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This is Fact Sheet 8.1 from Series 8 Canteen Administration 

 

Overview 

One of the most important tasks of the canteen manager is the 

accurate maintenance of relevant and effective records. 

The Canteen Manager is the person (often the only person) with 

the knowledge about how the canteen is operating; how profitable 

it is; what’s new on the market; what sells and what doesn’t; what 

state the equipment is in; what new equipment is needed to 

maintain an efficient canteen; food safety requirements; how to 

maintain good OH&S practices, and more…This Fact Sheet 

discusses what records need to be kept, why and how to do it. 

The Diary 

One of the most important items of stationery that any canteen 

manager should have is a day-to-a-page diary.  It should be 

completed on each day that the canteen operates by the 

manager. It shouldn’t take any more than 10 - 15 minutes to do 

and should be completed last thing before you pick up your bag 

and walk out of the canteen.  It becomes your “bible” and one of 

the most important, if not the most important record in your 

possession. 

What should be put in the diary? 

 The names of paid canteen staff, including yourself – they 

should sign in and out of the canteen using the diary. 

 The names of volunteers – again they should sign in and out of 

the canteen using the diary.  I know that many schools 

nowadays want visitors to the school, including parents, to sign 

in before moving about the school, but they should still sign in 

when they come into the Canteen. 

 As a matter of courtesy to your volunteers, at the start of each 

year, or whenever a new volunteer comes to the canteen, you 

should explain to them why you need them to sign in and out 

(using the diary).  It is for their protection as much as for yours.  

If they (or any child of theirs in the canteen) has an accident or 

is injured, it will assist in reporting to the school and should 

also assist in any claim they might have against public liability 

insurance.  

 If you are required to keep a roster of volunteers, it will help 

you keep track of who is available, how often, and also helps in 

keeping your volunteer roster up to date.  Having an accurate 

record of who has helped also means you can make sure 

everyone is thanked (for example if your canteen sends 
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Christmas cards or holds a Thank You Morning Tea). 

 Recording any OH&S issues. 

 Recording any accidents or injuries. 

 Be sure you establish a contact person within your P&C/P&F Association that you can report 

to so as to ensure the integrity of their Worker’s Compensation and/or Public Liability 

Insurance. 

 Recording any incidents that you, staff or volunteers may have witnessed around the school 

canteen area.  This is especially important if there are any incidents that the school staff may 

have concerns about or need information on. 

 Recording any equipment failures or losses. 

 Daily estimate of the food sold, and how popular it was, as well as food wastage. 

 Recording Special Day menus:  this would include the name of the special day, menu details 

and quantities ordered, number of volunteers needed and number of students served.  It is 

also a good idea to record the day’s takings and the day’s success or otherwise. 

 Recording food temperatures as required under Food Safety Legislation. 

Financial Record Keeping 

Having established your need for ‘the bible’, I would like to move onto the financial record 

keeping necessary in a school canteen and before we go any further, I would make a couple of 

obvious observations.  As we all know it is necessary to keep accurate records of your weekly 

takings, broken down on a daily basis.  Why do we do this? 

 Firstly, so that you can track your profitability from month to month.  If suddenly your takings 

go down, and therefore your profits, it is much easier at the end of the month to be able 

assess the situation, have discussions with your committee and quickly resolve the problems.  

Waiting to the end of the year to find out that you have made a loss is not right.  The sooner 

the problem is identified the better your chances of minimising it.  

 Secondly, it gives you a comparison from one year to the next.  We all know that for any 

number of reasons, daily/weekly takings can be up or down.  Special events in the school 

often involve the canteen and therefore increase the daily takings (although they can fall off 

for the rest of the week), or if there is a swimming carnival, athletics, school camp, etc the 

takings will be dramatically less.  But these things happen in cycles, and often around the 

same time each year.  So if there is a sudden downturn in your takings, it gives you a first 

point of reference as to why. 

 

It doesn’t matter what the decision of the owner of the canteen is, ie P&C/P&F Association, as to 

whether your canteen is there to make a profit to be returned to the school or operates solely to 

provide a service to students and staff, IT MUST NOT OPERATE AT A LOSS. 

You will in all likelihood (depending on your duty statement) be required to keep certain 

accounting records for the treasurer.  These will include: 

 Stock orders with full details of the supplier, item(s) ordered, quantities, date of order and 

date of receipt, condition of goods on arrival.  

 

 Daily takings and banking and at the end of each week a reconciliation of what you have 

taken each day, against what you have retained for petty cash and what you have banked. 

 

 Petty cash records detailing the date, description of the purchase, the amount and who 

purchased.  Payments should only be made on presentation of dockets and everything 

should be handed over to the treasurer at the end of each week/month depending on what 

arrangements you have with your treasurer.  Asking the treasurer to sign for them (and any 

other paperwork you hand over) is an added protection for you. 
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This sort of record keeping is best done in a 2/3 column journal book, which can be bought 

from any stationer, and you should start each school year with a new journal.  If you have 

access to a computer, it can be stored on a spreadsheet.  There are no hard and fast rules that 

say that paperwork has to be completed on Friday afternoon.  If you find that at the beginning 

of the week you have more time, then set that time aside to do your weekly reports, updates, 

etc.  What is important is that it is done on a regular basis, preferably once a week.  This will 

also mean improved time management and less stress.  

Stock Taking 

Stock taking is an integral part of any school canteen operation. Not only does it ensure that 

canteens are not overstocked with saleable items, but it also keeps track of equipment in the 

canteen and its condition.  It is also very good to have in the event the school canteen is 

broken into or vandalised over weekends or during school holidays.  Stocktaking should be 

done at the end of each term. 

I recommend that you prepare a standard stock sheet, one for saleable items and one for 

equipment.  To save time, stock sheets can be prepared in advance and printed with items 

that are regularly carried in stock.  When doing a stock take: 

 the goods that you sell should include information on the date, the items in stock and the 

quantities, and where they can be found, eg fridge, freezer, store room, cupboards, etc.  

 

The stock take of equipment should not only list the various items, but should also include an 

assessment of their condition.   Don’t forget to make sure that the annual audit of electrical 

equipment done by the school includes the items in your canteen. 

Shopping for members of the school community 

This is an issue that may or may not apply to your canteen operations.  It is not uncommon for 

parents and/or staff from within the school to approach you to do ‘shopping’ on their behalf.  

This may be as little as “Mary is having a party on Saturday for her birthday – could you please 

get me a box of party pies and some sausage rolls” to “here is my weekly order”.  This practice 

is an absolute “no, no”.  Quite apart from the fact that you are putting the P&C at risk of 

breaching the Incorporations Act by allowing some people to get an unfair advantage, you are 

not employed to do the shopping for anyone but the school canteen. 

Even if you charge a percentage to place orders for members of the school community, it will 

never be enough to cover your costs.  In its worst form, the time spent on accepting the order, 

placing the order, receiving the order and then contacting the person/people concerned to 

collect it will never be covered by the percentage increase you charge.   

I know that it can be embarrassing to have to say no to people within the school, but this is 

where the P&C must support you, by making it common knowledge that this practice is not 

acceptable and by putting a sign in the canteen in a prominent position stating “Please don’t 

ask Canteen Staff to make grocery purchases on your behalf because they don’t want to 

embarrass you by saying NO”. 

Running Accounts for parents and/or teachers 

This is a practice that runs in some schools and is not sound business practice.  No other 

business of this kind would allow its customers to come in, buy their lunch, and put it on their 

account.  The time and effort that is required to keep track of who has bought what, issue 

accounts and arrange to collect payment is outweighed by any additional sales that might be 
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made. 

Even when parents or teachers pay an amount up front, it still takes time keeping a record of 

what they bought and when, recording it against the money you hold, then inevitably discovering 

that they have placed an order, but there are no more funds, then you have to give them an 

account, collect the money and ask them if they want to pay in advance again – its just one long 

ride on the merry–go–round for a dubious return to the Canteen. 

The school canteen is not like a department store which is competing in the market place for its 

share of sales.  The school canteen has a limited but captive customer base.  In other words 

DON’T DO IT.  

Personal Employment Records 

These are very important for you as employees for the purposes of reference, employment 

termination and long service leave. 

 
Under the WorkChoices legislation which came into effect on 27 March 2006 it is a requirement 

that: 

 Employers must keep records relating to employees for 7 years.  Records must include such 

matters as: 

o Hours worked 

o Pay details, which would include deductions, such as income tax. 

o Leave accruals/balances if applicable 

o Superannuation contributions 

In fact, ACTSCA recommends that wages/time records be kept for much longer.  Records should 

be kept from the date of commencement and for at least 7 years after employment ceases.  This 

is because to work out the entitlement for Long Service Leave payments you will require a 

complete and unbroken record of a person’s working life, and claims can be made after 

employment has ceased. 

Each day that you work, or your paid staff works, a time sheet should be completed which 

includes information on the dates and hours worked and at the end of the pay period, the hours 

should be totalled and the employee should sign it before handing it to the treasurer for 

payment.  I recommend that you keep a copy of the time sheets. 

Many canteen managers as employees are outstaying their employer, and there are an 

increasing number who have or will have an entitlement to long service leave.  It is important 

that you retain all your payslips while ever you are employed with the school as it is the one 

accurate record that you have of your time with the school and will increase your chances of 

receiving your correct entitlements, particularly long service leave payments. 

In addition to the superannuation amounts made on your behalf and disclosed on your payslip, it 

is not unreasonable for you to know the name of the fund, date of deductions, the amount and 

the employees’ fund number, if it is known.  Also be aware that you can now chose your fund, 

and if the one that your P&C has chosen isn’t satisfactory for you, or if you have another fund 

from a previous employer, you can ask to have your superannuation put into the fund of your 

choice.  If this is not happening, please speak to your treasurer. 
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Conclusion 

 

I know full well that many canteen staff members do far more work in the canteen than they 
are paid for.  What I have just presented to you might, on the surface, appear to be a lot of 
extra work that you would rather not be coping with. However, I can assure you that keeping 
your financial records, stocktaking records and administrative records, up to date and as an 
automatic part of your daily routine will in the end save you time.  What is more, it will re-
affirm to your employer that you really are the expert, that you take a professional approach to 
your job, and that at any time they need information that will allow them to make informed 
decisions, you can be relied upon to provide it.  
 
 
Deirdre Love 
 

 

 

 

 

 

 

 

 

 

 

 


