
 

Letter of Engagement 
 
Food Vending/Hospitality Services  
for City of Adelaide New Year’s Eve Event 2019 

 
 
 

Contractor  

ABN  

Contact Name & Address  

Contact Number  

Council’s Representative  

Date  

Dear <insert name> 

This Letter of Engagement is an entire agreement and will override any previous 
discussions or correspondence between the Corporation of the City of Adelaide (ABN 20 
903 762 572) (“the Council”) and you in relation to the food vending/hospitality services 
to be provided by you for the Council’s New Year’s Eve event at Elder Park on 31 
December 2019 (“Contract”). All annexures to this Letter of Engagement form part of the 
Contract. 

Engagement 

We are pleased to advise that <business name> (<insert ABN>) (“you”) has been 
selected to provide the services detailed in Annexure 1 (“Services”). The Services must 
be carried out in accordance with the specification in Annexure 1 and the terms of this 
Letter of Engagement. 

Term of Contract 

The Contract commences on the date on which a signed copy of this Letter of 
Engagement along with any necessary Insurance and WorkCover documents are 
provided to the Council and continues until the completion of the Services. The Council 
requires you to carry out the Services at the Council’s New Year’s Eve event at Elder 
Park / Riverbank on and from 5:00 pm on 31 December 2019 to 12:30 am on 1 
January 2020 (inclusive) (“Event”). You will be granted access to the Elder Park/King 
William Road/Riverbank Lawn site from <insert time> on 31 December 2019 to allow you 
to set up. You will be granted access to the site until 2:00 am on 1 January 2020 to 
remove all your equipment and carry out necessary cleaning and ‘make good’ works.  

The Council may terminate the Contract with you at any time by written notice.  



 
Fee Payable 

As the Council is providing the space, resources and opportunity to trade to a large 
audience, the Council is not required to pay any fee to you for the provision of the 
Services. The Council will provide to you designated space for your food vending 
facilities, power access and waste disposal facilities/services (excluding sullage). In 
consideration of the Council agreeing to allow you to provide the Services for and at the 
Event, you agree to pay to the Council an amount of $800 (exclusive of GST) (the “Fee”) 
or $1100 (exclusive of GST) if a satellite site in the Kids Zone is also agreed. The Fee is 
made up of the following amounts: 

• $600.00 (exclusive of GST) as a site fee for King William Road / Elder Park (the 
“Site Fee”); and 

• $200.00 (No GST Applied) as a bond against any breaches of the requirement 
to use all compostable service materials and no single use plastic straws (the 
“Bond”) and  

• An optional additional $300 (exclusive of GST) as a site fee for a satellite site 
on the Riverbank Lawn (Kids Zone). 
 

You will pay the Fee to the Council within twenty-one (21) days of receiving a tax 
invoice from the Council. The Bond (of $200.00 exclusive of GST) will be fully 
refunded to you if you comply with the requirement to use all compostable service 
materials and no single use plastic straws (to the satisfaction of the Council). The 
Council will undertake an audit to determine your compliance with this requirement 
on 31 December 2019.Goods and Services Tax 

Where an amount becomes payable under the terms of the Contract and GST has not 
been applied to such amount, then the consideration (or payment) provided or to be 
provided for that Supply will, upon production by the Supplier of a tax invoice, be 
increased by an amount equal to the GST liability properly incurred by the party making 
the Supply. 

Each party warrants to the other that, at the time any Supply is made under the Contract 
on which GST is imposed, they are or will be registered under the GST Act. If the other 
party requests written evidence and registration, the first party will properly produce 
evidence satisfactory to the other party of such registration. 

For the purposes of the Contract: 

“GST” means Goods and Services Tax as defined in the GST Act; 

“GST Act” means the A New Tax System (Goods and Services Tax) Act 1999 (Cth); 

“Supply” has the meaning given to it in the GST Act; and 

“tax invoice” has the meaning given to it in the GST Act. 

Indemnity to the Council – Damage to Property or Persons 

You must indemnify and at all times keep indemnified the Council and its officers, 
employees and agents against any injury or death to any person or any claim, action, 
damage, loss, liability, cost, charge, expense, outgoing or payment which the Council 



 
pays, suffers, incurs or is liable for as a result of the performance or non-performance of 
the Contract by you or your employees, agents or subcontractors including any negligent 
act, omission, wilful misconduct or breach of statute or any breach of the Contract. 

Your indemnity to the Council is reduced proportionately to the extent that any such 
claim, action, damage, loss, liability, cost, charge, expense, outgoing or payment was 
caused or contributed to by the negligence or statutory breach of the Council or the 
Council’s officers, employees and agents. 

Insurance & Other Requirements 

Public & Product Liability Insurance 

Prior to you commencing the Services, you are required to provide the Council with 
evidence of your public and product liability insurance to the value of $20,000,000 with 
the Council noted as an interested party for its respective rights and interests. 

You must comply with all relevant laws and regulations at all times during the Event and 
in providing the Services. 

WorkCover 

If you employ staff in the performance of the Contract, then you must be registered with 
WorkCover as an employer and, prior to commencing the Services under the Contract, 
you must provide the Council with evidence of WorkCover registration. 

Work Health & Safety Requirements 

You are required to perform the Contract in accordance with the legislative requirements, 
including; the Work Health & Safety Act 2012 (SA), Work Health & Safety Regulations 
2012 (SA), and relevant Codes of Practice.  

You must prepare and submit a Risk Assessment prior to commencing the Services.  
The Risk Assessment Form will be used to record the risk assessment and risk control 
methods to be employed by you. The completed Risk Assessment Form must be 
submitted to the Council for review and approval prior to commencement of the Services. 

To ensure safe and responsible waste management practices, you are required to 
provide a Waste Management Plan that details how you will avoid waste generation (in 
operations and promotions), train staff to appropriately separate waste into the correct 
streams (organics, recyclables etc) and divert materials from landfill. Council are happy to 
assist you with information and resources upon request (8203 7280). 

You are required to abide by the Council’s “Requirements for Food/Drink Stalls Operating 
at Temporary Events” attached at Annexure 2. 

You are required to abide by SafeWork SA’s “Event Safety Management 
Information”. In particular, it is your responsibility to be aware of and comply with the 
information relating to gas cylinders, electrical safety, fire prevention and a range of other 
event related considerations. Refer to the Tips and Advice section of the SafeWork SA 
webpage here.  

https://www.safework.sa.gov.au/health-safety/hazards-risks/event-safety#tab-1-2


 
You are required to comply with the requirements of the City of Adelaide “Temporary 
Food Premises Fact Sheet: Information for Operators” which can be accessed here.  

Freedom of Information and Confidentiality 

The Freedom of Information Act 1991 (SA) (“FOI Act”) gives members of the public rights 
to access Council documents. The FOI Act promotes openness in governance and 
accountability of government agencies and, to achieve these objects, confers on 
members of the public a legally enforceable right to be given access to documents, 
including contracts, held by the Council subject, but not limited to, such restrictions as are 
consistent with the public interest, commercial in confidence and/or the preservation of 
personal privacy in respect of those from whom information is collected and held by the 
Council and other public authorities. For the FOI Act, there are no clauses, annexures, 
schedules and appendices of the Contract that are confidential. 

All information, documentation and communications obtained or observed by you as a 
result of the Services undertaken through the Contract is to remain confidential at all 
times. You agree not to disclose any information obtained as a result of the Services 
undertaken to any persons or body apart from persons associated with you for the direct 
conduct of the Services, your legal advisors or so as may be required by law. 

Publicity 

Except if required by law, you must obtain the Council's written consent before making 
any representation about any aspect of the services relating to the Contract to a third 
party. The term 'making any representation' includes, but is not limited to, issuing or 
causing to be issued publications, promotional and advertising materials, public 
announcements, media releases, media interviews, referee reports or during the course 
of any activities whatsoever. 

The Council will not unreasonably withhold its consent to any request made in 
accordance with this provision, though it may impose whatever conditions it sees fit on 
you in your making any representation in accordance with this provision. These 
conditions may include, but are not limited to; sharing information about more sustainable 
transport options, encouraging patrons to embrace the new compostable packaging and 
sharing the emphasis on environmentally friendly events. 

In seeking the Council's written consent in accordance with this provision, you should 
provide in writing addressed to the Council’s Representative, as a minimum, details of: 

• the information sought to be used; 

• the dates of publicity; 

• the format of the proposed disclosure or use of the information; and 

• to whom the proposed disclosure will be made. 

The Council may seek additional information from you regarding the making of the 
representation before considering if it will give its consent to the disclosure or not and you 
must provide this information to the Council within seven (7) days of any request to you 
from the Council. 

https://www.cityofadelaide.com.au/assets/documents/Temporary_Food_Premises_Brochure.pdf


 
Commencing the Services 

Please sign this Letter of Engagement and return it along with any necessary Insurance 
and WorkCover documents to the Council, accepting the terms and conditions of 
engagement prior to commencing the Services. See below checklist. 

Checklist 

 Agreement of Fees (signature on pages 1-2) 

 Agreement and evidence to GST requirements 

 Public Liability Insurance (insurance to the value of $20,000,000 with the Council 
noted as an interested party for its respective rights and interests). 

 Product Liability Insurance (insurance to the value of $20,000,000 with the 
Council noted as an interested party for its respective rights and interests). 

 WorkCover registration evidence 

 Risk Assessment 

 Waste Management Plan 

 Publicity consent 

Independent Commissioner Against Corruption 

You acknowledge that, by entering into the Contract with the Council, you will be 
considered to be a public officer for the purposes of the Independent Commissioner 
Against Corruption Act 2012 (SA) (“ICAC Act”).  You acknowledge that you are required 
to comply with the ICAC Act and any Directions and Guidelines issued pursuant to the 
ICAC Act. 

I look forward to working with you. 

Yours sincerely 

   

Signature of Authorised Officer Signature of  
  

Print Name of Signatory Name 

Dated:  



 
Annexure 1 

Specification 

You will provide food vending/hospitality services for the Corporation of the City of 
Adelaide’s New Year’s Eve event to be held at Elder Park/Riverbank on 31 
December 2019 (“Services”). The Services will involve the following: 

Food/Beverages to be sold: 

As per application menu supplied 

Equipment & Facilities: 

You will provide all equipment and facilities required to perform the Services. All 
Equipment must be suitable for the performance of the Services and maintained by 
you in good working condition. 

Sullage: 

You must manage your own sullage and responsibly and safely remove from site 
ensuring you adhere to the various EPA and SA Water requirements regarding the 
disposal of grey water. 

Food Packaging: 

The use of 100% compostable food packaging is a requirement to ensure our 
overall plan to reduce waste to landfill at New Year’s Eve events is achieved. 
Appropriate point of sale signage must be displayed to educate the public about 
compostable packaging & food disposal in the organics bins provided. 

Single-use plastic straws are no longer permitted at the event. Council may provide 
vendors with a small stock of appropriate re-usable straws that can be provided to 
those that require use of a straw due to a disability. Vendors are encouraged to 
display the City of Adelaide’s #StrawFreeADL messaging to raise community 
awareness about single-use avoidance (via electronic messaging and/or point of 
sale information). 

The introduction of a $200.00 (exclusive of GST) refundable bond for the 2018 
Event related to the new requirement of all vendors to provide 100% compostable 
food service packaging and the non-use of single-use plastic straws. This is to 
support the Council’s commitment to facilitating low waste New Year’s Eve events. 
An audit will be carried out at the Event by the Council and any non-compostable 
(certified) packaging or plastic straws identified will result in the loss of the bond. In 
order to continue trading, you will be required to purchase, at cost price, suitable 
compostable packaging and re-usable/compostable straws from the Council on the 
day should it be determined via the audit that your packaging is non-compliant. 
You will be provided with a list of compostable package suppliers prior to the Event 
to assist you with compliance and are encouraged to seek assistance from Council 
to ensure correct purchasing (8203 7280).  



 
Re-usable straws for people with disabilities will be allowed upon request only and 
marketing to clarify this will be provided to you by the Council to encourage the 
community to support sustainable event practices  

Failure to comply with sustainability initiatives could result in the loss of the 
refundable $200.00 plus GST bond. 

Reporting: 

As part of our sustainability initiatives you will be required to provide details on the 
total number of bottled water units sold at the event. 

Soft Drink & Water: 

• 600mm soft drinks $4.50 

• 375mm cans $3.00 

• Bottled water $4 (if available - please note that free water refill stations will be 
available and marketed to the public in an effort to reduce single-use 
packaging) 

 

  



 
Annexure 2 

• Hand-wash facilities - all food businesses must have appropriate hand wash 
facilities if handling food. The hand-wash facility must be set up before any 
handling of food commences. Please refer to attached poster which has an 
example of what will be considered an acceptable hand-wash facility for a 
temporary food business. 
 

• Sanitising – Sanitising is required in order to reduce micro-organisms on the 
surfaces of utensils and food contact surfaces after they have been cleaned. 
Ensure the sanitiser is used on food contact surfaces before setting up, and then 
throughout the day (i.e. at least every 2 hours and when surfaces/utensils are 
cleaned). The use of a chemical food grade sanitiser is the recommended 
method for sanitising at temporary events. Please refer to the included 
information sheet regarding sanitising and contact a chemical supplier to ensure 
you have a suitable food grade chemical sanitiser. 
 

• Temperature control – Potentially hazardous foods (e.g. meat, seafood, dairy, 
custard, cooked rice and pasta etc) are required to be maintained under 
temperature control at all times (i.e. below 5˚C or above 60˚C). Businesses that 
sell potentially hazardous foods must have a digital probe thermometer on site to 
monitor the temperatures of such foods during the course of the event. (Note: 
When probing food to measure the temperature, please ensure the probe end is 
cleaned and sanitised between each use). 
 

• Ensure unpackaged food is protected/covered from the likelihood of 
contamination at all times (i.e. during transportation, storage and display). 

 
 

• If using barbeques/hotplates, it is expected that a protective barrier be put in 
place to prevent public access. Furthermore, ensure a drip tray, or another 
means is located underneath barbeques to capture any drips. 
 

• Sullage/wastewater from hand-wash facilities, cooking, utensil wash facilities etc 
is to be disposed in sullage tanks provided at the event, into sewage drains or 
back at home. DO NOT dispose wastewater on parklands, stormwater drains, the 
Torrens Lake or other various water courses.  

 
 

• Please ensure you also take the time to read the enclosed information which 
summarises your obligations under the Food Act 2001, Food Safety Standards. 
 

• Should an Environmental Health Officer observe any items of non-compliance 
with the Food Safety Standards during the event, you will be required to take 
immediate action to rectify the problem, which may include: 

• Appropriately discarding food which is out of temperature control (into 
organics bins). 

• Seizing equipment which may render food unsafe or unsuitable. 
• Preventing the sale of food until hand-wash facilities are set up or a 

thermometer is available. 
• Please note that serious non-compliance issues may result in formal 

action being taken which may lead to the serving of an improvement 
notice, prohibition order or expiation between $500 and $2500. 

 


