Section 1:  Canteen Guidelines and Procedures

School Canteen Policy for ……………………………………………………..
Mission Statement

…………………………………. acknowledges the importance of the meals provided to its students from its school canteen.  The canteen reflects the value the school places on healthy eating practices and it supports classroom teaching by providing healthy eating options.  Nutrition is important to health throughout life, especially during times of rapid growth and development, which includes the school years.
Purpose and Aims (delete options not relevant to your school)
· To promote healthy food options that foster good health in times of rapid growth and development.
· To provide attractively presented, nutritious food and drink options at reasonable prices.
· To demonstrate high standards of hygiene in relation to food preparation, storage, serving and documentation within the canteen environment.

· To operate, as an efficient, cost effective business enterprise.
· To follow the guidelines and aims of the Tasmanian School Canteen Handbook, the Cool CAP program and the Australian Dietary Guidelines for Children and Adolescents.
· To provide practical learning experiences involving healthy food choices that link with classroom learning.
· To provide the opportunity for the wider school community to have input into the operating of the school canteen through the Canteen Committee.
· To encourage consideration and courtesy among all personnel using the canteen facilities.
Nutrition Policy
· To provide foods consistent with the Tasmanian School Canteen Handbook, and the Dietary Guidelines for Children and Adolescents in Australia.
· To link the canteen to the classroom and other school activities to complement and reinforce the healthy eating messages.
· Offer a wide range of healthy food options that takes into consideration our multi cultural society and reflects the needs of the school community.
Procedures and Guidelines

1. Canteen Committee (delete options not relevant to your school)
(Minimum of 3 including Canteen Manager; 1 teacher rep, and 1 parent rep)

Committee will consist of 

	· Principal

· Teacher

· SEO 

· Canteen Manager

· 2 Volunteers

	· 1 Volunteer

· 2 Parents

· 1 Parents

· 1 Student




· Or the voice of students will be represented (evidence of how this is done will 

       need to be shown for Accreditation).

2. Canteen Committee Roles for all types of canteens
     (delete options not relevant to your school)
· Develop and send home at the end of every term, for the following Term a Canteen price list.  (This list will contain any price changes, any new foods and a section for parent/students comments).
· Develop a document that explains to parents the accreditation system and the level of accreditation the school is working towards.
· As part of the student’s enrolment package, include a flyer that provides canteen information such as opening times, ordering systems and menu.
· Develop a document that includes information for paid staff/volunteers which clearly outlines the food safety and personal hygiene procedures required for working in the canteen as well as O.H & S. 

3. The Canteen Committee Role (delete options not relevant to your school) 

School Run

· To develop a canteen policy.
· To review the canteen policy annually.
· To assist the Canteen Manager attain Canteen Accreditation at a level agreed upon by the School.
· To act as a resource and support to the Canteen Manager.
· To assist the canteen manager attain and maintain Occupational Health and Safety and Food Safe regulations.
· To support the teaching staff establish links between the canteen and the classroom.
· To assist the Canteen Manager in the promotion of healthy food options, meal deals or specials.
· To assist the Canteen Manager with pricing and the introduction of new products.
· Invite volunteers and prepare a volunteer roster.
Leased Canteen

· To ensure the leasee provides a service that is consistent with the stated aims of the school canteen policy developed in consultation with the Principal, Committee and Canteen Manager.
· To review the canteen policy annually.
· To assist the leasee to attain Accreditation with the Tasmanian School Canteen Association at a level agreed upon by the school.
· To make recommendations (through the Principal) to the lessee that support the school policy.
· To assist the Canteen Manager attain and maintain Occupational Health and Safety and Food Safe regulations.
· To support the teaching staff establish links between the canteen and the classroom.
· To support the Canteen Manager in the promotion of healthy food options, meal deals or specials.
4. Canteen Manager (delete options not relevant to your school)
· To help with the development of the canteen policy.
· To work towards the level of canteen accreditation decided by the Canteen Committee.
· To undertake any relevant training.
· To complete Food Safety Training and then train volunteers / co workers / students.
· To supervise co workers/volunteers/students.
· To be responsible for liaising with food suppliers, stock ordering and control.
· To be responsible for the cleanliness of the canteen and all written documentation needed.

· To report to the Canteen Committee at their committee meetings.
· To liaise with the canteen committee on the introduction of new foods and the pricing structure.
· To collate food orders on a daily basis.
· To tally the daily takings and record them.
· To be responsible for the security of the canteen, including keys, money and stock.

5. Volunteers (delete options not relevant to your school)
· Invite volunteers at the beginning of each term.
· Provide an orientation and training session for all volunteers including Food Safety and Hygiene, O.H &S and food preparation.

· Hold a volunteer “thank you” event each year.
6. Canteen Operations
6a. Canteen operating hours (delete options not relevant to your school)
· Five days a week recess and lunch.
· Five days for lunch.
· Four days recess and lunch.
· Four days for lunch.
· Three days recess and lunch.
· Three days a week for lunch.
· Two days for recess and lunch.
· Two days for lunch.
· One day a week recess and lunch.
· One day for lunch.
· Other____________________________

6b. Financial Management (delete options not relevant to your school) 

· Canteen is run by School Association.
· Canteen is run by Parents & Friends.
· Canteen is run by Volunteers.
· Canteen is leased.
· Canteen is operated through the local shop.
· Canteen is run through the school resource package.
6c. Staff Training (delete options not relevant to your school)
· All staff (paid or volunteer) will be required to undertake Food Safety training.
· Canteen Manager/staff to attend any other appropriate training in food or food issues, provided by the School Canteen Association or any other accredited organisation.
6d. Menu planning (delete options not relevant to your school) 

· The menu promotes and markets healthy food choices.
· Provide seasonal menu changes e.g.: Term 1 & 3 has similar menus and a change for Term 2.
· Review the menu, annually / each term / between summer and winter terms
· Liaise with the Cool CAP team when planning the menu.  

· Achieve BRONZE/SILVER/GOLD Canteen Accreditation.
· Promote new menu items through lets try options on a weekly basis  and / or theme days / meal deals as fits into the school curriculum.
· Provide a regular canteen feature in the school newsletter.
· Promote your menu through the school newsletter, orientation day and / or book buying days at the beginning of the year.
6e. Linking the Canteen to the Classroom 
· Conduct at least one promotional day/activity per term that links with a particular part of a class’s curriculum.
· Consult with teachers and the canteen committee to organise these events.
6f. Marketing the Canteen 
· Conduct at least one marketing activity per term.
· Consult with the canteen committee to help conduct marketing activities.
6g. Food Safety and Hygiene  
· Ensure compliance with local council Food Safe requirements.
· Ensure that the Canteen Manager and Staff/Volunteers complete Food Safe training.
· Ensure that relevant records are kept to support safe Food Handling Practices.
· Ensure the local EHO visits annually to sign off on the Cool CAP Food Safety section.

6h. Occupational Health and Safety 
· Ensure all canteen staff and volunteers are aware of the evacuation procedures in case of emergencies (e.g. fire).
· Ensure only canteen staff/volunteers are in the canteen during operating hours.
· Ensure staff  are dressed appropriately to ensure safety – only wear closed toe shoes, keep jewellery to a minimum, have long hair tied back and wear nets or disposable hats and an apron for protection.
6i. Stock Management (delete options not relevant to your school)
Stock takes will be completed:
· Once yearly.
· At the end of each term.
· In June and December.
6j. Canteen Equipment (delete options not relevant to your school)
· The Canteen Committee will oversee the canteen equipment and ensure it is kept in a safe, workable and hygienic manner.
· The Canteen Manager will oversee the canteen equipment and ensure it is kept in a safe, workable and hygienic manner.
· The Canteen Manager will decide on any new canteen equipment to be purchased.
· The Canteen Committee will decide on any new canteen equipment to be purchased.
· The School will decide on any new canteen equipment to be purchased.
· The Canteen Manager will report to the canteen committee any defects or faults in relation to canteen equipment.
· The Canteen Manager will report any faults or defects of equipment to the Principal/SEO.
7. Review, monitoring and general policy issues
· A copy of the current canteen policy will be available to parents.
· A copy of the canteen policy will be kept on display in the canteen.
· A copy of the canteen policy will be kept at the school office at all times.
· The policy will be reviewed yearly and any changes will be presented to the canteen committee for discussion and signed off on.


8. School Endorsement (Delete options not relevant to your school)

This document needs to be signed off on by at least two others and the Canteen Manager.
We, the undersigned certify that this policy has been adopted by the 

School

Date

Principal


Date

SEO


Date

Canteen Manager

Date

Parent/Volunteer

Date


 P & F President   

Date

School Association President

Date
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