
Food Program 
Information

By: The Best Food Sanitarian at BLDHD



Food Program Overview

➢Food Licensing 

➢Temporary foods

➢Plan review process

➢Food complaints and Foodborne Illness

➢Healthspace information

➢Campgrounds

➢Pools 



Food Licensing 

➢MDARD will email new food license applications to BLDHD around January 16th.

➢The Food Program Coordinator is responsible for adding the appropriate food license fee. 
• Our fee schedule is based on the type of establishment and the number of seats.

➢Food license renewals are required to be returned to BLDHD or postmarked by April 30th. Late 
fees will apply for any food licenses received or postmarked after April 30th. Some exceptions may 
apply but are required to be approved by the EH Director or Food Program Coordinator. 

➢Food license renewals are typically received at the Leelanau Office in early to mid March.

➢Returned food license renewal applications shall be reviewed by an Administrative Assistant to 
ensure appropriate payment is received and proper completion of the paperwork. 

➢Once reviewed, the renewal is provided to Food Program Coordinator for additional review and 
signature.

➢New food operations licensed on or after January 16th are not required to renew the food license 
on April 30th. 



Food Licensing

➢When a new operation is approved to operate, the food 
license application is required to be signed by the sanitarian. 
Once signed, the license needs to be sent to MDARD. Please 
add the LHD (local Health Department) number at the bottom
right of the licensing sheet if it has not been added already. 

➢Leelanau LHD Number: 45/1045 (County Number)

➢Benzie LHD Number: 10/1010 (County Number)

➢The LHD number also needs to be added onto temporary 
permits. 

➢MDARD has specific dates to submit license. (1st and 15th of 
the month).



Example of a blank food license

➢ Yellow Highlight: These sections need to 
be completed by the owner/operator. 

➢ Blue Highlight: This section is required 
to be completed if the operation is a 
food truck or mobile license ONLY. 

➢ Red Highlight: Completed by BLDHD 
Staff.



Temporary foods

➢ This is an outline to show what fees should be charged for 
certain temporary food applications. It also outlines what 
temporary food operations can meet for an in office temporary. 

➢ A temporary food permit is required when an organization buys 
food from another location and serves the food at an event. For 
example, if an organization buys pre-made sandwiches from a 
licensed establishment and serves them at another location or
event. A temporary permit is required because the licensed food 
establishment that made the sandwiches no longer has oversight 
of the product once it leaves.

➢ Please add the temporary organization information and details 
into the Food Book and in Teams and use the appropriate 
temporary permit number. *The permit numbers need to stay in 
order.

➢ A in-office temporary can be completed and approved before the 
event only for low hazardous menus. (Hot dogs and popcorn). 

Organization Fee Menu examples

Temporary food 

license (For profit 

and full menu)

140.00 Full menu can be served. 

Examples are burgers, fish, and 

other foods that need prep)

In office 

temporary (For-

profit)

55.00 Hot dogs, precooked brats, 

pancake breakfast that uses no 

raw foods, hold and serve 

operations, popcorn, and 

other low hazards foods) 
In office 

temporary (Non-

Profit)

35.00 Hot dogs, precooked brats, 

pancake breakfast that uses no 

raw foods, hold and serve 

operations, popcorn) 

Additional 

Permits for the 

same 

organization

45.00 If an organization has 

completed one temporary 

permit, subsequent temporary 

permits will be 45.00 dollars. 

(Example is Holy Rosary)
Late fee 1.5x fee If submitted 4 or less days 

prior to event. 
Late fee 2x fee If submitted day of event.



Temporary Food 
Application

➢To the right is an example of what 
needs to be completed on a 
temporary food application by the 
organization. 

➢If a non-profit is applying for a 
temporary permit, they must include 
the non-profit tax ID to get the lower 
fee. 

➢The middle section of the application 
MUST be signed and dated. 



Temporary Food 
Application

➢Page two of the temporary 
application is the menu the 
organization is serving at the 
event. 

➢The applicant needs to complete 
this page for all food items they 
are planning on serving and 
where it is from. 

➢The menu is important when 
identifying which temporary fee 
to charge. 



Temporary Food 
Application

➢Page three of the temporary 
application is only used if the 
operator is planning on prepping 
food for the event at another 
licensed kitchen. 

➢ If an operator is prepping/cooking 
food at a licensed location (Like 
Grow Benzie). Page three will be 
completed and signed by the 
applicant and a representative from 
the licensed food facility that they 
are using. 



Temporary Food 
Paperwork

When a temporary food application is received:

➢Update/enter the organization’s information into the Food logbook and Teams (located at 
both offices).

➢Add the temporary food operations name under the “Temporary Food Tab” in the logbook. 

➢Temporary food permits are numbered and should be used in order. Permit numbers are 
found in the upper right-hand corner of the permit. 

➢After the food logbook is updated, application payment is processed, and temporary food 
permit is filled in, please give the temporary paperwork to the Food Coordinator for review 
and inspection.



Temporary Food 
Permit 

When filling out the temporary permit 
paperwork:

➢Temporary event location (Highlighted in 
yellow): Will be the location of the event. 

➢Temporary permit operator information 
(Highlighted in Green): Will be the mailing 
address of the operator or person in 
charge. 

➢This is an example of how to properly fill 
out a temporary permit. 



Plan review 
paperwork

➢ Plan review is required in the following situations.

• New Construction: Newly constructed establishments, units, or existing locations or 
operations which have not previously been licensed as a food establishment.

• Remodeling: Extensive changes to kitchen and/or related equipment which could 
include major menu changes. This may include establishments which have had a food 
service license in the past. For example: Kitchen addition, bar addition, or major 
equipment changes.

• Partial: Operating facilities that are making changes to the facility or equipment that do 
not require the facility to close.

• New owners to a facility that has been closed for more than a year or at the 
sanitarian’s discretion. 

➢ Paperwork required for a new fixed facility:
• Plan review application
• Plan review worksheet
• Standard operating procedures
• Scaled floor plan
• Proposed menu
• Equipment specifications
• Plan review fee

Plan review paperwork can be found on our website at: https://bldhd.org/plan-review/

https://bldhd.org/plan-review/


What 
paperwork 
to provide? 

❑ Plan review application
❑ Plan review worksheet
❑ Standard operating procedures
❑ Plan review manual (Guide to help the operator complete the 

worksheet) 
❑ Plan review submission instructions (What the client needs to 

submit)
❑ Plan review fee (general information)

• New fixed: 890.00 (new medium to large scale facilities)
• Limited / Partial: 405.00 (new facilities with limited menu, 

kitchen expansion)
• Food truck: 225.00

• I would recommend that the client also reach out to the Food 
Program Coordinator for more guidance.

*Be aware that a well and septic review for remodel could be 
required to ensure proper size of the septic area.

https://bldhd.org/media/uploads/Environmental%20Health%20Form/fixed_plan_review_application.pdf
https://bldhd.org/media/uploads/Environmental%20Health%20Form/fixed_plan_review_worksheet.pdf
https://bldhd.org/media/uploads/Environmental%20Health%20Form/fixed_plan_review_standard_operating_procedures.pdf
https://bldhd.org/media/uploads/Environmental%20Health%20Form/fixed_plan_review_manual.pdf
https://bldhd.org/media/uploads/Environmental%20Health%20Form/fsss_plan_submission_instructions.pdf


Paperwork 
required to 
start plan 
review 
process

➢Completed plan review application (2 pg)

➢Completed plan review worksheet

➢Scaled floor plan (Needs to be drawn to scale) 

➢Copy of the menu

➢Completed Standard Operating Procedures ( Required to 
be submitted prior to opening inspection)

➢Certified Manager (Required prior to opening)

➢Equipment Specification 

➢Appropriate plan review payment

* Once the paperwork is received, receipt the paperwork and 
add the facility into Healthspace, if it is a new food operation. 
(Please see the Food Program Coordinator if you need 
assistance when adding a new facility into Healthspace). 



Internal 
documentation 
and logs

When a plan review is received, update the following items.

➢Update the Food logbook (located in the Leelanau Office).

• Add the facility information under the plan review 
section. Make sure you are adding it to the 
appropriate county. 

• Use the next plan review number from the logbook 
and add that number to the bottom of the plan review 
application that was submitted. (For example, a new 
plan review could be L-186 (Leelanau) or B-160 
(Benzie). 

• Update the Teams Food licensing list. Add the facility 
to the bottom of the list. Add “Pending” under the 
license number. 



General and Foodborne illness complaints

➢ When we receive a complaint or foodborne illness complaint, complete Form A 
to begin the complaint.

• See example of Form A with sections highlighted that should be completed.

• It is critical to obtain the complainant’s contact information for foodborne 
illness complaints

➢ Once Form A is completed, you will need to add the complaint number to the top 
right of the form. You can find the next complaint number from the BLDHD food 
logbook. 

➢ Logging the complaint: Add the complaint number and details in the BLDHD food 
logbook (Each office has its own book and numbering system).

➢ Immediately inform the Food Program Coordinator of the complaint and send the 
completed Form A to them via email and Microsoft Teams.  

➢ The Food Program Coordinator will review the details once the paperwork is 
received. 



Healthspace Information 

➢New facilities: When adding a new food operation into Healthspace please make 
sure you create a new physical location.  *This is only for new food operations.* 



➢Complete the following sections 
highlighted in yellow under the new 
physical location tab. 
• Common name (name of 

operation)
• Township (address the facility is 

located in or the home address of 
the owner for a food truck).

• Health Office (Benzie or Leelanau)
• Parcel # (Tax ID if known).
• Licensee/owner: Search to see if 

the owner is already existing. If an 
existing owner cannot be found, 
add the owner’s information under 
the licensee/owner tab.  When 
adding a new owner, enter it last 
name first (ex. Doe, Jane). 

• Complete site and building contact 
information.

➢ Next, select the “New” tab, located 
in the top left above the common 
name. Highlighted in Blue.

• Choose “Food” to create a new 
food service facility.



➢ In the newly created New Food 
Facility

➢Make sure the name of the 
operation is accurate

➢Add Nick as the sanitarian

➢Put administrative status to 
“Active”

➢Add the type of facility: 

• Fixed Establishment

• Fixed 365 (Seasonal facilities 
that are open 9 months or 
less)

• STFU or Mobile

➢ Input the application date. This 
could be the date they applied for 
plan review. 

➢Status: “Pending” until an opening 
inspection is completed. 

➢Date permitted will be left blank 
until they obtain a food license. 



➢Billing: add fee details that 
relate to the food operation. 

➢Ensure that the 
licensee/owner is accurate.

➢Complete contact 
information for facility.

➢Once all the information has 
been added. Hit “Save or 
Done” to save progress. The 
file can then be found under 
the food facilities section in 
Healthspace.

Healthspace food file cont. 



Change of Owner Process

➢ A food license is non-transferable, and the new owner must apply for a new food license. A change of 
owner inspection is required asap. It is common to have a transition period prior to the new owner 
reopening but sometimes that doesn’t happen. If the new owner takes over and begins operating, the 
sanitarian shall complete the change of owner inspection asap. 

➢ If the new owner plans to make any changes, the sanitarian shall review the changes and see if a partial 
plan review is required (Please see plan review page for when a plan review is required). The sanitarian 
will use their discretion to determine if a plan review is required. The sanitarian shall review the menu and 
seating numbers and apply the food license fee appropriately.  



Change of Owner Process

Change of owner inspection and paperwork: 

➢ Sanitarian shall create a new food facility file for the location.

➢ The previous owners file and reports will be stored in the “Closed Facility drawer at the Leelanau Office”. 

➢ Sanitarian shall complete a change of owner inspection at the establishment.

➢ Sanitarian shall use the “Existing Fixed Food Establishment Checklist” and include this in the file.

➢ New or updated standard operating procedures may be required.

➢ The establishment is approved to open if they have 2 or less priority/priority foundation violations that are corrected. Uncorrected 

violations shall be addressed, and a reinspection is required prior to approving them to open. 

➢ Type II water samples may be required. If they have well water, contact the Noncommunity Water Program Coordinator for more 

information. 

➢ If the facility has met the requirements, the Sanitarian shall include the following in the inspection report comment box, ”Approved to 

operate”. 

➢ Sanitarian will ensure that it is filled out properly and then sign the food license application. Once reviewed and signed, give the food 

license application to the Leelanau EH Administration Assistant for submission to MDARD. 

• The inspection report will serve as the food license until we get the official food license from MDARD. We expect to have the

official food license from MDARD about 6-8 weeks after we submit it. 



Change of Owner and Closing a Facility

Healthspace process for closing a facility

Open the Food Facility file that will be closed:

➢ Change the Administrative Status field to “Closed”.

➢ Another box will appear to the right once you 
change the administration status. Please add the 
date that you closed the facility.

➢ Status: change to “Out of Business”

➢ Date permitted will change to termination date. 
Please add the date the file is closed.

➢ Press the save button. The closed food facility and 
all reports will now be hidden under the food 
service tab in Healthspace. The closed food file 
and information can still be viewed under the 
“Land Development” tab if needed. Note: Do not change the physical location address or close the physical file. 

The physical location name and reports will automatically move to the 
“Land Development” section for storage. 

*If a new owner occurs at an established facility. You will close out the food 
file in Healthspace and adjust the “Physical Location” of the establishment 
for the new owner’s information.  DO NOT create a new physical location.  
Under the existing “Physical Location” of the established facility, create a 
new “Food Facility” for the new owner.



Change of Owner

Healthspace process for change of owner:

➢ If the existing food facility will have a new 
name, change the “Common Name” of the 
Physical Location to match the name of the 
new food facility.

➢Administration Status =  “Active”

➢Add the Type of facility

➢Add Application Date

➢ Status = “Pending” until a change of owner 
inspection is completed

➢ Permit Number = “Pending” (will be 
provided by MDARD on the food facility 
license).

➢Add Billing Type



Change of Owner and Closing a Facility

➢Ensure that the Licensee information 
transferred from the Physical Location 
file.

➢Review and add information that could 
be missing in the “Contact 
Information”. 

➢Once completed hit “Done” at the top 
of the file to save and exit the file.



How to View Old Files 

➢Under the “Land Development” section in Healthspace, you can view the complete history 
at the physical location with past and current licensed operations. 

➢This allows us to view old reports and see what operations have held a food license at that 
physical address.



Updating Healthspace

➢ Once the facility’s opening or 
change of owner inspection is 
completed, and the facility is 
approved to operate:

➢ The status should be changed to 
“Permitted”. The permit number 
should be changed to either 
“Pending” or “TBD”. We will not 
know the license number until we 
get the license from MDARD. Once 
we receive the license, the 
Healthspace permit number needs 
to be updated. 



Updating Microsoft 
Teams License File

• Please update or add new facilities into the current MS Teams food 
service license excel spread sheet.

• The Food Service License sheet is in Microsoft Teams.

• Food/Pools/Campground License team → Food service → Food License 
Sheet. 



Random info

➢All food files are stored and maintained in the Leelanau office.

• The food sanitarian tends to pull food files that are due 
for an inspection at the beginning of each month. 

➢Temporary fees can be confusing at times. Please call or email 
the Food Program Coordinator with any questions.

➢All completed temporary permits and food license applications 
are provided to the designated administration assistant for 
submission to the State. 



Campgrounds and 
Swimming Pools



Campgrounds

➢Campgrounds are required to pay yearly license fees to 
the State and inspection fees to Local Health 
Departments (LHD). 

➢ Each campground gets one routine inspection a year.

➢Completed campground inspection reports are sent to 
the Environmental Health Director within a week of 
completion for review and submission to the State.

➢ The owner, or their representative, of a proposed new 
campground or addition to an existing campground 
must contact the State to obtain a campground 
construction permit. 

➢A septic and/or water well permit must be obtained 
from the LHD prior to beginning construction of the 
campground.

➢Well and septic sizing will be reviewed by LHD’s but 
large operations and systems (>6,000 gpd) are 
reviewed but the State Groundwater Discharge 
Program. 

➢ LHD’s work with the State Campground program staff 
to ensure compliance. 



Campgrounds

➢ Change of Owner process: We need to provide the State campground 
program with the new owners contact information. Currently, the process 
is done manually by the State until the new campground system is 
completed. Please email Sarah to start the change of owner process. 

• Sarah Rottiers
RottiersS@Michigan.gov
517-282-4032

➢ Website: General information: EGLE - Campground Homepage 

➢ Campground rules: Legislation Governing Campgrounds

➢ Campground informational PowerPoint: EGLE Campground Program 
Presentation (2022)

mailto:RottiersS@Michigan.gov
https://www.michigan.gov/egle/about/organization/drinking-water-and-environmental-health/campgrounds
https://www.michigan.gov/egle/-/media/Project/Websites/egle/Documents/Laws-Rules/DWEHD/Campground-Part-125-Act-368.pdf?rev=2d54bc16b5a24b6cbb66536962d174fa
https://www.michigan.gov/egle/-/media/Project/Websites/egle/Documents/Programs/DWEHD/Campground/Presentation-2022-06-29-ARVC.pdf?rev=5eb37e99af9b4f7f9c647276787c00e9


Temporary Campground 
Process

➢ A temporary campground is required when more 
than 4 campsites are available during an event or 
festival. 

➢ Steps for obtaining a temporary campground license: 
Document - Steps for Obtaining a Temporary 
Campground License

➢ Temporary Campground License applications are 
obtained at LHD offices.

➢ Below are the requirements and other items that are 
required before a temporary campground permit can 
be approved. Fees will vary depending on the number 
of proposed campsites. 

➢ A temporary campground permit is valid for 2 weeks 
with one extension of an additional 2 weeks if 
requested. A minimum of 30 days is required 
between temporary campground licenses. 

https://www.michigan.gov/egle/-/media/Project/Websites/egle/Documents/Forms/DWEHD/Campground/EQP2278-Steps-for-Obtaining-a-Temporary-Campground-License.pdf?rev=1eee388fe3214a708b12dd6956039c65


Swimming pools

➢ New proposed swimming pools and hot tubs are required to obtain a construction 
permit from the State and submit plans to the State and Local Health Departments.

• LHD’s are required to print and create a new swimming pool file for the 
proposed swimming pool. 

➢ New swimming pools in the area are required to be reviewed and opened by the 
State.

➢ Swimming pools are required to pay yearly license fees to the State and to Local 
Health Departments. 

➢ Each licensed swimming pool gets one routine inspection a year. 

➢ Completed swimming pool inspection reports are sent to the Environmental Health 
Director within a week of completion for review and submission to the State.

➢ Change of Owner process: New owner must complete the change of owner 
paperwork and submit it to the State.

Pool Facility and License Transfer Form

https://www.michigan.gov/egle/-/media/Project/Websites/egle/Documents/Forms/DWEHD/Public-Swimming-Pool/EQP5976-Facility-and-Ownership-License-Transfer-Form.pdf?rev=f184aef194bc41ec9cd4bf3f40e1ff85


General Swimming Pool 
links and info

➢ Website: EGLE Public Swimming Pool Home Page

➢ Rules: Public Swimming Pool Rules

➢ Swimming Pool Guidelines for pool operators is 
mailed to the owner with the license renewal. 

https://www.michigan.gov/egle/about/organization/drinking-water-and-environmental-health/public-swimming-pools
https://www.michigan.gov/egle/-/media/Project/Websites/egle/Documents/Forms/DWEHD/Public-Swimming-Pool/EQP2263-Public-Act-and-Rules-Governing-Public-Swimming-Pools.pdf?rev=c7d8f9d939804be8b3aaea76694477d2
https://bldhd.org/media/uploads/Environmental%20Health%20Graphics/bldhd_general_pool_rules_and_processes_final.pdf


Swimming 
Pool Report 
Cheat 
Sheet



When do we close 
Swimming Pools? 

➢ Failure to meet water quality standards:

• Positive coliform or E.coli water tests. 

• Swimming pool operations are required to complete surface 
water testing every quarter they are operating. If a pool is 
closed for this reason, a pool can reopen when we receive 
“Absent” water sample results.

• Low Chemical Levels or PH results outside of the normal range.

• Water clarity issues. The swimming pool water must be clear enough 
to see the bottom



Swimming Pool Closures

➢Mechanical Failure: The pool is unable to maintain safe chemical 
levels and filtration.

➢A break or gap at the main drain cover that can increase the risk 
of entrapment. 

➢ Lack of a qualified pool operator. A swimming pool operator shall 
be readily available when the pool is open. 

➢A contamination event.

➢ Enclosure issue where safety is a concern. Entrances shall be self 
closing and locking to prevent infants and young children from 
being able to enter the pool area.  

➢ Swimming pool closure form can be found in both offices in the 
pool file drawer.  

https://bldhd.org/media/uploads/Environmental%20Health%20Graphics/eqp1736_public_swimming_pool_closing_order_2023.pdf


BLDHD 
Administration 

➢The Benzie Office 
Administrative Assistant 
oversees the billing for 
campground and swimming 
pool inspections. 

• Invoices are sent in mid-
late January. 

➢To ensure proper billing and 
updating, please email the 
Benzie Office Administrative 
Assistant any new 
campgrounds and pool 
operations. 



Questions?

If you have any questions, please feel free to ask the EH 
Director or the Food Coordinator

We are all in this together! 


