

INSERT SCHOOL, TUCKSHOP OR P&C LOGO 
POLICY DOCUMENT: (insert Tuckshop / Canteen name])
	Policy Name:  
	


	Policy Number
	(If applicable) 

	Date Published:  
	


	Authorized by: 
	(Eg. School Business Manager or P&C President)


	Policy Purpose:  
	(Explain why this policy is necessary in the school food service environment) 



	Scope: 
	(List who this policy applies to. Eg, All staff and volunteers working in the school Tuckshop.) 




	Definitions: 
	



	Policy Actions: 
	(The step-by-step process or guidelines that need to be followed to comply with the policy. 
Use numbers or dot points. 
Include process that will occur if policy is not followed).

1.  
2.  
3.  


	Related Policies, resources and documents:
	(Are there associated documents that will make complying with this policy easier? Eg, Temperautre Logs for recording fridge / freezer temperatures.)



	Contact Information:
	(If a staff member is unsure of how to follow this policy or has a suggestion for improvement, who do they go to?)



	Review 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. Remove the information provided in Italics in the document prior to publication. 

Date Published: 
Review Date: 
