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INNOVATIONS PROGRAMME - FUNDRAISING GROUPS - PROCEDURES
If you are using any UCLU resources whatsoever - such as borrowing collection buckets, booking space in UCL or UCLU, etc - then you must comply with these procedures in full. These procedures exists to ensure that we comply with charity law, which tightly regulates how one charity (e.g. UCLU) can support fundraising for another charity.
You will find copies of all of the relevant documents under the Fundraising section at 
uclu.org/volunteers/project-leader-forms
If you are fundraising but do not wish to use UCLU resources and have been recruited as volunteers for another charity, then you not need follow UCLU Fundraising Regulations. Instead, it is the responsibility of that charity to ensure that the fundraising is conducted in compliance with the law.

Step 1 

Familiarise yourself with UCLU REGULATIONS ON FUNDRAISING (pages  4 – 7)
Speak to someone from the VSU and complete the CHARITY FUNDRAISING FORM (page 3) 
You must submit a letter of permission from the beneficiary organization (on letter head paper) with this form permitting your club/society to fundraise on their behalf and confirming the organization’s full name and charity number and bank details for payment. See CHARITY FUNDRAISING PERMISSION LETTER on page 8 of this pack.
We must receive the letter and the form at least 2 weeks before any fundraising takes place.

If you require a financial advance in order to run your event (for example, to pay for a venue) you must apply to the VSU GRANTS PANEL (details available at uclu.org/volunteers/project-leader-forms)
Step 2 
If you are proposing to hold a street collection (i.e. not on private property) then you will need to apply for a license from the Metropolitan Police – the paperwork is held by UCLU Finance Department. A street license must be applied for by the first day of the month before the collection is due to take place. 

Step 3
You should complete a RISK ASSESSMENT (page 9-12) for your activities two weeks prior to your event and familiarise yourself with the HEALTH & SAFETY MANUAL (available at uclu.org/volunteers/project-leader-forms)

If you are selling food, make sure that you comply with UCLU regulations on PROVISION OF FOOD (available at uclu.org/volunteers/project-leader-forms)
If you want to sell tickets in advance, please discuss with the VSU. 

If you want to borrow collection buckets from UCLU Finance, please ask them at least 1 week in advance. If you have your own tin or buckets these must also be stored at UCL Union Cashier’s Office and signed in and out for each event.
All publicity and tickets must clearly state who you are fundraising for and give their charity number.
Step 4

Hold your event and bank any donations into the designated UCLU account. Once all the money is in your account, submit a PAYMENT REQUEST FORM (available at uclu.org/volunteers/project-leader-forms) to transfer the money directly from your accounts to the Charity you chose to fundraise for. 

If you’ve made a street collection, make sure you comply with any reporting requirements made by the Metropolitan Police – the paperwork is held by UCLU Finance Department.
You must also submit an EVALUATION FORM (page 13) to the VSU so we can keep a record of the difference students are making through their activities.
CHARITY FUNDRAISING FORM

Please make sure that you’ve read the notes that accompany this form. Then complete this form and email it to volunteering@ucl.ac.uk or to your VSU Contact at least two weeks before you plan to hold your collection / event. If you require a financial advance in order to run your event, you must also apply to the VSU Small Grants Panel - dates available from the VSU.

SECTION 1: CONTACT INFORMATION
	
	Your Name:
	
	

	
	Contact Number: 
	
	Email Address:
	
	


SECTION2: BASIC INFORMATION

	
	What type of fundraising do you intend to carry out?

o Collection                    o Fundraising Event              o Both
	

	
	Date of Event / Collection: 
	
	

	
	Location of Event / Collection:
	
	

	
	Start time of Event / Collection:
	
	

	
	Finish time of Event / Collection:
	
	

	
	Please list all predicted costs relating to this collection / event

Item

Cost

If you require a financial advance in order to run your event, you must also apply to the VSU Small Grants Panel – details available at uclu.org/volunteers/project-leader-forms
	


SECTION 3: ORGANISATION INFORMATION
	
	Name of organisation you are supporting:
	
	

	
	Organisation's registered charity number:
	
	

	
	Name of contact person:
	
	

	
	Email:
	
	Phone:
	
	

	
	· Please check this box to confirm that you have submitted a letter of permission from the organisation to the VSU.
	

	
	· Please check this box to confirm that you agree to adhere to the rules and guidance set out in the Charity Fundraising Notes and to follow UCLU Fundraising Procedures.
	


	For Office Use Only:

	VSU Code:
	Authorised:
	Date:

	
	
	


UCLU Fundraising Regulations (from UCLU Financial Procedures Manual)
6.1 Fundraising

These regulations apply only to student groups registered with the VSU’s Innovations Programme. Clubs & Societies must follow the procedures outlined at http://uclu.org/clubs-societies/how-to-guides/index.php 

The Charity Fundraising Form must be completed if you wish to hold a Fundraising Event (an event held to create a profit which is to be donated to a cause), or a Charity Collection (use of boxes/buckets to gather donations).

6.1.1 Fundraising Rules
I. You must submit a letter of permission from the beneficiary organization (on letter head paper) with this form permitting your club/society to fundraise on their behalf and confirming the organization’s full name and charity number and bank details for payment along with a Charity Fundraising form (App A15) for approval to the Activities Finance Panel.

II. Under section 63 of the Charities Act 1992 a person may be found guilty of an offence where they falsely state that an institution for which they are raising money is a registered charity unless they have reasonable grounds for believing that the institution was registered.

III. All publicity related to the fundraising event must be clearly show for whom you are collecting, their charity number and all publicity must be approved by the beneficiary organization.

IV. UCL Union reserves the right to request additional information for charities not registered in the UK.

V. All fundraising events and collections must comply with all UCL Union financial regulations.
VI. All income and expenditure for charity fundraising events/collections must be held in BZ VSU 31030. Only the profit from a fundraising event can be paid to the charity once all expenses have been deducted. If the event has made a loss, the deficit from the BZ VSU 31030 account must be made up by the students themselves.
6.1.2 Additional Information for Charity Collections
I. Collection tins and seals are available from UCL Union cashier’s counter. If you have your own tin or buckets these must also be stored at UCL Union Cashier’s Office and signed in and out for each event.

II. If the collection is cancelled, the VSU must be told in writing.

III. If you are collecting money in anywhere other than private property* then your collection will be covered by Local Police regulations, in these cases:

· A street license must be applied for by the first day of the month before the collection is due to take place.
· The Chief Executive of the Union must be named chief promoter.
IV. Expenses should be kept to a minimum; up to a maximum of 10% of the total collection is permissible for the first collection; subsequent collections should be well below this.

* Private Property includes London Underground, The University and shops provided that the collection takes place wholly inside these premises (not on the threshold) e.g. not standing in the entrance to a tube station/Supermarket.

6.1.3 After the Collection
Within 3 months of the collection, the Finance Department will submit accounts showing the amount collected and any expenses or payment incurred and a list showing the names of the collectors and amounts collected in each box to the Charities Office. This will be signed by two of persons responsible for the collection and the Union Finance Manager.

If the collection raises more than £400 an article must be published in a newspaper that is available to the general public. This article must show the area in which the collection took place, the amount collected and any expenses incurred.

6.1.4 Regulations for Street Collections within the Metropolitan Police District
I. The following regulations do not apply to any collections taken at a meeting in the open air or to the selling of articles in any street/public place where the articles are sold in the ordinary course of trade and the purpose of earning a livelihood and no representation is made by or behalf of a seller than any part of the proceeds of sale will be devoted to any charitable purpose.
II. No collection shall be made unless a permit therefore has been obtained from the Commissioner.

III. Every application for a permit shall be made in writing to the Commissioner in the form no later than the first day of the month preceding the month in which it is proposed to hold the collection: 
IV. Every application shall be made by a society, committee or other body consisting of not less than three members acting through not less than three members thereof who shall be jointly responsible for the collection. 
V. No collection shall be made except upon the day and between the hours stated in the permit. 
VI. The Commissioner may, in granting a permit, limit the collection to such districts, streets or public places or such parts thereof as he thinks fit.

VII. No person may assist or take part in any collection unless he is in possession of a written authority signed by or on behalf of the chief promoter and must be able to produce this for inspection when asked.
VIII. No collection shall be made in any part of the carriage way of any street: 
Provided that the Commissioner may, if he thinks fit, allow a collection to take place on such a carriage way where that collection has been authorised to be held in connection with a procession. 
IX. No collection shall be in such a manner as to cause, or be likely to cause, danger, obstruction, inconvenience or annoyance to any person. 
X. No collector shall importune any person to the annoyance of such person. 
XI. While collecting a collector shall remain stationary; and a collector or two collectors shall not be nearer to another collector than 25 metres.

XII. No promoter, collector or person who is otherwise connected with a collection shall permit a person under the age of sixteen years to act as a collector: 

XIII. Provided that in the case of a collection which has been authorised to be held in connection with a procession, the Commissioner may, if he thinks fit, authorise the chief promoter to permit persons of less than sixteen but not less than fourteen years to act as collectors after receipt of a written assurance by such chief promoter that each of such persons will at all times be accompanied by a responsible able-bodied adult. 
XIV. No collector shall be accompanied by any animal. 

XV. Every collector shall carry a collecting box and all collecting boxes shall be numbered consecutively and shall be securely closed and sealed in such a way as to prevent them being opened without the seal being broken. 
All money received by a collector from contributors shall immediately be placed in a collecting box. 
Every collector shall deliver, unopened, all collecting boxes in his possession to a promoter. 
XVI. A collector shall not carry or use any collecting box, receptacle or tray which does not bear displayed prominently thereon the name of the charity or fund which is to benefit, or any collecting box which is not duly numbered. 
XVII. A collecting box shall be opened in the presence of a promoter and another responsible person. Where a collecting box is delivered unopened to a bank it may be opened by an official of the bank.
As soon as a collecting box has been opened the person opening it shall count the contents and shall enter the amount with the number of the collecting box on a list which shall be certified by that number. 
XVIII. No payment by way of reward shall be made to any collector. No payment shall be made out of the proceeds of a collection, either directly or indirectly, to any other person connected with the promotion or conduct of such collection for, or in respect of, services connected therewith, except such payment as may have been specified in the form of application for a permit and approved by the Commissioner. 
XIX. Within three months after a date of collection, the chief promoter shall forward to the Commissioner:
(a) a statement showing the amount received and the expenses and payments incurred in connection with the collection and certified by two of the persons responsible for the collection and by a qualified accountant: 
(b) a list showing the names and collectors; and 
(c) a list of the amounts contained in each collection box, and shall, if required by the Commissioner, satisfy him as to the proper application of the proceeds of the collection. 

The chief promoter shall also, within the same period, at the expense of the chief promoter and after any certification required publish in such newspaper or newspapers as the Commissioner may direct a statement showing the name of the chief promoter, the area to which the permit relates, the name of the charity or fund to benefit, the date of the collection, the amount collected, the amount distributed to each charity or fund to benefit, and the amount of expenses and payments incurred in connection with such collection. Not later than seven days after publication of a newspaper containing the statement required, the chief promoter shall send a copy of that newspaper to the Commissioner. For the purposes of this Regulation ‘a qualified accountant’ means a member of one or more of the following bodies:- 
The Institute of Chartered Accountants in England and Wales; 
The Institute of Chartered Accountants in Scotland; 
The Chartered Association of Certified Accountants; 
The Institute of Chartered Accountants in Ireland.

XX. This Regulation applies to a collection in respect of which the Commander in charge of the Police Borough where it is to be held has issued a certificate for the purposes of this Regulation to the person who appears to them to be principally concerned in promoting the collection and which is made in accordance with the terms of that certificate. No certificate shall be issued unless it appears to the Borough Commander that the collection is to be made in the period from 1st to 24th December in any year and in connection with the singing or playing (including the reproduction of recordings) of Christmas carols by two or more persons assembled together. 
6.1.5 Finance Requirements
I. You must issue a bucket to a named person with a UCL Student Number (SN), as identified using their student ID.

II. Each tin or bucket is to be emptied separately and record the amount collected by each person.

III. Pay the money out to the charities concerned and keep records of the letters sent to them.

IV. Draft a “notice” under legal notices in the Camden Journal or local paper within 3 months of the collection date.

V. Collate all this data and complete a Met Police Financial Summary quoting the date of the newspaper notice within 3 months of the collection date. 

Contact Finance to complete these forms as the Met Police have requested that long term staff be the signatories on the paperwork. Mary Nri, Dave Squires and Ross Kelway are down as the three promoters. Mary Nri is the Chief Promoter purely so the paperwork does not bypass the Finance department who will ultimately be responsible.

CHARITY FUNDRAISING PERMISSION LETTER 

The permission letter should include:

· A statement similar to this: We give permission for [student names] to raise money on behalf of our charity from [date] to [date].
· The name and logo(s) of the organisation

· Charity number

· Date and name of fundraising events (if known)

· The charity’s bank account details (UCL Union will pay the money into the organisation’s account.)

· A contact name, address, email address and phone number

· Any other relevant details which may be useful.

Letters should be written on headed paper and can be sent to the following address:

Volunteering Services Unit, UCL Union, 25 Gordon Street, London, WC1H 0AY


If hand delivered:  VSU, 2nd Floor, UCL Bloomsbury, 15 Gordon Street.

They may also be faxed to: 020 7209 0768

A scanned copy can be emailed to the relevant VSU staff member or to volunteering@ucl.ac.uk.
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INNOVATIONS PROGRAMME RISK ASSESSMENT/ACTIVITY REGISTRATION

	PROJECT TITLE:
	DATE:

	This risk assessment form must be completed for all activity that the above Innovations Programme project intends to carry out during the academic year 2011-12.  If you wish to carry out any additional activities not logged on this form, you must complete an additional activity risk assessment form at least 2 weeks prior to the event.  If you are organising an overnight trip or tour, you must also complete an additional overnight stay form and all paperwork must be submitted 6 weeks in advance.

Note that you must read the VSU Safety Manual before completing this form. You will find this in the Project Leaders Handbook and at www.uclu.org/volunteers/project-leader-forms.


	(1)Activity type

Please list all the different types of activity you intend to carry out in the academic year
	(2)Identify Hazards

Please list the potential and real hazards associated with each activity type and who will/might be affected
	(3)Identify Frequency

Please identify the possibility / frequency that this hazard will occur if control measures are not put in place  (high, medium, low)
	(4)Implications How severe are its implications if the hazard does occur? (high, medium, low)
	(5)Identify the control measures

that are in place to reduce the risk of the hazard happening
	(6)Person responsible for ensuring that measures are implemented (please give name, email, and phone number)
	(7)Identify action if incident occurs

What action will you take if the hazard does occur?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


PLEASE COMPLETE THE ADDITIONAL INFORMATION ON THE NEXT PAGE

ADDITIONAL INFORMATION – PLEASE COMPLETE

1. Do volunteers use electrical equipment or chemicals as part of the project’s activities? If so, please state what and where it is used: 

	

	

	


2. Do volunteers ever lift or move heavy equipment as part of the project’s activity? If so, please state what equipment is moved:

	

	

	


3. Have any volunteers in previous terms been involved in any accident during the project’s activity?  If so, please provide details: 

	

	

	


4. What safety measures or guidelines will the volunteers be following?

	

	

	


5. Please use this space to raise any other issues of safety that may be of concern to your project: 

	

	

	


6. Please provide a list of all Project Leaders with this project. All Project Leaders must have a chance to contribute to this Risk Assessment before it is submitted.

	Name
	Email address

	
	

	
	

	
	

	
	

	
	


Please submit this form by email to your VSU Contact or to volunteering@ucl.ac.uk at least 2 weeks before your first activity.

Please use this sheet to help identify potential risks involved in your event. This list is not exhaustive and is only an indication of potential risks.

	1
	INDOOR HAZARDS
	4
	HAZARDS ON COASTS & COASTAL WATERS
	6
	PEOPLE & ORGANISATIONAL HAZARDS

	1.1
	Inappropriate lighting
	4.1
	Falls from cliffs, piers, sea walls
	6.1
	Lack of information, training or instruction

	1.2
	Temperature
	4.2
	Struck by falling objects from cliff
	6.2
	Poor activity planning or preparation

	1.3
	Insufficient or unsuitable space
	4.3
	Slips & falls on slopes / loose surfaces
	6.3
	Poor activity delivery or organisation 

	1.4
	Untidiness – causing trip / fire hazard
	4.4
	Quick sand & mud
	6.4
	Ignorance of rules and / or procedures

	1.5
	Stairs – dark / steep / no handrail
	4.5
	Access problems due to steep angle of beach slope
	6.5
	Unsafe behaviour or attitude

	1.6
	Lack of fire escapes / extinguishers / procedures
	4.6
	Collisions between water users
	6.6
	Lack of appropriate first aid equipment and experience

	1.7
	Slip / trip / fall hazards
	4.7
	Swept away by wave surges
	6.7
	Medical conditions of participants

	1.8
	Inadequate ventilation
	4.8
	Being washed against rocks / piers
	6.8
	Poor safety control from group leaders

	1.9
	Inhalation of dust
	4.9
	Low water temperatures
	6.9
	Poor safety awareness from participants

	1.10
	Poor surfaces for activities – slips / trips / impact
	4.10
	Communication problems from waves / swell / distance 
	6.11
	Lack of cooperation within group

	1.11
	Electrical hazards
	4.11
	Struck by objects in water
	6.12
	Differing skill levels within group

	
	
	4.12
	Stranded by tides
	6.13
	Low level of physical fitness / strength

	2
	SPORTING ACTIVITY HAZARDS      
	4.13
	Swept away by currents
	6.14
	Aggression between participants

	2.1
	Uneven playing surface
	4.14
	Rip tides
	6.15
	Aggression from crowd / public

	2.2
	Playing surface too hard or soft
	4.15
	Longshore drift
	6.16
	Contact between participants increasing risk

	2.3
	Hard or sharp objects on pitch
	4.16
	Conflicts between beach users
	
	

	2.4
	Sliding on Astroturf or tarmac
	
	
	
	

	2.5
	Collisions / Conflict with surrounding objects or people
	
	
	
	

	2.6
	Impact from sports equipment
	
	
	
	

	2.7
	Contact sport injury
	
	
	
	

	2.8
	Personal injury – fracture / sprains / cuts 
	
	
	
	

	
	
	5
	HAZARDS ON HILLS AND MOUNTAINS
	7
	EQUIPMENT AND OTHER HAZARDS 

	3
	HAZARDS ON STILL / MOVING WATER
	5.1
	Slips & trips on grass, mud, rock
	7.1
	Cash handling

	3.1
	Getting swept away from equipment or people
	5.2
	River crossings
	7.2
	Transport to and from your activity

	3.2
	Collision with rocks in and to sides of rivers
	5.3
	Remote locations
	7.3
	Food poisoning

	3.3
	Striking / trapping by submerged obstacles
	5.4
	Difficult communication – weather / distance
	7.4
	Hazardous substances

	3.4
	Being dragged down by undertow
	5.5
	Falling debris
	7.5
	Equipment with moving / hot parts

	3.5
	Restricted or impossible access to / from water
	5.6
	Extra work imposed by terrain type / angle
	7.6
	Heavy equipment

	3.6
	Access problems – rescue / getting kit into water
	5.7
	Lack of shelter
	7.7
	Electrical hazards from equipment

	3.7
	Falls from drops in level at weirs / waterfalls
	5.8
	Separation of group members
	7.8
	Noise from equipment

	3.8
	Getting out of depth
	5.9
	Getting lost
	7.9
	Risk of trapping body / clothing in equipment

	3.9
	Low water temperature
	5.10
	Falls from height
	7.10
	Inadequate environment for equipment operation

	
	
	5.11
	Extremes of weather
	7.11
	Inadequate protective equipment

	
	
	
	
	7.12
	Equipment in unsuitable condition


Data Protection Act 1998: This information is being collected to ensure that good health and safety standards are maintained by UCLU volunteering projects.  It will be retained in paper copy for seven years and then destroyed.

INNOVATIONS PROGRAMME - FUNDRAISING GROUPS

FINAL EVALUATION

Please complete this form and return it to the VSU.
Name of charity: ________________________________________ 

Date of fundraising events: ____________________________________________________

Name of Project Leaders: ______________________________________
Email Address: _______________________  Phone: ______________________

	Please describe your fundraising activities


	How much money did you raise?

	Have you  …?

Banked all money with UCLU Finance Department 

Yes/No

Returned any collection tins to UCLU Finance Department 
Yes/No

Submitted Payment Request Form 



Yes/No

For Street Collections – Returned paperwork to Metropolitan Police 
Yes/No


	Were there any issues to raise, work to follow up, or incidents to note?

	Please give full names and email addresses of all UCL students who took part in any fundraising activities.



	Were there any accidents or near misses? 

Yes/No 

If yes, have you completed and returned an Accident/Incident Report Form 
Yes/No





This document is available at � HYPERLINK "http://www.uclu.org/volunteers/project-leader-forms" �www.uclu.org/volunteers/project-leader-forms� along with guidance on its completion and a copy of the Health & Safety Manual
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