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SERVICE AGREEMENT, TERMS & CONDITIONS & PRIVACY POLICY 
 

1. MINIMUM NUMBERS, MINIMUM SPEND & FINAL NUMBERS 

Minimum numbers and or minimum spends apply to all functions. Our standard Minimum numbers are: 

            Canapes      40 

 Sit Down      12  

 Buffet/Shared Feast     12 

 Working Lunches/Fingerfood (Sandwiches etc)  20 

 

a. If numbers are less than minimum numbers, we reserve the right to charge for minimum numbers. 

b. A minimum spend of $1000 applies to all events. 

c. A minimum spend of $10,000 applies to all events on Friday & Saturday evenings & Sunday all day. 

d. Public Holidays will incur a 25% surcharge to food & delivery costs. 

e. Sundays will incur a 10% surcharge to food & delivery cost. 

f. Set menu prices per person will not apply for less than the above noted numbers. Individual 

quotations can be arranged; however an additional charge may apply to meet a defined minimum 

spend. 

g. A minimum spend may apply in certain venues or to certain event types – this will be detailed by 

your Heyder & Shears Event Manager. 

h. Final numbers for catering are due 6 business days prior to the event start date, any reduction in 

numbers previously communicated to Heyder & Shears of 15% or greater will attract a slippage 

charge of 25% of the estimated food and beverage costs per person. 

 

2. PAYMENT TERMS 

a. Upon receiving a signed service agreement, a 50% deposit of total estimated event charges will be 

invoiced – Payment terms upon receipt of invoice, events confirmed within 30 days of the event 

start date will receive a 100% deposit invoice pursuant to clause 3(b) 

b. A balance invoice will be issued 6 business days prior to the event start date - Payment terms upon 

receipt of invoice. 

c. After the event, any final charges will be collated and sent as a final invoice – Payment terms 7 days 

from receipt of invoice.  

d. Any invoice not paid within 45 days will attract 6% compounding interest, any costs associated with 

recovering overdue payments will be added to due amount. 

e. If you wish to pay by credit card, we accept Master Card, Visa and Bank Card, using of this facility 

will incur a 1.8% surcharge to cover bank charges. 

f. All quoted prices are subject to change without notice, this includes Staffing rates, equipment hire 

costs, and quoted costs for services. 

 

3. CONFIRMATION, CANCELLATIONS & POSTPONEMENT  

a. Bookings must be confirmed by providing a signed service agreement and signed quote for services. 

A deposit invoice equal to 50% of the estimated event charges should the required deposit payment 

not be received within the required timeframe Heyder & Shears reserve the right to cancel the 

booking. 

b. Events confirmed within 30 days of the event start date will receive a 100% deposit invoice. 

c. Should the client wish to cancel a booked event, Heyder & Shears reserve the right to retain all, or 

part thereof, of the deposit to cover reasonable administration, co-ordination and planning costs 

which have been incurred including the value of any lost business opportunities due to a cancellation. 

These costs are outlined in Item 3d, 3e, and 3f. 

d. Where functions are cancelled with less than 30 (thirty) calendar days’ notice, but greater than 14 

(fourteen) calendar days’ notice there will be a cancellation charge equalling 75% of the full estimated 

event charges. Any deposits already paid will form part of this fee. 
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e. Bookings cancelled with less than 14 days’ notice prior to event start date will incur a cancellation 

fee equal to 100% of the total estimated event costs. Any deposits already paid will form part of this 

fee. 

f. Unless otherwise agreed, any postponement of an event will attract a postponement fee of 50% of 

total estimated event costs. 

 

4. CANCELLATIONS AND POSTPONEMENT DUE TO GOVERNMENT RESTRICTIONS – COVID19 

a. All cancellations must be communicated in writing, upon cancellation a fee will be charged in 

accordance with the terms in item 3. Heyder & Shears acknowledge COVID19, and ensuing 

government restrictions, are a novel occurrence, and as such Heyder & Shears will apply their best 

efforts to find a suitable alternate date for evets to be held. 

b. If an event is unable to proceed on the scheduled date as a direct result of a health directive, or any 

other regulatory requirement of the Government of Western Australia, Heyder & Shears will provide 

you a credit equal to the amounts already paid to Heyder & Shears, less any amounts reasonably 

withheld to cover administration, co-ordination, planning and food costs prior to the postponement.  

c. Where a postponement is communicated with more than 7 days’ notice prior to scheduled event 

start date, Heyder & Shears will endeavour to reschedule the event without a financial impact to the 

event client. 

d. Where a postponement is communicated with less than 7 days’ notice, under the conditions noted in 

item 4(b), Heyder & Shears may withhold any costs they have already paid and cannot recover 

despite reasonable efforts on their part on account of food costs or equipment hire. For clarity, food 

costs means the wholesale cost of food purchased, and any labour committed in the processing of 

this food, in preparation of the function. For clarity equipment hire means any liabilities encountered 

by Heyder & Shears in procuring equipment on behalf of the event client for the function, which 

Heyder & Shears cannot absolve themselves of despite their best efforts. The remaining deposit 

amount will be transferred to your new date with no penalty.  

e. Under all of the instances noted in item 4 no refunds will be issued.  

f. Unless otherwise agreed, postponements due to item 4 will be restricted to 18 months from original 

event start date. 

 

5. DELIVERY & PICK UP 

a. A Delivery and Pickup fee applies to all events. 

b. Delivery and Pickup fees for all events will vary depending on the requirements for the particular 

event, and will be communicated via the Heyder & Shears event manager. 

c. If equipment is requested to remain onsite beyond normal pickup date and time further charges will 

apply – normal pickup time being the time Heyder & shears staff would normally have removed the 

items after an event, or the date and time at which Heyder & Shears has planned to return to the 

client’s site to pick up the items. 

d. Should a further delivery required there will be an additional charge. 

 

 

6. CLEANING SERVICES 

a. Heyder & Shears will conduct a general wash up of equipment and service items on site, if required.  

If the site facilities are unsuitable, or upon request, this will be done at the premises of Heyder & 

Shears after the event.  Should wash up away from the event site be required, and agreed, Heyder 

and Shears will charge this service at our standard labour cost. Final labour hours used will be 

invoiced, with the client agreeing to pay these charges in signing this service agreement. 

 

7. BEVERAGES AND RESPONSIBLE SERVICE OF ALCOHOL 

a. Heyder & Shears are fully licensed, and can facilitate the supply of alcohol. Alcohol service will be per 

agreed terms for the client’s event, with general charges being based on a pre-approved price or on a 

consumption basis. 

b. Heyder & Shears will not provide alcohol for takeaway. 
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c. Heyder & Shears practice Responsible Service of Alcohol, and as such reserve the right to refuse the 

service of alcohol to guests the designated appointee deems intoxicated or otherwise unsuitable to 

receive further alcohol service. 

d. The nominated Heyder & Shears Function Manager is the designated appointee to manage the 

Heyder & Shears liquor license, all decisions relating to alcohol service, and management of 

intoxicated persons will be at their sole discretion  

 

8. SERVICE STAFF 

a. Staffing hours and rates will be noted on the client’s event quote and Event Order documents. These 

rates apply for all staff engaged for the agreed dates and times. Should staffing hours change due to 

event extension, or due to operational requirements, the client agrees to pay any additional charges 

related to these timing changes. 

b. Unless otherwise stated, all staffing charges attract a minimum hourly charge of three (3) hours. 

Should staff be required for less than 3 hours, the client agrees to pay the minimum staffing charge of 

3 hours. 

c. Staffing rates are subject to change without prior notice – charges noted on Quote documents are 

indicative only. 

d. Public Holiday rates will apply from 12.00am on the day of the public holiday and continue to be 

charged until 12:00am at the conclusion of the Public Holiday. 

e. Exclusive NYE rates apply. 

f. Heyder & Shears will not be liable for any damage or loss caused to any person, property or animal 

whatsoever arising from the actions of its service staff, except to the extent that such loss, damage or 

claim is caused by the negligence or other wrongful act or omission of Heyder and Shears, its officers 

or employees. 

 

9. HIRE EQUIPMENT 

a. Heyder & Shears can organise any equipment required for the client’s event on behalf of the event 

client, this includes marquees and ancillary event equipment. This will be done on the clients behalf 

(hereinafter the hirer). 

b. All damages to, or shortages of hire equipment will be charged to the client (the hirer) including 

water damage to tables and boxes left outside, except to the extent that such damage or shortage is 

caused by the negligence or other wrongful act or omission of Heyder and Shears, its officers or 

employees. 

c. It is the responsibility of the client (the hirer) to return all equipment in the same condition it was 

received. 

d. All equipment will be carefully checked when packed and any losses, damage or breakage will be 

charged at a replacement cost, including boxes, crates, cartons and packing not returned. 

e. Heyder & Shears staff will not be liable for any breakages or loss of any hire equipment whatsoever 

and all responsibility will rest with the client (the hirer), except to the extent that such breakage or 

loss is caused by the negligence or other wrongful act or omission of Heyder & Shears, its officers or 

employees. 

f. Equipment retained by the client (the hirer) or their guests for the storage or removal of food or 

continuation of the function after staff departure will be subject to an additional hire charge. 

g. Should a subsequent pick-up be required for equipment not available at the initial time of collection, 

an additional collection charge will also apply, this charge covers transportation and labour costs. 

h. It is the responsibility of the hirer to check the condition of the hire equipment being delivered to 

and picked up from the function site, and to inform Heyder & Shears of any discrepancies. 

i. In the event of hire only being supplied, or at an unstaffed event, a cleaning charge will apply, at 

standard staff rates, for any hire equipment returned in an unclean or unsatisfactory state (e.g. dirty 

glassware, crockery or cutlery). 

j. Heyder & Shears will not be liable for any damage or loss caused to any person, property or animal 

whatsoever arising from the carriage, use or handling in any way of the goods hereby hired, except to 

the extent that such loss or damage is caused by the negligence or other wrongful act or omission of 

Heyder & Shears, its officers or employees.  
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10. LEFTOVER FOOD 

a. Heyder & Shears provide food for immediate service at events, this food is prepared to ensure 

compliance with required food safety standards and to ensure any and all food served is at the highest 

standard. Heyder & Shears do not promote food being retained by the event client and or the guests 

as this jeopardises the strict food quality controls in place. Should an event client request for food to 

remain beyond the agreed service period, the event client must sign an “approval to leave food” form 

as defined by Heyder & Shears. By signing this form, the event organiser is indemnifying Heyder & 

Shears against all claims that may result from all food service, including food served during the agreed 

food service period. Heyder & Shears will not be liable for any health damage or loss caused to any 

person or animal whatsoever arising from the consumption of and/or misuse or mishandling in any 

way of foodstuffs leftover after functions.  

b. It is standard practice that Heyder & Shears will dispose of all food items not consumed within the 

agreed food service period, no claim for loss or refund can be made in respect of food items that are 

not consumed.  

 

11. MENU TASTINGS 

a. Menu tastings will be conducted at the discretion of Heyder & Shears. 

b. Unless otherwise agreed, the costs involved in a menu tasting will be: Tasting charge of $220.00 

minimum, plus a per person charge of not less than $80.00 per guest. All guests partaking in the 

tasting must be paid for. 

c. Heyder & Shears reserve the right to conduct menu tasting at a location and time of their choosing. 

Should a client wish for a menu tasting to occur at an alternate location or time, Heyder & Shears 

reserve the right to charge for additional costs incurred.  

d. Unless otherwise agreed, menu tastings will have a minimum guest attendance of 6 guests. 

 

12. FOOD ALLERGIES AND SPECIAL MEAL REQUESTS 

a. Please note that menu items may contain traces of nut, egg, wheat, soy, seeds and any other 

allergens. Due to the nature of our varied catering business and the potential of cross-contamination, 

Heyder & Shears is unable to guarantee the absolute absence of all or any allergen ingredients in any 

of its menu items. 

b. Heyder & Shears will not be liable for any alleged damage or loss that may be caused to any person 

whatsoever, arising from the consumption of food items provided and the client will indemnify 

Heyder & Shears in respect of all or any such claims for alleged damage or loss, except to the extent 

that such loss, damage or claim is caused by the negligence or other wrongful act or omission of 

Heyder and Shears, its officers or employees. 

c. Heyder & Shears offer full kosher food and beverage services – any requirements for kosher events 

must be received during the planning phase of an event, we are unable to provide Kosher options 

without prior notice. 

 

13. EMERGENCY ALARMS 

a. Unless otherwise agreed, it is the sole responsibility of the event client to ensure all necessary 

emergency alarms have been isolated or de-activated for the duration of Heyder & Shears operating 

on any premises or location. 

b. On the occasion that any emergency alarm is activated, either as a result of Heyder & Shears normal 

business activities or due to any cause outside of Heyder & Shears control, Heyder & Shears will not 

be liable for any costs involved. 

c. In the instance of a required evacuation from a premises, either due to the activation of emergency 

alarms, or due to any other cause, Heyder & Shears will not be liable for any impact to food or 

beverage quality or potential loss of food. 

 

14. FOOD SAFETY & HEALTH REQUIREMENTS 

a. As an operator in the food production and service industry Heyder & Shears actively ensure the 

business adheres with any health advice issued by governing bodies – this includes food safety 

compliance, staff training requirements and adherence with any current government requirements.  
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PRIVACY POLICY 
 

Please click here to read our privacy policy. 

 

 

 

This agreement is made between ………………………………………………………………….                    

and Heyder & Shears. The services agreed upon are detailed in the quote also attached in our 

correspondence. All revisions to the attached quote are bound by the Service Agreement. 

 

By signing you are confirming you have read; understood and agree to the terms set out in this Service 

Agreement, Terms and Conditions and Privacy Policy, and that you are authorised to enter into this 

contract.  

 

Please retain a copy for your records and return a copy to your Event Manager. 

 

 

Full Name: …………………………………………………………………………… 

 

 

Signature:  …………………………………………………………………………… 

               

 

Company:  …………………………………………………………………………… 

 

 

Event Date:  …………………………………………………………………………… 

 

 

Date:   …………………………………………………………………………… 
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