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Metcalfe Public School Council

2701 8th Line Road

Metcalfe, ON   K0A 2P0

Tel: 613-821-2261   Fax: 613-821-7801

Procedures for Sub Lunch Program:
Contact Information:

Supplier:  Manotick Subway

                 Main Contact:  Wayne Smith (Owner)

                                          Mike  (Manager)

                 Phone:  1-613-692-0112

                 Fax:      1-613-692-3527

Types Available:

Lunch – 6” Sub (Ham, Turkey or Cold Cut), Juice Box and Chocolate Chip Cookie

Manotick Subway also places lunches in individual bags with the type marked on the outside of the bag – “H (ham), T (turkey), CC (cold cut)”.  Pickles are supplied in containers – one container per classroom. 

We currently have a no special order rule – we do make exceptions in the case of students who have medical conditions (i.e. diabetic –  pizza sub)

There are 3 signing officers each year, the Chair, the Vice Chair and the Treasurer.  Each cheque requires 2 signatures to authenticate it.  One member of the leaving Executive must inform RBC that a new Executive has been chosen and outline who now has signing authority.  Each of the new signing officers will have to go to the bank to sign the signature card.  
Placing the Order:
· Print out the “Roll-up” printout for the Sub Lunch on the correct date (see council chair for sample)

· Prepare fax for Manotick Subway (sample council chair for sample) and send at least 3 days prior to the day of the delivery.

· Ensure that all special orders are noted clearly – i.e. pizza subs, etc.

· Follow-up with phone call to Manotick Subway within 24 hours of sending fax to ensure it has been received.

· Send e-mail to Treasurer stating what the $ amount is so he/she can cut the check in the right amount.

· Note:  When new term starts ensure tentative dates are sent to Subway to ensure that there is no conflict on their end.

· Once dates are scheduled – send a fax to Subway to ensure they have all the scheduled dates (and tentative numbers, if available – this is to assist Subway in ordering necessary products on their end).

· Manotick Subway adds 1 Extra of Each Kind to the order at “no charge”.  This is their way of saying “Thank You” to the volunteers who arrange for the lunch.  (We use these subs for the students, especially near the beginning of a new term in case there are errors on the spreadsheet.)

· As Manotick has several schools that they supply – ensure that MPS is indicated on all papers and state the delivery time on each faxed order.

Sub Day:

· Print out Classroom Lists (ensure gridlines print for easier distribution).

· The check should be found in the Main Office.  Confirm the amount is correct.

· Subs should arrive at the school via the Intermediate Doors at approx. 10:45 AM (Lunch is currently at 11:05 AM for all grades).

· Confirm amount with delivery person and ensure receipt is received.

· There should be one box per class + one box containing “Extras” and “Specials”.  

· Attach the appropriate Class List to each box.  If time permits, ensure there is the right number of subs in each box according to the class lists.

· Place any “Specials” in the appropriate Class Box – or ensure they are delivered to the appropriate students.

· Deliver the boxes to the appropriate classrooms at 11:00 AM.

· At 11:15 AM, all extras should have been returned to you from classes who have students absent.

· If there are extras, they can be sold to students for the regular price ($3.75).

· All monies collected should be given to the office to be put in the safe.  The monies should be placed in an envelope marked with the following information:   “Treasurer’s Name, Extra Money for Subs, Date and Initials” 

· The receipt of payment for the order can also be put into the envelope indicated above.

· Send an e-mail to the Treasurer indicating what was put in the envelope for the day.

