Administrative
Procedure 525

Vending Machines in Schools

August 2025

Background

The Division believes in providing consistency in the administration and operation of
vending machines in schools, to address their safe installation and to manage the
attendant financial responsibilities.

Procedures

1. A vending machine may be installed and operated in schools, either by the school
or by an outside contractor, subject to the following requirements:

1.1 The Principal must approve the placement of the vending machine, the
products that will be sold and the disposition of net revenues.

1.2 In addition to approval by the Principal, the Director of Plant or designate must
approve the installation of a vending machine.

1.3 Any alterations to a building to accommodate the installations must be
approved by the Director of Plant.

1.4 The vending machine must have signs posted in a conspicuous place warning
against moving or rocking the machines.

1.5 The vending machine must be emptied and disconnected from electricity
during the summer and other break periods, unless specifically approved by
the Principal.

1.6 All costs associated with the installation of the vending machine (including the
provision of separate electrical circuits or measuring devices if necessary)
maintenance and operation of the vending machine must be borne by the
school or outside contractor as the case may be.

2. Cash must be removed from vending machines regularly and a notice that this takes
place must be posted clearly on each vending machine.

3. It is recommended that cash be removed weekly from vending machines that
receive a high volume of use.

4. If vending machines are operated by schools, the following procedures must be
followed:

4.1 All cash removed from the vending machine must be remitted, intact and on a
regular basis, to the school secretary for receipt.

4.2 Cash may not be held in any other location or applied to any purchases or
reimbursements.
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4.3 Itis recommended that:

4.3.1 Vending machine profit be measured regularly, compared
to expectations or budgets and reported to the Principal.

4.3.2 A physical count of inventory be made at least annually and verified
with inventory records.

5 If vending machines are operated by third parties (outside contractors), the following
conditions must apply:

5.1 All contracts related to vending machine operation must be approved by the
Superintendent or designate;

5.2 If there is a system contract for vending machines, all vending machine
contracts must comply with the terms and conditions of the relevant system
contract.

5.3 In the terms of the contract, all contractors must agree to the provisions of this
Procedure.
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