
 
 

 

Forms and 

Processes 
Tools to support you make the best of your project or fundraiser 

 

  



Fundraising Forms 

www.manchesterstudentsunion.com/fundraising  

 

Any registered student can hire a charity fundraising bucket on the condition 

that the relevant forms are completed. 

If you want to hire a fundraising bucket, complete this form and your Student 

Activities team will prepare it ready for your requested collection date.  This 

can be completed in advance or at the Student Activities reception.  Please 

note, it is compulsory for all cash fundraising activities to complete the 

fundraising bucket form below.  

 Hire a fundraising bucket– compulsory for all cash fundraising activities.  

Please note that you may need to pay a £5 deposit which is returned 

once you return the bucket. 

 Fundraising Events Form - Taking place in any location off or on campus 

excluding Students Union Academy Venues (see form below).  This form 

helps you to organise charity fundraising events such as Jailbreak, Lost, 

Bogle, CRUKSoccer, cake sales etc. 

 Public Charity Collection Form - Complete this form if you're planning 

public collections such as street collections, supermarket bag packs, 

busking,raids and shopping centre collections.  

 Academy Venue Booking Enquiry - Taking place in Academy 1, Academy 

2, Academy 3, Club Academy, Students’ Union Bar or The Closet/RBS 

Space.  Contact your staff co-ordinator to arrange a date and venue.  

This needs to be 4-6 weeks in advance depending on the nature of the 

event. 

 Bucket Hire Terms and Conditions – give this a read to ensure  

  

http://www.manchesterstudentsunion.com/fundraising


DBS and Safeguarding  

www.manchesterstudentsunion.com/dbs 

 

DBS Checks 

These were previously known as CRB checks. This is a safeguarding procedure 

to ensure our volunters are able to work with young people or vulnerable 

adults. 

Do I need a DBS check? 

Each volunteering opportunity advertised on the Volunteer Hub will state 

whether you need a DBS check or not. If you're unsure, use these flow charts 

below. If you're volunteering involves, "regulated activity", you will need a DBS 

check. 

Getting A DBS Check - Accessing the Application 

To get a link to an online application form, please follow the simple steps 

below: 

Email volunteering.su@manchester.ac.uk or activities.su@manchester.ac.uk or 

pop in to the Activities Reception Desk and give: 

1. Title (miss, ms, mr, mrs). 

2. Gender (male, female). 

3. Date of birth (dd/mm/yyyy). 

4. Prefered email. 

5. Forename. 

6. First middle name (if you have one). 

7. Surname. 

8. Project name. 

http://www.manchesterstudentsunion.com/dbs
mailto:volunteering.su@manchester.ac.uk
mailto:activities.su@manchester.ac.uk


9. The type of DBS check needed (vulnerable adults, children, both). 

10.    Student ID Number 

  

You should receive a link (to your prefered email) in the following week, follow 

this and complete all of your details (if you make an unchangeable mistake 

please let us know ASAP). If the system won't accept your address try a shorter 

alternative eg: 'University of Manchester Halls of Residence Whitworth Park' to 

'Whitworth Park'. 

Bring the evidence you stated on the form to a DBS Drop-In at the Activities 

Reception between 2pm and 4pm on Wednesdays.  It then takes up to 2 weeks 

to be posted to you.  

 

ID Checking Service - Wednesday 14:00-16:00 @ Student Activities 

Once you have completed your online DBS application, you will need to come 

into Student Activities on the 1st floor of the Students' Union to have your 

proofs of ID checked.  Please check the website below to make sure you have 

the correct documents with you before coming to the drop in service. 

PLEASE BE AWARE - WE CAN ONLY ACCEPT 'PASS' ID CARDS THAT HAVE AN 

EXPIRY DATE. 

  

International Students 

If you have lived in the UK for less than 2 years, you will need to complete a 

different process to get an overseas equivalent to a DBS check.  The website 

contains a hyperlink summarising the relevant processes per country. 

 

 

 

 



Safeguarding 

There is training to equip you and your volunteers with the knowledge and 

support to identify and act appropriately in response to disclosures or signs of 

abuse or neglect. 

1. Students’ Union Training 

http://manchesterstudentsunion.com/volunteering/projecttraining 

2. NSPCC Online Training (£20) - https://www.nspcc.org.uk/what-you-can-

do/get-expert-training/child-protection-introduction/  

 

Reporting Safeguarding Concerns 

It is important to report any concerns you have for the safety and well-being of 

children, vulnerable adults or fellow volunteers. You can do this by completing 

the form below and emailing it to volunteering.su@manchester.ac.uk. 

Safeguarding Incident Form 

Students' Union Safeguarding Policy 

 

  

http://manchesterstudentsunion.com/volunteering/projecttraining
https://www.nspcc.org.uk/what-you-can-do/get-expert-training/child-protection-introduction/
https://www.nspcc.org.uk/what-you-can-do/get-expert-training/child-protection-introduction/
https://s3-eu-west-1.amazonaws.com/nusdigital/document/documents/18858/68d77725d3c467e4eb43f7d6f0fccbc5/Safeguarding%20incident%20recording%20form.doc
https://s3-eu-west-1.amazonaws.com/nusdigital/document/documents/27553/b008b7a6d3b9d29a406e446ea3de4aca/Safeguarding_Policy_2016_08.04.2016.pdf


Risk Assessments 

http://manchesterstudentsunion.com/volunteering 

The project registration form contains a risk assessment template as well as 

some example risk assessments to demonstrate how they should be 

completed and what kinds of risks to consider. 

  

http://manchesterstudentsunion.com/volunteering


Food Hygiene and Allergens 

Even if you have shop b cakes or biscuits you are selling or giving away.  It’s 

important you  

 Make allergens clear 

 Store in an appropriate way 

 Serve in hygienically 

List of Allergens 

 Cereals containing gluten, namely: wheat (such as spelt and khorasan 

wheat), rye, barley, oats 

 Crustaceans for example prawns, crabs, lobster, crayfish 

 Eggs 

 Fish 

 Peanuts 

 Soybeans 

 Milk (including lactose) 

 Nuts; namely almonds, hazelnuts, walnuts, cashews, pecan nuts, Brazil 

nuts, pistachio nuts, macadamia (or Queensland) nuts 

 Celery (including celeriac) 

 Mustard 

 Sesame 

 Sulphur dioxide/sulphites, where added and at a level above 10mg/kg or 

10mg/L in the finished product. This can be used as a preservative in 

dried fruit 

 Lupin, which includes lupin seeds and flour and can be found in types of 

bread, pastries and pasta 

 Molluscs like, mussels, whelks, oysters, snails and squid 

  



University of Manchester Students’ Union 

Student Events External Catering Form 

Name of Society or Group 
 

 

Name of Individual overseeing event 
 

 

Contact Email 
  

 

Contact Phone 
 

 

Name of event 
 

 

Date and time of event 
 

 

Location of event 
 

 

I am (delete as appropriate) 
 
Bringing in food made by myself/other members of the group 
Please attach the Food Hygiene Certificate of the individual overseeing the preparation and serving 
of food.  You will also need to attach any allergen documents as per the EU Food Information for 
Consumers Regulation 1169/2011. 
 
Bringing in food supplied by a professional external caterer 
Please attached the Public Liability Insurance and relevant hygiene certificates from the company. 
You will also need to attach any allergen documents as per the EU Food Information for Consumers 
Regulation 1169/2011. 

 

Please note: 

 Food may only be brought in to Students’ buildings by prior arrangement with the Activities 

Team 

 No alcohol can be brought into Students’ Union property under any circumstances 

 All food must be sourced, prepared, stored, transported and served in appropriate 

conditions 

 

I……………………………………………………… agree to take full responsibility for the safe preparation, 

storage, transportation, and serving of all food present at the event detailed above. All ingredients 

will be sourced from reputable suppliers and by used will not be used beyond their use-by date.  

 

Signed…………………………………………………………………..                    Date……………………………………………………. 



Project Registration 

Just as societies must reregister each academic year, so should volunteering 

projects.  For example STEMSoc run a lot of activities for it’s members but also 

has a separate volunteering project with young people, so have registered this 

aspect of the society as a volunteering project. 

Project Registration Form 

http://manchesterstudentsunion.com/volunteering  
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