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Recommended Tuckshop Policies and Procedures

Every tuckshop needs policies and procedures to operate effectively and successfully. They guide how the tuckshop operates and can reduce the risk of liability. In addition, they promote consistency for both employees and the school community.

These documents need to be updated every 1 – 2 years and housed in a central location so that they can be referred to easily. 

Policies and procedures can take the ‘personal’ out of staff and volunteer management. They should be written in plain language, so that they are easy to understand. 

A Policy should include: 
· School / Tuckshop name 
· Name of policy 
· Purpose of policy (explains why the policy is necessary in the Tuckshop environment) 
· Scope of the policy (who the policy applies to) 
· Definitions
· The step-by-step process or guidelines that need to be followed to comply with the policy. 
· Related procedures, policies and resources. 
· Date published 
· Review date 
· Who authorised the policy.

Utilise this EXAMPLE TEMPLATE to help create your policies for your tuckshop. 



	Policy, Procedure or Guidelines
	Purpose 
	Accompanying Resource or Template 

	Purpose of Tuckshop
	Record why your service exists. 
	

	Food Safety Plan 
	Every school food service should have a Food Safety Plan. 

Private schools require a food licence, and their food safety plan will need to be audited by the local Council. 

State Schools will not usually be audited; however, it is still best practice to have a Food Safety Plan in place.

A Food Safety Plan is a comprehensive list of activities, procedures, and support programs that consider every aspect of a food business to ensure that the food produced is safe. A Food Safety Plan is unique to each tuckshop based on its menu, equipment, and processes. Key features of a food safety plan include: 

· Food safety expectations for staff
· Professional development / certification requirements
· Recording and monitoring of temperatures
· Receiving goods
· Food storage 
· Thawing
· Re-heating and hot hold 
· Cleaning and sanitising 
· Labelling of meals
· Actions to take if there is a food safety breach.

Food Safety Plans may also include anaphylaxis management processes (or these may be recorded separately).

	Food Safety Plan

Food Temperature Control 
Cleaning Schedule
Cleaning and Sanitising
Incoming Goods Checking Procedure
Personal Hygiene



	Establishment of a sub-committee / working group 
	A committee can assist in creating relevant policies and procedures in the daily / weekly running of the Tuckshop, assist with financial management and marketing.  

If you establish a sub-committee you need to establish a Terms of Reference that outlines their role, their tasks, when they shall meet, and how information will be reported back to the P&C/P&F or school management. 
	Establishing a Tuckshop Subcommittee

	Staff Position Descriptions 
	Ensure position descriptions are relevant to the school, Tuckshop, the position, and that they include who staff report to.  

Position descriptions need to include role and tasks, expectations, hours of work, training and development, and how performance will be managed if staff are not meeting these expectations. 
	Staff Recruitment
Employment
Award

	Dress Code 
	Ensure staff / volunteers wear covered in shoes when working in the Tuckshop, hair is pulled back, and aprons are worn. Uniforms / aprons allow staff to be recognised within the school community while also encouraging safe food handling practice. 
	Dress Code Policy


	Students in the Tuckshop 
	Some students may be willing to assist with Tuckshop service times and restocking. This is a skill that can enhance their employability outside of school (volunteering, customer service, adaptability, communication skills etc.).  
	Children in the tuckshop
Student Volunteers

	Volunteering Policy 
	Prepare for volunteers by creating a volunteer checklist (things to show them on their first day) and expectations of working in the Tuckshop: Blue Card requirements, food safety requirements, allergy management, and a confidentiality agreement. 

It is important to keep a list of volunteers and the hours in which they work. This may be called upon if a food safety issue arises but also as a record of who has volunteered over the course of the year. It is important to acknowledge this.
	Volunteer Training and Orientation
Volunteer Management Course

	Order cut off time 
	The cut off time for online ordering needs to allow enough time for food preparation prior to first break. Having a policy takes the ‘personal’ out of orders. 

If phone orders are taken, a policy can stipulate how these are to be paid for. 
	Order Cut-Off Time Policy


	Forgotten lunch Policy / Managing students without food 
	It is important the school and Tuckshop has a process for providing food to students without food, and the Tuckshop is compensated for this cost of providing meals. 
	Forgotten Lunch Policy

	Purchasing Policy  
	Refer to the Department of Education’s SOA when determining where tuckshop items will be purchased from. 

Please ensure the instance of staff going off site to collect ingredients is minimised as this poses an increased insurance / Workcover risk, as well as increasing the time taken for business staff to reconcile these accounts.
	Standing Offer Arrangements


	Allergy Management 
	It is important that all Tuckshops have a documented Allergy Management Plan and that staff / volunteers know where to access this. Create this plan in consultation with school staff and students / parents of children with allergies to ensure and promote safe food service to students with allergies. 

We recommend that all paid staff complete an Allergy Awareness course and consider asking your volunteers to complete it as well. It is available online for free.
	Allergy Management
Food Allergy Training (FREE) 


	Cleaning Policy 
	This policy outlines who is responsible for cleaning the Tuckshop. 
QAST recommends creating a cleaning checklist to ensure a cleaning schedule is maintained. Checklists should be kept for 12-months for auditing purposes. 

Refer to the Department of Education statement on cleaning for more information about cleaning responsibilities if you are in a State School. 
	Cleaning and Sanitising


	Waste Policy 
	This policy is important to determine how waste is managed in the Tuckshop (e.g., school garden, composting). 

QAST encourages the Tuckshop to keep a waste log. Review the logs weekly and monthly to determine trends, encouraging more accurate forecasting for food preparation. 
	Wastage logs

	Stocktake Policy 
	This policy will stipulate when stock take is to take place in your Tuckshop. QAST recommends you complete a stocktake of your tuckshop inventory at the end of each school term.
	Stocktake

	Equipment Register 
	This document identifies what equipment is used in the Tuckshop, who owns the equipment (e.g., school or P&C/P&F) when it was purchased, if it has been tested and tagged, and a record of maintenance requirements. 
	Tuckshop Equipment Register


	Menu Pricing 
	This policy determines who will price your menu, how often this will be reviewed and the process that will be undertaken to do this.

Use Menu Pricing templates to determine menu prices and aim for 100% markup where possible. A higher markup may be achieved on some items. 
	Menu Pricing and Markup


	Daily Schedule 
	Daily schedules provide guidance to staff and volunteers and should be current and on display in the Tuckshop. This schedule needs to include tasks and the order / time in which they occur. In theory, anyone should be able to follow this schedule and operate the Tuckshop in the absence of familiar staff.
	Daily Schedule

	Workstations
	Having clearly defined workstations in a school tuckshop is essential for food safety, efficiency and smooth day-to-day operations.
	Workflow and Workstations

	Complimentary Meals Policy
	It is important to have a Complimentary Meals Policy in place to ensure consistency and equity. If you offer staff or volunteers a meal, snack or drink, it is imperative that this is recorded in a log. If staff or volunteers help themselves to food without written approval, it is considered theft. 
	

	Menu Selection  
	If your school wishes to comply with Queensland Government’s Smart Choices strategy, a policy confirming your commitment can be a way to communicate this compliance with your school community. 

A Menu selection policy can also step out the process of putting a new item on the menu. E.g., Guage its popularity on a theme day, ascertain interest from the school community, and the process of rating the menu item per Smart Choices. 
	Smart Choices Healthy Food & Drink Supply Strategy
Smart Choices


	Communication Policy 
	This type of policy describes:
· How the Tuckshop will report to the P&C / P&F / School Business Manager and when.
· Communicate with staff / volunteers 
· Standing meetings / agendas between Tuckshop staff and their Line Manager. 
	Effective Communication in the Tuckshop
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