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DINING HALL PROCEDURES

The Three Trails Camp dining hall will provide a pleasant 

eating experience for everyone. We have designed the 

following procedures to minimize traffic and confusion. 

More important, we anticipate that everyone will follow the 

commonly established principles of behavior that make 

dining a positive experience. 

 

Cleaning And Setup 

 

Cleaning Tips 

Clear any clutter from the tables, counters and other 

surfaces before you bring out cleaners and rags. 

Clean from top to bottom, because crumbs, dust and 

debris will inevitably fall to the floor as you work. 

Leave the floor for last. 

 

Cleaning Tools 

Broom and Dustpan for cleaning around chairs and 

table legs and keeping up with the endless crumbs 

and food debris. 

Clean cleaning rags and towels are located in the 

Kitchen dry storage room next to the washer and 

dryer. You will need to make sure the laundry is 

getting cleaned as part of using these rags. Use 

cloths to eliminate dirt and clean surfaces.  Dawn dish 

soap can be used as a degreaser while cleaning.  

The carpets at the end of the hallways will need to be 

vacuumed as part of daily/weekly cleaning.  

 

 

 

Daily Tasks:  

• Check Meal Count forms for accuracy. 

• Clean the Dining Room and Hallway Floors. 
o Sweep the entire floor with a dustmop using 

push motion. Don’t miss the corners of the 
room and under the tables and chairs where 

crumbs like to gather. 
o Mop the floor with the mop and floor cleaner 

provided, following all manufacturer 

instructions.  

o Floor cleaning machine should be used when 
all furniture is removed from the room. Be 
sure to empty and clean machine after each 

use.  

• Salad Bar – setup and clean-up. 

• Beverages. 

• Table service and condiments, cups, silverware, 

and napkins. 

• Ordering supplies – be sure to check inventory 

before placing an order! 

• Making announcements. 

• Music. 

• Cereal. 

• Health Care Director Medication Distribution. 

• Make sanitizer buckets. 

• Take out trash. 

 

 

Daily Cleaning Tasks That Campers Help With: 

• Clear dishes after each meal and wipe down the 

table. 

• Quickly wipe down the chairs as needed. 

• Remove any clutter on tables. 

• Spot mop and sweep the floor as needed. 
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Daily Setup: 

• Make Coffee 

• Pitchers of juice, water or tea 

• Silverware, cups, napkins 

• Condiments 

• Salad Bar and bowls at lunch 

 

Weekly Tasks: 

• Dust the Dining Room Light Fixtures and Window 

ledges. 

• Clean windows. Spray Windex on a cloth to wipe 

away any smudges or spots. 

• Clean window sills.  Use a cloth and cleaner to 

wipe down window sills. 

• Clean Dining Room Chairs. Mix hot water a few 

drops of Dawn dish soap in a large bowl or 

bucket. Dip a cloth in the cleaning mixture, wring 

well and wipe the chairs from top to bottom. 
Wrap the edge of a butter knife in cloth to clean 
tight areas and crevices. 

• Clean Walls and Wall Décor. Use a Magic Eraser 

to get rid of any scuff marks on the wall.  Wipe 
down all the walls and baseboards with a cloth 
and cleaner provided by camp or a mixture of 

vinegar, water and a few drops of dish soap. Use 
the same cloth and mixture to gently wipe the 

tops of picture frames and other wall decor 
where dust likes to settle. 

• Organize and clean closets and cabinets.  

• Clean out and wipe down inside of fridge. 

• Disinfect doors and cabinets, including handles. 

• Disinfect light switches and outlets. 

• Wipe down ice machine. 

• Do one final check of meal count sheets for 
accuracy 

 

End of Summer: 

• Take down hallway signs 

• Stack cup trays in kitchen. 

• Clean out cup cubbies 

• Wipe down door frames and cove-base 

• Take remaining lost and found to Youth Department

 

Table Setup Example 

 

 

 

 

 

 

 

Dining Procedures 

All campers and staff will wash their hands prior to the 

meal. Hand washing stations and bathroom sinks are 

available for use.  

Tables will be arranged so that cabins can sit together. 

At minimum, the cabin group and their counselor will sit 

at a table together. 

Beverages will be served at the tables. Juice cups 

and/or individualized milk cartons will be served as part 

of the meal.  

Beverage pitchers, salt and pepper shakers, 

condiments, cups and cutlery will be at the meal tables 

when campers arrive.   

Once the cabin group has completed going through the 

line and is sitting at their table, they can begin eating. 

Announcements and instructions will be given 

throughout the meal.  

If seconds are available, the camp staff will announce 

this option with directions.  

Campers will clear dishes and clean and sanitize the 

tables after each meal. The dining staff presents a clean 

table award to camper cabin with the cleanest table. 

22 CHAIRS 

14 CHAIRS 
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Info & Rules 

Information and Rules should be presented at dinner 

on the first day of camp.   

• Introduce Dining Hall Staff 

• Rules of the Dining Hall 

o Raise hand when you need something 

o Stay in your seats unless your counselor 

gave you permission 

o No hats or swimming suits 

o Get meds if you have them 

• Do mail and Lost & Found at meals 

• Clean up and clean tables 

o Wipe down tables 

o Counselors will collect 

trays/cups/silverware.  They might ask for 

help.  Liquids in sinks or buckets 

o Sweep and mop 

• Kitchen staff introductions 

• Staff dances 

• Lost & Found 

 

Meal Times 

Breakfast - 8am 
Lunch - 12 noon 

Dinner - 5pm 

Campers will gather at the flagpole for instructions 

and prayer. Cabin groups will be dismissed from the 

flagpole to go through the lunch line together. They 

will lineup in the hallways where they will get their 

meal tray and go to their assigned tables in the 

dining room. Campers can use the two entrances at 

the end of the hallways to enter the dining hall.  

Sit-Down Meals - Three Trails Camp has sit-down 

meals. This is a tradition of creating the sense of 

community around a table. Attendance at sit-down 

meals is required for all campers. Campers are 

required to sit at the tables to which they have been 

assigned. Campers are to stay at the table until they 

are dismissed/excused from the meal.  

Morning To-Do 

☐Napkins 

☐Cereal 

☐Pitchers 

☐Trash Bags 

☐Coffee 

☐Sanitizer 

 

Camper Mail 

Receiving mail is one of the highlights of the week for 

many campers. Encouraging words to a child who is 

at camp for the first time can improve their 

experience.  

Messages will be delivered each full day of camp at 

lunch and dinner meals. Any message received after 

4pm will be delivered the following day. Any 

messages received after 4pm on the last full day of 

camp will not be delivered. 

Dining Hall Staff will be responsible for delivering mail 

to campers and staff in a fun way.   

Campers will not be able to respond via email. We 

want your camper to be fully immersed in the camp 

experience, and having them sit in front of the 

computer to respond to messages would definitely be 

a distraction. They can always go old-school and 

send a postcard home. We will have stamps and 

postcards for sale in the candy shop. 

Mail to camper should be addressed like this: 

Camper’s Name & Session Name 

Three Trails Camp 

16200 E US HWY 

Kansas City, MO. 64136  

 

Camper E-messages 
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We offer Camper E-messages! Campers can receive 

an e-message while at camp. Directions are provided 

on the camp website. 

 

 

Meal Time Management & Entertainment 

Dining Hall Staff will be responsible for managing 

Dining Hall etiquette to provide a positive experience 

for all campers and staff.  Dining Hall Staff will also be 

responsible for providing entertainment during meals.  

This can be done through music, dance or games.  

Coordinate with the Divisional Youth Secretary, Camp 

Director and Recreation Aide for announcements.   

 

Music Played in the Dining Hall 

Music can be played in the Dining Hall while preparing 

for and during meals following these guidelines: 

 

Music Selection 

   - Only play music suitable for all age groups. 

   - Avoid songs with explicit lyrics, cuss words, or 

inappropriate themes. 

 

Approved Sources 

   - Use pre-approved playlists or family-friendly 

versions from streaming services. 

    

Checking Lyrics 

   - Verify lyrics using a reliable source before 

playing any new music. 

   - Seek approval from a supervisor if unsure 

about a song’s appropriateness. 

 

Volume and Timing 

   - Keep the volume at a reasonable level. 

   - Be mindful of the time of day, especially 

during class or meeting times. 

 

Salad Bar (noon meal) 

Setup and Preparation 

   - Plug in salad bar one hour before meal time. 

- Wash hands before handling food. 

   - Sanitize surfaces and utensils. 

   - Use fresh ingredients and store perishable items 

properly. 

 

Daily Setup 

   - Organize the salad bar by category (vegetables, 

fruits, proteins, dressings). 

   - Use separate utensils for each item. 

 

Serving 

   - Supervise the salad bar to assist campers/staff 

and maintain cleanliness. 

 

Cleanliness and Maintenance 

   - Regularly clean surfaces and utensils. 

   - Immediately clean spills. 

   - Replace and replenish items as needed. 

 

End of Service 

   - Discard perishable leftovers. 

   - Clean and sanitize all equipment. 

   - Store non-perishable items properly. 

 

Beverage Procedure for Camp Staff: 

1. Preparation: 

• Ensure that all beverage equipment, 

including the commercial ice tea maker, 

commercial coffee maker, and Cambro for 

mixed flavored drinks, are clean and 

sanitized before each use. 

• Check that all necessary supplies, such as 

tea bags, coffee grounds, flavored drink 

mixes, cups, lids, sweeteners, creamer and 

stirrers, are adequately stocked. 

2. Commercial Ice Tea Maker: 

• Fill the tea reservoir with ice. 

• Add the desired amount of tea bags to the 

brewing basket, following the recommended 

ratio for brewing. 

• Start the brewing cycle according to the 

manufacturer's instructions. 
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• Once brewed, remove the tea bags and 

discard them properly. 

• Transfer any remaining brewed ice tea to a 

clean Cambro for serving later, ensuring it is 

properly labeled and dated. 

3. Commercial Coffee Maker: 

• Place a filter in the filter basket and fill with 

one packet of coffee grounds. 

• Start the brewing cycle according to the 

manufacturer's instructions. 

• Once brewed, carefully remove the filter 

basket and discard the used coffee grounds. 

• Transfer the freshly brewed coffee to 

another warming plate as needed to brew 

another pot of coffee. 

4. Mixed Flavored Drinks in a Cambro: 

• Prepare the flavored drink mixes according 

to the manufacturer's instructions, ensuring 

they are properly diluted and dissolved. 

• Prepare flavored drinks in a clean Cambro, 

making sure to leave enough space for ice. 

• Seal the Cambro tightly and label it with the 

contents and date. 

• Keep the Cambro refrigerated until ready to 

serve, ensuring it is properly stirred before 

dispensing. 

• 15-30 minutes prior to meal times, dispense 

flavored drinks into pitchers and place on 

tables.  

 

5. Water 

• 15-30 minutes prior to meal times, 

prepare pitchers of water and place on 

tables with flavored drink pitchers. 

6. Service: 

• When serving beverages to campers and 

staff, ensure that all containers, cups, and 

utensils are clean and sanitary. 

• Dining Hall Staff is responsible for serving 

the milk for the meal.  Milk is handed to 

every camper as they enter the Dining Hall.  

• Monitor beverage stations regularly to 

restock supplies, clean up spills, and 

maintain cleanliness throughout the service 

period. 

7. Cleanup: 

• At the end of each service period or as 

needed, clean and sanitize all beverage 

equipment, including the ice tea maker, 

coffee maker, Cambros, and any serving 

utensils. 

• Place all unserved milk cartons in the 

Commercial refrigerator.  Served but 

unopened milk cartons can be placed in the 

share fridge. 

• Store all equipment and supplies in 

designated areas, ensuring they are 

organized and ready for the next use. 
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KITCHEN PROCEDURES 

Kitchen Operations 

Other camp staff are not allowed in the kitchen during 

meals unless it is to work in the kitchen as an assigned 

duty.  

Any staff who are touching prepared food will wear 

gloves. 

All summer staff will go through training with the kitchen 

manager during staff training in regular kitchen duties.  

Campers will receive a plated meal. It is requested that 

the meal be served as a unit to meet our Summer Food 

Service requirements. 

 

Music Played in the Kitchen 

Music can be played in the kitchen while preparing for 

meals following these guidelines: 

 

Music Selection 

   - Only play music suitable for all age groups. 

   - Avoid songs with explicit lyrics, cuss words, or 

inappropriate themes. 

 

Approved Sources 

   - Use pre-approved playlists or family-friendly 

versions from streaming services. 

    

Checking Lyrics 

   - Verify lyrics using a reliable source before 

playing any new music. 

   - Seek approval from a supervisor if unsure 

about a song’s appropriateness. 

 

Volume and Timing 

   - Keep the volume at a reasonable level. 

   - Be mindful of the time of day, especially during 

class or meeting times. 

Personal Hygiene 

1. Hand Hygiene: 

• Wash hands thoroughly with soap and warm 
water for at least 20 seconds before starting 
work, after handling any contaminants (such 

as raw food), after using the restroom, and 
whenever hands become visibly soiled. 

• Use single-use, disposable towels to dry 

hands thoroughly after washing. 
• Avoid touching the face, hair, or any other 

body parts while handling food or food-
contact surfaces. 
 

2. Uniform and Personal Appearance: 

• Wear clean and appropriate attire, including 
hats, aprons, and closed-toe shoes with 

non-slip soles. 

• Staff should set the example of cleanliness 
having clean hair and body void of body 
odor when coming to work. 

• Keep long hair tied back to prevent hair from 
coming into contact with food. 

• Remove loose fitting jewelry such as rings, 
and bracelets before handling food to 
prevent physical contamination. 
 

3. Personal Health: 

• Inform the Head Cook immediately if 

experiencing symptoms of illness such as 

diarrhea, vomiting, fever, sore throat with 

fever, or jaundice. 
• Refrain from handling food if experiencing 

any symptoms of illness and notify the 
Healthcare Director for further instructions. 
 

4. Cuts and Wounds: 

• Cover any cuts, wounds, or sores on 
exposed skin with waterproof bandages or 
gloves. 
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• Wear disposable gloves over bandages or 
wounds to provide an additional layer of 
protection. 

5. Eating and Drinking: 

• Avoid eating, drinking, or chewing gum while 
preparing or serving food. 

• Staff should use a designated area away 
from food preparation and serving areas for 
storage of personal food or beverages.

 

6. Personal Items and Contamination Prevention: 

• Store personal items such as bags, phones, 

and keys away from food preparation and 
serving areas to prevent cross-
contamination. 

• Refrain from using personal items such as 
pens or cell phones while handling food or 

food-contact surfaces.
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SUMMER FOOD SERVICE PROGRAM 

PROCEDURES (SFSP) 

SFSP serves nutritious meals and snacks to children when 

school is not in session.  Sponsors participating in SFSP 

must follow program regulations.  The program was 

established to ensure that children continue to receive 

nutritious meals when school is not in session.  Free 

meals that meet federal nutrition guidelines are provided 

to all children at approved SFSP sites. 

To be reimbursed for eligible camper meals, we have 

procedures we must follow and requirements we must 

meet.  

How to Fill Out Meal Count Sheets 

Meal count sheets are in a Google Form 

There is a separate workbook for each camp. 

Different staff groups are on different tabs and each 

cabin has its own tab. 

It is set to auto calculate as long as people enter a “1” 

and not an “x”.  You will want to review the sheets and 

correct any other characters to “1”s so it calculates 

correctly.

Make sure all meals each person ate are recorded on 

each day. 

 

Tips for checking/correcting meal count sheets: 

Campers - they eat every meal every day of camp 

unless they have arrived late or left camp early.  

Counselors typically eat every meal as well because 

they are with their campers unless they are ill or offsite. 

Staff/Volunteers - you should check these sheets daily 

during meal times so the count is accurate.  If there are 

some you are not sure on, you will need to find that 

staff member and check with them.  Staff should record 

their own meals, but the Dining Hall Host is responsible 

for making sure the forms are accurate.   

Guests - make sure any special guests were added to 

the Program/Volunteer sheet and that the meals they 

ate were checked off.
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