
 
Page 1 of 4  January 2011 

 
 
 
 

 

 
 

 

Canteen Policy 

Sharing information 
Established in 1988 

 

Fact Sheets in this series: 

5.1 Canteen Policy 
5.2 Roles & Responsibilities of 

Canteen Sub-committees 
5.3 Essential Equipment List 
5.4 Checklist for Start-ups 
5.5 Suppliers 
 
 
ACTSCA’s Fact Sheet Series: 

1. Food Choices & Menu Design 
2. Food Safety 
3. Profitability & Costing 
4. Occupational Health & Safety 
5. Opening a New Canteen 
6. Employment Matters 
7. Volunteers 
8. Canteen Administration 
9. Canteens In Trouble 
10. Accreditation & Training 
11. On-line Ordering 
12. Useful Sources of Information 
13. About ACTSCA 

Acknowledgement: 

ACTSCA, 2008 (DL) 

Disclaimer: 

Every canteen is different and all 

advice and information should 

be carefully considered in light 

of your specific circumstances. 

Contacting ACTSCA 
Representative: 

Web:  www.focis.com.au 

Email:   dll.actsca@optusnet.com.au 

. 

Fact Sheet 5.1 from Series 5 Opening a New Canteen 

Overview 

A canteen policy is a document which states in general terms the 

goals, the structure and the “rules” or guidelines by which the 

canteen is going to operate.  It is a document that is developed by 

the subcommittee and often the manager, in consultation with the 

wider school community, and it is discussed and endorsed at a P&C 

General Meeting.  It is therefore an official document generated 

through a process of careful consideration and community 

consultation. 

A well-considered policy will give the canteen sub-committee and 

the canteen manager a framework for their decisions.  Ideas (or 

demands) from parents can be assessed against the guidelines 

and goals already set down in the policy.  For example, if a parent 

demands that the canteen should become 100% lolly free, the 

appropriate response based on the canteen’s policy might be the 

XYZ School Canteen Policy states that “the canteen will provide 

wholesome and nutritious food including no more than two lines 

of confectionery and no more than one line of chips.”   

Or if the question becomes “why does the canteen not contribute 

any funds to the P&C Association?” the answer might be that the 

Canteen Policy is that the profit goal of XYZ Canteen is to break-

even. 

To change the policy would require a canvassing of opinion, a 

debate at a P&C meeting and an endorsement of the proposal.  In 

this situation if the policy change is agreed it is, by definition, more 

likely to reflect the wants of the school community.  By requiring 

any significant policy changes to be endorsed by the P&C, the 

canteen is less likely to be pushed whither and thither at the whim 

of a revolving door of parents or committee members with an 

agenda. 

A canteen policy should not try to specify an answer for every 

conceivable incident or situation.  It should be a general 

statement of aims and philosophy, and an outline of the basic 

administrative process.  If a canteen has a policy like this, the 

committee and manager can do their jobs with confidence and 

shared vision. 

Attached is a sample outline for a canteen policy.  We have given 

subheadings and dot points which suggest topics a P&C or 

canteen subcommittee might consider when developing their 

canteen policy.  As always, please assess each item on its merits 

and in light of your own situation and amend as necessary. 
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Sample Canteen Policy 
Purpose/Rationale 

The school canteen is an integral part of the school. The P&C/School Board acknowledges: 

 its contribution in implementing nutritional guidelines and providing food choices that promote 

healthy eating habits 

 its provision of a wide variety of nutritious foods which are readily available on the school 

premises 

 its promotion of a food service with high standards. 

Administration 
The P&C Association is responsible for the administration of the “XYZ Primary/High School” 

Canteen through the Canteen sub-committee. 

Canteen Sub-committee 

 Makes recommendations to the P&C Association on the operation of the Canteen and assists 

in the development of the canteen policy. 

 Meetings should be held monthly and ensure that: 

o all accounts are paid on time; 

o correct wages, taxation and superannuation are paid; 

o adequate financial records are maintained and audited annually; 

o a written report is presented to the P & C Council/Association each term. 

 Generates school community support for the Canteen. 

 Supports and encourages canteen staff and volunteers. 

 Liaises with canteen staff to produce the menu and price list. 

 Ensures that the equipment and facilities are well maintained.  

 Acknowledges the efforts of the Canteen staff and volunteers. 

Service 

The goal of the canteen is to provide appetizing, healthy lunches and snacks priced to reflect the 

value of paid and voluntary labour and sufficient to cover food, operational and maintenance 

costs. 

 The Canteen will operate under the requirements of the Food Safety Act 2001 and any 

guidelines of the ACT Health Protection Service. 

 No smoking in the canteen 

 Staff and volunteers should organise for a replacement if they (or family members) have or are 

recovering from any infectious illness. 

 Equipment and stock must be insured against loss or damage and worker’s compensation 

insurance must be taken out to cover all workers. 

 The Manager and/ or paid assistant shall be given a copy of the Canteen Policy document. The 

duties, salary and conditions of the Manager and/or paid assistant shall be set out in the 

attached Duty Statements.  

Volunteers 

Volunteers provide a valuable service to the school and it is important that they know and 

understand what is needed of them. A schedule of daily operations and hygiene standards will be 

prepared and displayed prominently in the canteen. 
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Promotion 

The School Canteen is important in its educational role and promoting foods and services is 

essential. In other words, the Canteen must sell itself. To do this the canteen should: 

 advertise and communicate with students about canteen food lines and activities 

 have a well organised and stimulating counter display 

 hold regular “special days”. 

School Staff and Students 

Co-operation between the school community and canteen staff is essential. School staff and 

students should: 

 ensure that ordering, collection and distribution is carried out 

 the school staff will work with the canteen sub-committee to promote healthy eating habits 

 the students will be courteous and co-operate at all times with the canteen staff. 

Nutrition and Health 

 To provide food that is wholesome and nutritious. 

 To support classroom programs relating to nutrition and dental health. 

 To assist students in understanding the need for a good quality, balanced and healthy diet. 

 To provide food from the five food groups. 

 To sell foods low in fat, sugar, salt and with reduced colouring and preservatives. 

 The choice of food is to be based on the “Traffic Light” food categorization system. 

Management 

 To apply good management practices and endeavour to maintain adequate cash flow. 

 All receipts and expenditures are to be recorded. 

 Deliveries must be checked against dockets and items not ordered or of inferior quality are not 

to be accepted. 

 Credit is not allowed. 

 All prices to be reviewed regularly. 

 Daily takings are to be prepared for banking by the Manager/treasurer and totals checked and 

recorded. 

 Day-to-day pricing, particularly fruit and vegetables, are to be made by the canteen staff. 

General pricing policy is to be made by the Canteen Committee and reviewed periodically. 

 To maintain profitability, regular stock and equipment records are to be kept including details 

of suppliers. 

 All food stock is to be properly refrigerated and or stored to eliminate the possibility of spoilage 

and food poisoning.  Cleaning agents are to be stored safely. 

 Stock: 

o Update regular orders 

o Avoid over stocking 

o Rotate stock 

o Control wastage 

o Minimise opportunities for pilfering. 

 Inadequate or broken equipment will effect the efficiency of the Canteen. Within budgeting 

restraints, allowances should be made for the purchase of many items of small equipment 

(knives, bowls, tea towels etc) and new items of major equipment. 
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Social and Cultural 

 Develop and encourage the appreciation of the ethnic, cultural and social importance of food 

and to provide an opportunity for students, teachers and parents to share in a school activity. 

 Encourage the canteen to be a social/community focal point to further the work of all 

volunteers in the school and the work of the P&C. 
 

 

 

 

 

 

 

 

 

 

 


