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TERMS AND CONDITIONS: CATERING 

OPERATING TIMES 

University Caterers standard operating hours are Monday to Friday from 08.00am to 04.00pm. All 

deliveries and collections required outside these times will incur an additional fee. Catering 

services outside standard operating times is by prior arrangement and subject to approval. 

 

CONFIRMATION OF BOOKING 

We require a minimum of ten (10) business days’ notice to process and confirm your booking. 

Amendments to numbers, schedule and location must be advised at least two (2) business days. 

No amendments will be accepted after that date.  

Bookings are not confirmed until you have received your written confirmation from the University 

Catering staff. 

 

CATERING AND SPECIAL DIETARY REQUIREMENTS 

Menu selection must be confirmed seven (07) business days prior to the event. 

Special dietary requests must be made at the time of booking and will not be accepted later than 

two (02) working days prior to the event. Additional costs may apply for special diets. 

University Caterers will make every attempt to identify ingredients that may cause allergic 

reactions for those with food allergies by labelling the items with allergen-containing ingredients. 

While we take reasonable precautions, we cannot guarantee that any item is completely free from 

traces of allergens. University Caterers will not assume any liability for adverse reactions to foods 

consumed. 

Please note the following time frames in place to ensure that you are receiving the best possible 

catering service. 

 Minimum Notice Final Confirmation 

Catering Selection 7 business days 2 business days 

Dietary requirements 7 business days 2 business days 

Amendments to numbers, 

schedule, location, dietary 

requirements 

- 10:00am  

2 business days prior 
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DEPOSIT AND PAYMENT 

A non-refundable deposit of 30% of the total estimated spend may be required to confirm 

bookings with a total spend exceeding $15,000.00. The deposit amount will be stipulated in an 

invoice. Full payment must be made five (05) business days prior to the event commencement 

date. Request to make payment post-event must be pre-approved by the UWA Student Guild 

Management (Guild Management) in writing. If approved, full payment must be received within 

seven (07) days post-event. Penalties will apply for overdue payments. 

 

CANCELLATION AND POSTPONEMENT 

In the event of a cancellation or postponement, the following terms will apply: 

 Morning/Afternoon/Lunch 

Event 

Cocktail Event/Dinner 

Event 

Day of the Event & 1 business 

day prior to the event 

 Full Charge* Full Charge + Staff Costs 

2 business days prior to the 

event 

50% Charge* Full Charge + Staff Costs 

7 business days prior to your 

event 

No charge No charge 

*Less any items charged on consumption 

Please note that in the event of a cancellation or postponement that occurs (01) one business day 

prior to the event or less, any food ordered will be prepared and delivered to the Client as 

scheduled.  
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DELIVERIES 

University Caterers will deliver your order up to 15 minutes prior to the confirmed event start 

times (unless otherwise stated). To ensure your order is secure we ask that someone is present to 

accept the delivery and to ensure the area is ready. 

Functions held in public areas should not be left unattended and University Caterers accepts no 

responsibility for missing items once they are delivered. 

UWA Crawley Campus 

During operating hours, delivery, collection, & administration fee from $35.00 per delivery will 

apply for on campus bookings. An after-hours fee will apply for deliveries or collections outside of 

the operation hours (after 4:00pm). Fee will be advised at time of booking.  

 

For bookings confirmed at the Chancellor Room and/or Senate Room and/or Winthrop Hall the 

following terms apply: 

• It is the responsibility of the Client/booker to liaise with Campus Management to ensure 

the Winthrop Hall lift is operational on the day of the booking, during the scheduled 

delivery and collection times.  

• If, on arrival the lift is not in working order the University Caterers Team will not carry the 

urn or any containers containing hot liquid up the stairs from the Ground Floor. 

Unfortunately, no refunds can be issued in this situation. 

 

Off Campus 

All off-campus deliveries will incur a delivery and service fee that starts from $60.00 per delivery, 

depending on the time and distance. The fee will be advised at time of booking. A minimum spend 

of $300.00 is required.  

 

LEFTOVER FOOD POLICY 

In accordance with Health Department regulations and industry standards, all food and beverages 

remaining after the Event will not be removed from the Venue except by the University Caterers 

staff. No refunds or credits will be provided for any unused items.  

 

PRICING POLICY 

Pricing is reviewed from time to time and is subject to change. This includes but is not limited to, 

food and beverages, resources and labour. We will take every effort to finalise all associated costs 

related to your event prior to confirmation.  

A surcharge may apply for bookings held outside of UWA, Nedlands and/or if held on a weekend 

or public holiday.  

All prices in this document are quoted in Australian Dollar and are inclusive of GST. 
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SERVICE STAFF 

The fee to hire service staff is not included in the price of catering. The appropriate staffing levels 

will be advised and associated costs outlined in the proposal. Service staff hire is mandatory for 

buffet service. Please note that additional labour charges may apply if the event runs over the 

scheduled time and this will be added to the final invoice.  

The following hourly rates apply based on a minimum of a 4-hour engagement: 

SERVICE STAFF (7am-7pm) 

Monday to Friday 

Saturday 

Sunday 

Public Holiday 

Additional after hours 

 

$52.00 

$61.00 

$68.00 

$89.00 

$6.00 

DUTY MANAGER (7am-7pm) 

Monday to Friday 

Saturday 

Sunday 

Public Holiday 

Additional after hours 

 

$59.00 

$70.00 

$78.00 

$102.00 

$7.00 

PRODUCT AVAILABILITY 

University Caterers reserve the right to substitute food, beverage or service items, in consultation 

with the Client, when issues arise regarding product availability or supply. 

 

MISSING EQUIPMENT 

Any missing or damaged equipment owned by University Caterers will incur full replacement cost. 

Please ensure that the equipment is left packed at the delivery point. Missing items will be charged 

on the final invoice. 

Additional charges will apply if the University Caterers staff are required to return outside the 

agreed times to collect equipment due to the event concluding later than expected or equipment 

not being left in the designated location.  
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ALCOHOL SERVICE 

When alcohol is supplied at an event by University Caterers, it is mandatory under the terms and 

conditions of our liquor license that it is served by our staff. It is an offence under the Liquor 

Control Act 1988, to sell or supply liquor to a person under the age of 18 years old on licensed or 

regulated premises or for a person under the age of 18 years to purchase, or attempt to purchase, 

liquor on licensed or regulated premises. 

 All prices reflected on our beverage lists are per bottle and will be charged on consumption. No 

credit is given for unused opened bottles. Opened and unused alcoholic beverages cannot be 

removed from the event, except by our staff. The University Function Caterers is proud supporter 

of the concept of responsible service of alcohol. Our service team retains the right to refuse alcohol 

service to an intoxicated patron. 

 

All cocktail events must be supervised by a Duty Manager to ensure compliance and a high 

standard of service delivery. The Duty Manager must also hold Approved Manager status and is 

mandatory for all events where alcohol is served. 

As an operational guideline, staffing will generally be allocated at a ratio of one service staff 

member per 50 guests for both food and bar service. Staffing allowances include a minimum of 

one hour prior to the event for setup and one hour following the event for pack-down.  

Final staffing requirements will be determined based on final event requirements including final 

program, setup and menu. These associated costs will be outlined on your proposal and invoice. 
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