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The contract between Shoreline Community College and Chartwells grants to Chartwells

“…an exclusive license to provide and manage the College’s food service program, including campus food sales, catering, espresso-deli and manual vending service within the confines of the campus of Shoreline Community College…and an exclusive license to sell to students, employees, guests and other persons at said premises food products, non-alcoholic beverages and other such articles (“Products”) as will be approved by the College.”
These procedures support the contract and apply to all College sponsored activities. For the sole purpose of clarifying the College’s contractual obligations to Chartwells, the phrase “College sponsored activity” will be interpreted to indicate: 
· Any activity convened on the property of Shoreline Community College by students, classified staff, faculty, or administration employees for the primary purpose of conducting official college business, except as described below.
Allowable Exceptions to these guidelines will generally meet all of the following criteria:

· The event is not college sponsored 
· Staff will abide by the State of Washington Ethics rules and regulations
· Food & non-alcoholic  beverages are consumed within individual departments or organizational units

· Food & non-alcoholic beverages are prepared and/or purchased by individuals at no cost to 

the College
· Participants are not charged for food and individuals preparing food are not compensated
· Food & non-alcoholic beverages are not intended to be served or sold to the general public or campus community and in general have a retail value of less than $75-$100
Individual students, staff, departments and organizational units will not have access to food service equipment, small wares, dinnerware/silverware, serving utensils or kitchen facilities.  Health Department regulations concerning safe food handling procedures must always be followed.  
Food at all college sponsored events is to be arranged through Chartwells.  This includes student club functions, student fundraising events and rental functions both internal and external.  Unless approved in advance by Chartwells Director of Dining Services and the SCC Director of Auxiliary Services, food and/or beverages may not be delivered to campus by outside businesses.

Chartwells will endeavor to work with student groups to provide food for fundraising events at a cost that supports the fundraising function.  Chartwells does not have an obligation to donate food to these events.

Catering Procedures:

Contact Matt Johnson, Director, Chartwells Dining Services, at #6918 or Johnson4,Matthew@shoreline.edu       
Fill out a Chartwells Catering request form and a Shoreline Meals and Light Refreshments form.
· Chartwell’s Catering Request Form 

· Meals and/or Light Refreshments 
Preparation for your event will not proceed without the approved and signed Meals and Light Refreshment form.      
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