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Disclaimer: 

Every canteen is different and all 

advice and information should 

be carefully considered in light 

of your specific circumstances. 

 

Contacting ACTSCA 
Representative: 
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This is Fact Sheet 7.2 from Series 7 Volunteers 

 

Overview 

Induction is a means of introducing a new person into the 

workplace, regardless of whether they are paid or unpaid.  

Providing staff with information about the job and working 

environment, allowing them to work effectively and safely, is a 

cornerstone of sound occupational health and safety procedure 

and is also good manners. 

A Typical Canteen Induction 

 Introduce the manager, assistants (if any) and other volunteers.  

Smile and be welcoming. 

 Ask volunteer to sign in and explain that this is for accident and 

insurance purposes. 

 Stress that the Manager is available to answer any queries the 

new volunteer may have. 

 Show volunteer where to leave personal belongings. 

 Show volunteer the canteen layout e.g. toilets, fire exit, tea & 

coffee making facilities, aprons. 

 Show where the first aid kit is kept.  

 Consider what happens if the Manager is not available in the 

Canteen, even for a short time. 

 Explain any emergency plan and evacuation procedure and 

point out the safest exit door. 

 Explain the daily routine and time frames, eg when school 

recess and lunch breaks are taken.   

 Explain if or when tea/coffee and/or lunch breaks are taken by 

the staff and volunteers. 

 Explain that all accidents, no matter how small, should be 

reported to the Manager. 

 Inform volunteers if children are allowed in your canteen.  

Explain arrangements made for accompanying children. 

 Ask volunteer to notify Manager if any particular hazard (eg 

loose wire) is noticed and point out any potential hazard such 

as pot handles, etc. 

 Estimate the tasks with which the volunteer would feel more 

comfortable.  For example, some volunteers do not feel 

comfortable serving students, particularly on their first 

attendance in the canteen. 

 Explain safe use of equipment and inform and point out possible 
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hazards, eg water temperature, ovens, chemicals. 

 Explain and show food served, preparation areas and procedures, location of cutlery, crockery, 

etc. price lists, serving areas and cash drawers. 
 Explain clean up procedures at the end of the day. 
 Provide a copy of a volunteers work schedule. 

Health and Food Safety Issues 

 
 That for health purposes excess jewelry and loose hair is not acceptable.  Proper shoes should 

be worn at all times in the canteen – eg no thongs. 

 That aprons must be worn while working the canteen. 

 The importance of correct hand washing and wearing of gloves. 

 Point out the purpose of different cutting boards. 

 The importance of keeping food covered. 

 That washing up and tidying are tasks which are done as they arise. 

 That spills are attended to immediately. 

 That any accidents, no matter how small, are reported to the Manager. 

 Explain the final clean up and sanitizing routine. 

 

Finally, thank your volunteers for their attendance 

 


