
Southwestern University - Student Organization Food Safety Procedures 

 
If your organization is hosting an event with food, please make sure you follow the proper 
procedures. 

• If your event is being catered, please contact Student Activities to make sure the 
proper paperwork (e.g. a contract with Sodexo or another agency) is completed. 

• If you are serving, preparing, cooking, or baking food for your event, please review 
the food safety guidelines, at least 48 hours in advance, with Student Activities. 

When You Are Serving Food: 

- Servers must wash their hands and/or 
use hand sanitizer. Student Activities 
can provide gloves if needed. 

- Make sure all serving utensils are clean. 
- Do not cross-contaminate serving 

utensils. 
- Make sure all food is labelled, and an 

ingredient list is available. 
- If food needs to be kept warm, you may 

borrow wire racks from Student 
Activities, but you must provide the foil 
pans and chafing fuel. 

- If food needs to be kept cold, make sure 
you have an ice chest on site.  
*Cold food may not be left out for 
longer than 10 minutes* 

- All food can only be left out for 2 hours. 

When You Are Making Food: 

- Make sure to wash hands, 
utensils, and dishes before 
beginning to cook. 

- Do not cross contaminate 
utensils or surfaces. This is 
the easiest way for bacteria to 
spread. 

- Follow all instructions for 
properly cooking food. 

- Keep track of all ingredients 
used. 

- Cook food to the safe 
temperature to kill harmful 
bacteria by using a good 
quality food thermometer. 

Event Information 

Organization hosting event: ________________________________________________ 

Date of Event: _________________________  Location: _________________________ 

Contact Name: _________________________ Contact Email: _____________________ 

I have attended food safety training with Student Activities and understand the importance 
of food safety. I agree to follow the policies and procedures set forth in order to prevent 
foodborne illness for attendees of this event.  

___________________________   __________________________   ________________ 

                  Signature              Printed Name                  Date 
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