machine turned off.   

4. Counter and sink area near dishwater cleared of water. 

5. All burners and ovens turned off. 

6. Stove top, including grill cleaned and collection basket in grill emptied. 

7. Coffee marker turned off, coffee pots washed and coffee grinds removed. 

8. Warmer cleaned and turned off. 

9. Cooler cleaned and unused food, e.g. leftovers discarded. 

10. Kitchen floor swept and washed, as required. 

11.  Fan over stove turned off. 

12.  All windows closed and locked. 

13.  Hand towel receptacle refilled, if required. 

14.  All garbage removed and placed in outdoor bin. 

15.  Garbage bags placed in all receptacles.  

16.   Light turned off. 
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Appendix D 
HOBART DISHWASHER 
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GARLAND PROPANE STOVE 

 

OPERATING INSTRUCTIONS 

Open Top Burner  

1. Push in the gas valve and turn it counter-clockwise to the ignition position.  

2. Holding the valve fully in, light the pilot burner.  

3. When the pilot burner is lit, continue holding the valve fully in for 20 seconds, then release it. If the 

pilot goes out, wait for five minutes, then repeat the start procedure.  

4. When the pilot is established, push the valve in again and turn it counter-clockwise to the desired 

flame setting. 

5. To shut off the burner, turn the dial to the ‘0’ position and the safety device will disengage within 60 

seconds. 

 

Standard Ovens  

1. Push in the main/pilot gas valve and turn it counter clockwise to the IGNITION position.  

2. Lower the front kick panel.  

3. Holding the oven gas valve fully in, press the red piezo igniter button several times.  

4. When the pilot burner is lit, continue holding down the oven gas valve for 20 seconds, then 

release it.  If the pilot goes out, wait for five minutes and try again.  

5. When the pilot light is established, push the gas valve in again and turn it counter-clockwise to 

the full ON position, then set the thermostat to the desired temperature.  

 

Shut Down:  

1. Turn all valves to the OFF position and the safety device will disengage within 60 seconds.  

2. If the unit is to be shut down for an extended time, close the in-line gas valve. 

 

Griddle 

1. Push in the main/pilot gas valve and turn it counter clockwise to the IGNITION position 

2. Lower the front kick panel.  

3. Holding the oven gas valve fully in, press the red piezo igniter button several times.  
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4. When the pilot burner is lit, continue holding down the oven gas valve for 20 seconds, then 

release it.  If the pilot goes out, wait for five minutes and try again.  

5. When the pilot light is established, push the gas valve in again and turn it counter-clockwise to 

the full ON position, then set the thermostat to the desired temperature.  

 

Shut Down:  

1. Turn all valves to the OFF position and the safety device will disengage within 60 seconds.  

2. If the unit is to be shut down for an extended time, close the in-line gas valve. 

 

MAINTENANCE AND CLEANING 

1. Proper maintenance, cleaning and care of cooking equipment is an important part of any 

program and will keep it in good operating condition. These notes provide a code of good 

practice for users to maintain a regular cleaning schedule  

Seasoning Griddles  

1. Remove any factory applied protective material by washing with hot water and a mild detergent 

or soap solution.  

2. Apply a thin coat of cooking oil to the griddle surface in the proportion of about one ounce per 

square foot of surface area. Spread this over the entire surface with a cloth to create a thin film. 

Wipe off any excess oil with a cloth.  

3. Light the burners and set them at the lowest setting. Some discoloring will occur when heat is 

applied to the steel.  

4. Heat the griddle slowly for 15 to 20 minutes. Then wipe away the oil. Repeat this procedure 

three times or until the griddle has a slick, mirror-like finish. Continue doing this until the 

desired cooking temperature is reached.  

CAUTION  

Do not go to HIGH (on valve control) or 230°C (on thermostat control) during the seasoning period. If it 

is seasoned properly, the griddle will not require re-seasoning. If, however, the griddle is overheated 

and product begins to stick to the surface, it may be necessary to repeat the seasoning process. 

Cast Iron Top Grates and Ring Grates  

1. Move the grates from the range and wash them in warm water with mild soap. Then dry them 

with a clean cloth.  

2. Immediately after drying, season the grates lightly with a non-toxic oil (a light vegetable oil, 

liquid or spray).  

WARNING:  
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Do not season top grates while they are still on the range top. A flash fire may result.  

3. After seasoning, replace the top grates on the range and operate all the range top sections on 

LOW.  

4. Allow the sections to operate for 20 minutes before using pots and pans on them.  

CAUTION: To grates required seasoning whenever they have been cleaned. Failure to season them after 

cleaning will cause rusting. 

Cleaning 

Stainless Steel Finishes:  

1. For routine cleaning, use hot water and a mild detergent. Wash a small area at a time. Tackling a 

large area allows water to evaporate, leaving chemicals that lead to streaking. Rinse the washed 

area with a clean sponge dipped in a sanitizer, and wipe it dry with a soft cloth before it can dry 

by evaporation. 

2. Use a paste of water and mild scouring powder if necessary, but always with the grain, not 

against it. Stainless steel is polished in one direction, so clean in the same direction as the grain 

to preserve the finish. Thoroughly rinse and dry with a soft cloth.  

3. To avoid the appearance of fingerprints, several stainless-steel polishes are commercially 

available that leave an oily or waxy film. Do not use them on surfaces that will be in contact with 

food.  

4. Stainless steel may discolor if overheated. These stains may be removed by vigorous rubbing 

with a scouring powder paste or Scotchbrite pad.  

CAUTION:  

Use only stainless steel, wooden or plastic tools only if it is necessary to scrape off heavy deposits of 

food and oil. On no account use ordinary steel scrapers or knives for this purpose as iron particles may 

become imbedded in the stainless steel and lead to corrosion. Never use steel wool on stainless steel 

surfaces. It destroys the finish. Hot water or a mild solution of bleach will sanitize stainless steel without 

ill effect.  

Oven Interiors (Porcelain Enamel):  

WARNING: Before cleaning the inside surface of a range, unplug the power supply.  

1. Before cleaning an oven interior, remove the racks and guides. Clean the oven racks and guides 

with a mild soap and warm water solution, or pass them through a dish washer. 

2. Clean the porcelain enamel surface daily, using a soap solution. At least once a week clean the 

oven thoroughly with a detergent or any commercial oven cleaner recommended for use with 

porcelain enamel, but only when the oven is cold.  

Griddles  
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CAUTION: Do not use water on griddle tops while they are hot. Do not try to cool a griddle with ice. This 

will warp the plate and may cause it to crack. To maintain evenly cooked, perfectly browned griddle 

products, keep the griddle free from carbonized grease. Carbonized grease hinders the transfer of heat 

from the griddle surface to the food product. This results in uneven browning and loss of cooking 

efficiency. Carbonized grease also clings to griddle foods, giving them a highly unsatisfactory and 

unappetizing appearance. To keep a griddle clean and maintain it at peak operating performance, follow 

this procedure. 

1. After each use, clean the surface thoroughly with a grill scraper or spatula. Wipe off debris left 

over from the cooking process.  

2. Daily: Clean the surface with a grill brick or pad. Remove, empty and clean the grease container 

thoroughly. 

3. Weekly: Clean the surface well with a grill brick or pad. Rub with the grain of the metal while it is 

still warm. A detergent may be used on the plate surface to help clean it, but make sure it is 

removed. After cleaning, cover the surface with a thin film of oil to prevent rusting.  

4. Use a non-abrasive cleaner to remove discoloration. Before using the griddle again it must be re-

seasoned. On models without a side grease container, keep the griddle drain tube to the grease 

container clear.  

CAUTION: The griddle plate is steel, but the surface is relatively soft and can be easily scored and dented 

by the careless use of a spatula. Dents, scratches and gouges in the surface will cause food to stick. 

Cast Iron Top Grates and Ring Grates  

1. Clean with hot water and a mild detergent. Use a wire brush to remove baked-on food particles.  

2. Lightly coat with vegetable oil to help prevent rusting.  

CAUTION: To grates required seasoning whenever they have been cleaned. Failure to season them after 

cleaning will cause rusting. 
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TRAULSEN HOT FOOD CABINET 

 

 



 

 
 

 


