

INSERT SCHOOL, TUCKSHOP OR P&C LOGO 
POLICY DOCUMENT: [Insert Tuckshop / Canteen name]
	Policy Name:  
	Order Cut-Off Times Policy

	Policy Number
	(If applicable) 

	Date Published:  
	[Insert date]

	Authorised by: 
	[E.g. School Business Manager or P&C President]

	Policy Purpose:  
	This policy outlines the order cut-off times for the school tuckshop to ensure efficient operations, accurate food preparation, food safety compliance, and timely service to students and staff. 

Clear cut-off times help minimise food waste, support volunteer workload management, and ensure orders can be prepared safely and consistently.

	Scope: 
	This policy applies to all staff, volunteers, contractors, and members of the school community involved in placing, preparing, processing, or serving tuckshop orders, including online and counter sales.


	Definitions: 
	
Order cut-off time – The latest time an order can be placed for preparation and service on a specified day. 

Online ordering system – The approved digital platform used by the tuckshop to accept orders. 

Special orders – Orders that require additional preparation time, customised items, or large quantities (e.g. catering, class orders, special dietary requests).


	Policy Actions: 
	1. Standard Order Cut-Off Times 
a.  All regular tuckshop orders must be placed by [insert time, e.g. 8:30 am] on the day of service. 
b. Orders placed after the cut-off time will not be accepted or prepared, except in exceptional circumstances approved by the Tuckshop Convenor or Manager.
2. Online Orders 
a. Online ordering will automatically close at the designated cut-off time. 
b. Families are responsible for ensuring orders are submitted successfully before the cut-off time.
3. Counter and Paper Bag Orders (if applicable) 
a. Counter or paper bag orders must be submitted before the published cut-off time. 
b. Orders submitted late will be returned or declined.
4. Special or Bulk Orders 
a. Special orders, catering requests, or large class orders must be submitted at least [insert timeframe, e.g. 48 hours] in advance. 
b. Approval is subject to staffing, stock availability, and food safety considerations.
5. Communication of Cut-Off Times 
a. Order cut-off times will be clearly communicated via the school website, newsletters, online ordering platform, and tuckshop signage. 
b. Any temporary changes to cut-off times will be communicated as early as possible.
6. Non-Compliance 
a. Orders received after the cut-off time will not be prepared or refunded. 
b. Repeated non-compliance may be referred to school administration or the P&C/P&F for review.


	Related Policies, resources and documents:
	· Online Ordering System User Guide 
· Tuckshop Daily Production Plan
· Food Safety Program
· Volunteer Roster and Workflow Procedures


	Contact Information:
	For questions about this policy or suggestions for improvement, contact: [insert contact (Tuckshop Convenor / Manager / School Business Manager / P&C President]


	Review Date:
	[insert date]




*This Policy Template was provided by the Queensland Association of School Tuckshops to support School Food Service Staff create policies that are relevant to their service. Update the information provided in yellow in the document prior to publication. 
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