XXX (insert school name) canteen report to P&C (and/or Principal)  

This tool is a great resource for employers (e.g. P&C) and employees (canteen staff and/or volunteers) to ensure effective and regular communication between parties. 
Completing this template allows:

- Consistent communication between parties
- Opportunities to address issues

- Opportunities to share successes.
We recommend the canteen is requested to complete monthly or bi-monthly reports, that way whenever the next P&C is scheduled you will have an update at hand.  Details of this process should be defined in the Canteen Supervisor job description and/or Canteen Committee Terms of Reference. 
This template is editable, allowing you to make changes as required. Throughout the document, you will find ‘red text’ where information can be inserted, edited and/or removed. This text box should also be removed when editing.

	Item
	Details 

	Reporting period:
	From XXXX to XXXX


	Days of trade in period:

	

	Total income for period: 

	

	Menu update: 
	Best/worst seller/wastage
	

	
	Suppliers (changes, issues)
	

	
	Changes implemented
	

	
	Changes planned 
	

	Staff and volunteer update

e.g. changes, incidents, injury, special acknowledgment  
	

	Significant events or promotions e.g. students away, theme days, excursion, sports carnival
	In this period:


	

	
	Next period:
	

	Equipment update 

e.g. in good working order; urn needs replacing etc. 
	

	Further support requested: 

e.g. resources, training or other support to enhance the food service

	

	Other issues/comments/success stories/questions:


	

	Report prepared by:
	

	Date report prepared:
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