CANTEEN ROUTINE FOR MONDAY, WEDNESDAY AND FRIDAY
9.00 am start


· Sign in attendance book at school office and collect keys and volunteer badge.
· Turn on pie warmer to above 60o high, pie oven and ovens to 180o. The canteen has 3 ovens, 2 free standing and a pie oven with 6 draws.  Be careful as the bottom tray will burn food quite quickly if left unchecked.  Do not line the drawers with paper as it does not allow the heat to circulate freely.  The warmer (with glass doors) can only be used to keep already cooked food above 60o. It is not to be used to cook food. 

· Check any deliveries against invoices and unpack - place invoices on notice board, ensure that pies, sausage rolls and spinach and ricotta rolls are placed in plastic bags and dated. PLEASE MOVE STOCK WITH THE EARLIEST DATES TO THE FRONT OF SHELVES IN THE FRIDGES, FREEZERS, STOREROOM AND CHIPS RACKS TO ENSURE THESE ARE SOLD/USED FIRST AND WASTAGE DUE TO OUT OF DATE STOCK MINIMISED.
· Note any discrepancies on the invoice and advise the canteen committee asap so the supplier can be contacted. 
PREPARATION PRIOR TO BREAK 1
· Students are to place lunch orders through the slot in the canteen door on arrival at school. A reminder to deliver lunch orders to the canteen will be given at morning lines. Class boxes should have been delivered back to the canteen on the previous lunch day.

· Put about 6 sausage rolls and 3 small pies in the oven to be cooked for Break 1.

· Mark lunch orders against the lunch tally sheet.  Place money in the change container. Tape change to the lunch bag.
· Write names and classes on white labels for drinks and place labels on drinks in the fridge.

· Sort lunch order forms into their class boxes except for wraps, burgers, sandwiches, rolls and noodles and place to one side for preparation.

· Remove required bread, bread rolls and wraps from the freezer and cover with glad wrap to defrost or defrost in microwave. 
· If you need to buy any items from the shop please only purchase the amount required, pay for the items out of the takings and write what is purchased on the back of the receipt.

· Count out frozen food required for lunch orders from the lunch tally sheet onto trays lined with glad bake and place in ovens.  The food should not be allowed to thaw at room temperature.
· The food must be placed in a pre-heated oven and brought to above 60o temperature as quickly as possible.  Hot food temperature should be checked with a thermometer in the centre to ensure it has been heated completely.

· Keep an eye on the foods in the ovens so they are not overcooked. Once cooked  food that is not pre-packaged can be bagged and placed in the glass warmer until ready for packing. 

· Cut up Salad Items as needed for lunch orders.

· Make sandwiches and rolls and place in fridge.

· Make wraps and burgers and place on top of warmer.
10.40am - 10.50 am

· Pack lunches, infants first and place drinks into class boxes ready for collection.
· Infants lunches to be ready first.
BREAK 1
11am-11.50am


Eating time 11.00am-11.10am

Counter sales of snacks, drinks and cold treats

Routine continues on page 2.
BETWEEN BREAKS 1 & 2 (11.50am TO 1.25PM)
· Put any unsold sausage rolls and pies back into the warmer ready to be sold at Break 2.

· Wipe out oven and warmers. Please ensure ovens, grill, hot plates, pie warmer and pie oven are turned off.  

· Do washing up.

· Refill food items – remember to move products with the earliest dates to the front to ensure these are sold/used first.
· Make pikelets and chocolate mousse.  Ensure pikelets are covered. Please make extra pikelets if time allows, wrap, date and place in the freezer to assist volunteers on busier lunch days.
BREAK 2
Counter sales – snacks, drinks, cold treats

Eating time 1.25-1.35pm

Play time 1.35-2pm

2pm

· Wipe down benches and do any washing up.

· Refill food items – remember to move products with the earliest dates to the front to ensure these are sold/used first.
· Count the day’s takings and sign the takings slip. If two people it will need to be checked by second person and both people to sign the takings slip.  Place money into relevant plastic money bags – separate bag for each denomination.  Place takings, takings slip, invoices and shop dockets (if any) into the cloth bank bag.

· Write down takings on the bottom of the lunch sheet.

· Flatten boxes and leave along with compost for students to collect. 

· Sweep the floor. Our cleaner mops the floor for us.

· Take the garbage down to the bins (between the library and play equipment).

· Take tea towels home to wash and return them to the canteen as soon as possible.

· TURN OFF all power points inclusive of Air conditioner, microwave, pie warmer and kettle.  Close the blinds.

· Make sure the storeroom light is turned OFF and the storeroom door and back door are LOCKED.

· Make sure the fridge and freezer doors are shut.

· If you have utilised the child room please ensure that it is tidied.
· Pick a Chocolate – Thank you, we really appreciate your help.

· LOCK the canteen , take the keys and takings to the office and sign off and return your volunteer badge.

PLEASE ENSURE THE TOILET DOOR IS CLOSED AT ALL TIMES.

Note:

OKF Flavoured mineral waters and lollies are not to be sold. These items have been removed from the menu as a result of parent feedback and in the interests of healthier food choices. The stocks of these will be available on a Red day later in the term. (School staff may purchase these if they wish.)

OUR 2014 COMMITTEE IS:

PRESIDENT:

DANIELLE TURNER
SECRETARY:

TRACEY MORRIS
TREASURER:

ANGELA ROBERTS
BUYER:


KELLY MEEHAN
ROSTER:

LEANNE COX
If you have any questions about the running of the canteen they should be directed to our President, Danielle Turner.
We thank you for your time and support of the school canteen.
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