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Part 9 Canteens

Introduction and Summary

The aims of a school canteen include functioning as an efficient business enterprise by offering regular, consistent and quality service to the school community and recognising that a healthy canteen can operate profitably for the benefit of the school, but its value as a source of profit is secondary to its value as an educational resource.
The approval of the Assistant Director-General, Region is required before a canteen may be established on school property or before the method of operation may be varied. (9.224) There are three methods of operation:

(a) By lease to a private contractor.
(b) By a subcommittee of a parents organisation, with the principal as an ex-officio member,

(c) As a school-operated canteen.
The following summarises the financial objectives and arrangements for school operated canteens and those operated by parents' organisations. Pricing decisions are to be taken realistically in the light of all circumstances so that these objectives may be met as fully as practicable:

(a) The income should be sufficient to
(i) Meet the full costs caused by the existence and operation of the canteen, including provisions for depreciation and long service leave.

(ii) Provide an appropriate contribution to the school for educational purposes equivalent to:
· net profit less any required increase in working capital; the costs of any services met by the school and, wherever practicable,
· the costs of building repairs and maintenance. 
(b) Canteens operated by parents' organisations meet these objectives by making contributions or by the purchase of equipment, materials or services to enhance the school's budgeted programs.

The remaining policies and procedures apply to school operated canteens. However, it is considered that there would be overall advantages if similar procedures were adopted for canteens operated by parents' organisations; and that action is recommended, although it is a matter for parents' organisations to decide (18.242). Workers' compensation and Voluntary Workers' Insurance are required. (9.311)

The cash takings each day are to be counted by two people, wherever practicable and entered in a Daily Sales Book. A bank account titled "Canteen Operating Account is to be opened for all the operating receipts and payments. Funds equalling the provision for depreciation (at a minimum of 15%) and long service leave are to be invested in authorised investments, as defined in 30.0502. Transactions concerning these investments are to be recorded in a Canteen Reserve Account section of the cashbook.

Prices are to be adequate to provide an appropriate net profit after meeting the full cost of the canteen's operation, ie, the purchase cost of items sold, the selling and administrative costs, and the contribution paid to the school for costs not met by the canteen.

A stocktake is to be performed at least once a term and the stock on hand valued at replacement cost for the preparation of the Trading Statement each term. The average expected mark-up is to be calculated for a

fortnight's transactions at the end of term 1 at least, and this figure used to monitor the realised mark-up as calculated on the Trading Statement prepared for each term's trading.

The following financial statements are to be prepared at the end of each year:

(a) A Trading and Profit and Loss Statement to show the net profit or loss on the canteen's operation for the year.

(b) A Balance Sheet to show the canteen's financial position as at the end of the year, eg, assets, liabilities, etc. 

Certain memorandum records are to be maintained because of the absence of the full set of accounts normally maintained for activities of a trading nature. 
Monitoring the financial position of a canteen involves:

(a) planning the gross profit needed to meet the appropriate level of costs and the contribution to the school;

(b) analysing the trading results to meet the appropriate level costs and the contribution to the school;

(c) analysing the trading results each term, especially by comparison with the average expected mark-up as shown on the mark-up schedule prepared at least at the end of Term I;

(d) analysing the financial statements and taking appropriate management action, where necessary, if the financial results or trends are adverse;

(e) ensuring that prices are kept in line with costs in times of inflation; and

(f) Ensuring that sound financial management procedures are practiced throughout the year for the purchasing, receipt and issue of stock and for the receipt and banking of money.

