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Sheffield Hallam University – SHU Card Hospitality Guidance Note 

 

Background 
 
Currently no policy or guidance exists for acquiring or using hospitality balances on the SHU 
Card. This has led to confusion and inconsistency in practice across the University. 
 
The aim of this policy is to provide guidance for the provision of hospitality using the SHU 

Card. 

This will ensure that we:  

• Apply consistency across all areas of the University 

• Ensure that staff have appropriate guidance for requesting and using hospitality 

• Appropriately manage University resources and expenditure funded by student fees 

 
 
 
Requesting a Hospitality purse on your SHU Card 
 
Members of staff must obtain budget holder or line manager approval to obtain a hospitality 
balance on their SHU Card. 
 
A process for requesting this is being developed via Core and in the meantime line manager 

approval via email will be accepted. This should be routed to cashless@shu.ac.uk 
 
Balances from £10 up to a maximum of £100 can be approved and loaded at any time 
 
 
Hospitality Card Usage 
 
Hospitality should only be used to fund low volume, low value entertaining for external 
visitors to the University such as tea and coffee for example.  
For higher volume entertaining please refer to the Hospitality policy for other options 
(Appendix A) 
 
SHU card hospitality should not be used for 1:1 internal meetings or team meetings. 
 
Any unspent balances will be wiped annually with re-approval required for further top up 
 
Regular reporting of hospitality card usage and balances will be available from January 
2020. 

 
 
 
 

 
 

mailto:cashless@shu.ac.uk
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Review 
SHU Card hospitality expenditure will be routinely monitored to ensure that practices across 
the University are fair and consistent, and this policy will be updated as necessary. 
 
If you have any query regarding how these principles should be applied in practice, please 
seek guidance from your Senior Finance Business Partner 
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Appendix A 

Extract from the Hospitality Policy 

 
 Hospitality should only be provided in limited circumstances. These are:  

1. Meetings or training events with duration of 4 hours+, and where no local facilities are 
available.  

2. Meetings with external visitors of the University where no local facilities are available or 
appropriate.  

3. University recruitment events such as Course Open Days.  

4. Corporate or profile-raising events.  
 
Where hospitality is required, it will be delivered to key central locations:  

1. Hospitality will be serviced from key locations on City and Collegiate campuses and will 
service the majority of the estate.  

2. Areas with current low usage will not be catered but hospitality will be accessed via a 
chargeable SHU card service.  

3. Catering for events will be in close proximity of all areas of the University.  

4. The total number of rooms that hospitality deliveries will be made to will be reduced at City 
Campus from 294 to 228 locations, and at Collegiate Campus from 106 locations to 36. 
These locations serviced over 85% of the 2017/18 deliveries.  

5. The hospitality service will be based from 5 core buildings:  
Owen (also serving Surrey, Howard, Norfolk, Harmer); Stoddart; Cantor; Charles Street and 
Heart of the Campus.  

6. Delivered hospitality will no longer be provided to RWB, peripheral Collegiate buildings, 
Oneleven, Aspect Court, Bryan Nicholson, The Science Park, Arundel building, Arundel Gate 
Court, Head Post Office, Sheaf, EMB and Adsetts.  

7. There are some exceptions to the above. If you are planning an “event” (defined by a 
minimum catering spend of £350) in Head Post Office, the Hertha Ayrton STEM Centre, 
Aspect Court, RWB or Collegiate Hall, the hospitality service will be extended to that location 
to cover your event.  

8. To ensure that hospitality pricing is competitive against external providers, a price match 
benchmark survey has again been completed.  

9. Delivered hospitality, compared like-for-like against both local suppliers and in- sector peers, 
remains very well-priced and highly competitive.  

10. The range has been extended to include significantly lower prices on entry-level sandwich 
lunches.  

 
Minimum numbers for delivered hospitality:  

1. The minimum numbers for delivered hospitality is now 10 guests/servings; for more 
substantive products, this is higher.  

2. There will be a "refresh for 5 guests" package introduced at £25. This will comprise tea and 
coffee, biscuits, water, juice and tray-bakes. This product will also be available for pick-up 
from key retail catering outlets.  

 
Arrangements where delivered hospitality is no longer available:  

1. If a delivered hospitality service is required, staff will be encouraged to book a meeting 
venue in a location where the service is available. This may be for the whole day or just for 
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the part of your day when hospitality is required (i.e. moving to a building serviced by 
delivered hospitality for lunch).  

2. Staff with smaller groups will be encouraged to use SHU hospitality cards or pre-purchased 
vouchers at our campus retail catering outlets.  

3. Self -service vending is available at Aspect Court and Oneleven. This facility will accept 
payment in cash, credit/debit card or SHU cards.  

 
External catering companies will not be allowed to deliver onto campus  

1. If Catering Services is not able to support your event directly, they will liaise with external 
providers on your behalf. This is likely to be out of hours, weekends or Bank Holidays.  

2. In cases where this applies, all supplier contact will be handled by Catering Services, and the 
appropriate internal transfer made.  

 
Purchase cards should not be used to procure hospitality on University grounds  

1. Catering Services will organise procurement of food and services from outside the University 
at weekends and out-of-hours, which will offer better value-for-money than overtime rates. 
Staff can organise credit onto a SHU card or book vouchers to enable flexibility.  

2. In most circumstances, there is likely to be an internal solution. Where other items are 
required, it will be up to the local budget holder to determine such an external spend.  

3. Local spends will be evaluated to establish spend patterns and future Hospitality portfolio.  

4. SHU card hospitality purses can be easily used in any retail catering outlet.  

5. For bulk purchases, vouchers in a flexible range of denominations can be purchased here 
and used in any retail catering outlet.  

 
Booking conferencing or banqueting events off-site in the Sheffield area:  

1. Budget holders will be expected to make enquiries internally for such activity to establish 
availability of space and relevant products on campus.  

2. This must be done before any spending of SHU finances externally on these activities, which 
will be possible by exception only.  

 
Reducing food waste and catering sustainably  

1. Bookers will be encouraged to book accurately for the amount of food portions required.  

2. As a service provider, Catering Services does not want to procure and process excess food, 
but neither does it want to leave a client short.  

3. Final numbers are required 48 hours prior to an event. You are able to adjust your numbers 
up or down until this time. Please note that if numbers do increase significantly close to an 
event taking place, adjustments to the menu may be required.  


