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Formal Tuckshop Takeover Checklist 
If the P&C chooses not to run the tuckshop, the school takes responsibility for managing the venue or outsourcing it. 
Administration, Compliance & Licensing 
​​☐The tuckshop complies with the Design, Fit-out Requirements for State Food Businesses. 
​​☐The tuckshop facility meets Workplace Health and Safety Act 1995 standards. 
​​☐If applicable, the Food Business Licence been transferred to the new owner or a new application has been submitted to the local council (usually 30 days prior). 
​​☐If applicable, there a Food Safety Supervisor on site. 
​​☐A Food Safety Plan is in place. 
​​☐Public liability and relevant insurance cover is in place. 
​​☐Review contracts with suppliers, vending machine operators, and school management. 
Menu  
​​​☐ The menu complies with the Smart Choices Healthy Food and Drink Supply Strategy 
​​☐ Identify allergy-friendly options and create an allergy management procedure. 
​​☐ Review the current menu, get feedback, and introduce new items.  
Staffing & Volunteers 
​​☐All workers and volunteers have Working with Children Blue Cards and follow standard operating procedures 
​​☐Review the volunteer/staff roster. Identify if you need more staff. 
​​☐Train all staff/volunteers on food safety, hygiene, and emergency procedures. 
​​☐Organise uniforms and aprons (if needed). 
Financial Management 
​​​☐ Review the last 12 months' financials (Profit & Loss (P&L) Statements) to understand profitability. 
​​​☐ Set up a dedicated business bank account. 
​​​☐ Review menu prices to ensure costs (ingredients, packaging) are covered and a profit is made. 
​​​☐Decide if you will use an online ordering system (e.g., Qkr!, Flexischools) or manual systems. 
​​☐​ Conduct a full inventory count of all food, drinks, and packaging.  
Operations & Equipment 
​​​☐ Test all equipment (fridges, freezers, ovens, warmers, POS systems). 
​​☐Check that freezers/cool rooms are at the correct temperature. 
​​​ ☐Implement a strict cleaning and sanitising roster. 
​​​☐ Set up accounts with food wholesalers and local suppliers.  
Site Inspection & Health 
​​​☐ Ensure a valid pest control certificate is on file. 
​​​☐ Display fire safety, emergency, and handwashing posters. 
Communication 
​​☐ Announce the changeover in the school newsletter/social media. 
​​​☐ Send the new menu to parents. 
​​​☐ Create a way for parents/students to provide feedback. 
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