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Staff Fundraising Week Cake Sales – please complete all highlighted areas and submit to venuebirmingham 10 days prior to the date of your cake sale
APPLICATION TO HOLD AN OUTDOOR EVENT/CHARITABLE COLLECTION ON UNIVERSITY PREMISES HALLS OF RESIDENCE AND/OR SOCIAL CENTRES
A minimum of 28 days notice is required.  In exceptional circumstances approval may be given without the required notice period.

Any student society, group or individual wishing to hold an outdoor or a major event on University premises must complete this form.  The granting of approval rests with the Director of Hospitality and Accommodation Services (or his authorised Deputy).
This form should also be completed if you are seeking approval for any of the following:

Temporary structures (marquees, gazebos and stages)– complete all sections & complete marquee form
Displays ie banners/posters/vehicles/exhibitions – complete all sections
Firework displays – complete all sections
Leaflet distribution – complete section 1,2,3,13
Market Research/Surveys – complete section 1,2,3,4,12,13
Cake Sales & Stalls – complete section 1,2,3,6,11,13 & complete catering request form
Inflatables (guidelines available on request) – complete section 1,2,3,4,7,10,11,12
Entertainment – complete all sections
Ring Road Closure (sporting events) – complete 1,2,3,6,8,10,12,13
Major events which include live entertainment and for which tickets are sold in advance and/or an event requiring a bar licence extension* - complete all sections
Charitable Collections – complete section 1,2,3,6,8,12,13,14
PLEASE ENSURE THAT THE FORM IS SIGNED.
On receipt of the completed form the decision will be sent in writing within 5 working days so please ensure that a contact email address is provided.
APPLICATION
1.
Name of student society/group/individual/company:
     
………………………………………………………………………………………………………….

                                                                     
Name of organiser/person responsible: …………………………………………………………..

         
Dept Address: ……………………………………………………………………………………………..

     
………………………………………………………………………………………………………….

                                                                                              
Extension No: ……………………………………Mobile No: …………………………………..

                              
Email address: ……………………………………………………………………………………...

Invoice Address if different from above, to include if appropriate company VAT registration number (FOR ANY SERVICE COSTS THAT MAY NEED TO BE APPLIED)
________________________________________________________________________

2.
Location of event:
     
………………………………………………………………………………………………………….

                              
Date of event: ……………………………………………………………………………………….
                                      
Bar opening hours: ……………………………………… Drinks promotion: YES/NO      
                                                                                                    
Bar licence extension required:   YES/NO if yes until (time) ……………………………………

                                   
Start/finish times: …………………………………………………………………………………..

                                                  
Set up times (if applicable): …………………………………………………………………….

                                                                   
Dismantle/clearing up (if applicable): …………………………………………………………..

______________________________________________________________________

3.
Nature of event:
     
Cake Sale
.…………………………………………………………………………………………………………
Please give a brief description of the event along with a programme/timetable:

      Charity cake sale as part of Staff Fundraising Week
………………………………………………………………………………………………………….

     
………………………………………………………………………………………………………….

                                                                       
Number of people anticipated to attend: ………………………………………………………….
                                                             NA
Entertainment (indoors/outdoors) ………………………………………………………………….

                                                NA
Speciality entertainment: ……………………………………………………………………………

                                                           NA
Artistes technical requirements: ……………………………………………………………………
                                                     
Details of publicity of event: ……………………………………………………………………..

4.
Equipment/structures:

What equipment and/or structures will be used?  
a)
Temporary structures to include marquees, ad frames, trailers, (please complete separate marquee application form)
                  
b)
Fairground rides, if yes please give details. 

                  
c)
Inflatables (Health and Safety Guidelines available).

                  
d)
Electrical equipment, if yes please give details.

                  
e)
Furniture, if yes please give details.
                  
________________________________________________________________________

5.
Firework displays, please give details (public liability insurance, method 
statement, risk assessment and site plan are mandatory for firework 
displays)
                   
Please note Public Liability Insurance from external providers is required.

Organisers are responsible for safety and should produce a certificate under the Electricity at Work Act 1989 that equipment has been tested.  Electrical equipment should be suitable for outdoor use and the purpose for which it is used.

________________________________________________________________________

6.
Food and Drink – please list requirements and supplier:
                    No requirements from HAS. Cakes will be donated for sale by a variety of volunteers. Anyone making homemade items will be provided with the food hygiene guidelines in relation to the use of fresh dairy products and allergy-inducing ingredients such as nuts, and the correct storage of these items prior to delivery.
Please note all food and drink to be provided by University Catering or their nominated supplier.

Please be advised that any food products brought onto campus must receive approval from the University Catering nominated person and a catering request form is to be completed.
If you are proposing to make cakes etc please provide a complete ingredient list, please note we cannot allow the use of egg products in any food items.
7.
Services

a)
Water, if yes please give details.

                  
b)
Electricity, if yes please give details.

                   
________________________________________________________________________
8.
Security/Stewards 

Please detail arrangements in place for security/stewarding:

     
If money is to be collected what security arrangements are in place:

     
________________________________________________________________________
9.
Noise 

Do you plan to have live music, if yes please give details
     
For outdoor live music the organiser must inform the local authorities and residents.
________________________________________________________________________

10.
Health and Safety

a)
What first aid facilities are to be provided?

                  
b)
What arrangements are being made for the provision of toilets?

                  
c)
What contingency plans do you have in case of bad weather?

                  
d)
What arrangements have been made for the safety of spectators?
                  
(e)
What arrangements have been made for dealing with an emergency or 
disaster?
                   
A detailed risk assessment and method statement is required for all events.

11.
Vehicle access
How many delivery vehicles require access?  None

How high is the vehicle?  NA
What time is access required from and to?  NA
We will confirm vehicular access with the venue at confirmation stage
_______________________________________________________________________
12.
Other relevant information you wish to add:

                  
________________________________________________________________________
13.
Clearing up – clearing of litter and removal of any equipment must be 
completed within 12 hours of the end of the event.  Please give details of 
how this will be undertaken:
                    The area will be cleared by one hour after the end time of the event. Leftover food will be disposed of by the event organiser and not kept for future sale or consumption.
a)
What arrangements have been made for ground protection?  NA
________________________________________________________________________

14. Charitable collections on campus: (see policy governing charitable events on university property, copy can be obtained on request)
* Note Only two collectors per bucket, only closed buckets allowed

Charity being for collected for: 

     
……………………………………………………………………...................................................

Charity Number: ……………………………………………………………………………………..  
                                  
Date of collection: ……………………………………………………………………………………

                                              
Location(s) of collection: ……………………………………………………………………………

                                                               
Number of collectors (if applicable): ……………………………………………………………..

Publicity material attached
YES/NO      
Terms and Conditions

No loud music or amplified sound during the working day.  Loudhailers are prohibited.

You shall not carry out any activity in the university’s premises or use the facilities in such a way as to cause any inconvenience or annoyance to the university or users of our premises/facilities.

No signs, displays or posters may be fixed to the fabric of the premises without the express agreement of the Director of Hospitality and Accommodation Services (or his authorised Deputy).  If agreement is provided such signs, displays or posters should be fixed to those locations designated by us and taken down immediately after the event.

You will ensure that the grounds are left tidy and all litter is collected and disposed of appropriately. A charge will be levied for any additional work incurred by University Staff in cleaning up after an event.
I undertake to abide by the rules on location, noise, safety, tidiness and any other conditions imposed by the University in advance or during the event.

I accept financial responsibility for any damage or injury arising from the event and any additional cleaning required by the University.

                    
Signed ………………………………………………………………………………………………..

                          
Print Name …………………………………………………………………………………………..

                                                          
Countersigned by Site Manager 
(Hall Accommodation/Social Centres/Guild of Students) (INTERNAL BOOKINGS ONLY)…………………………………………………………………………………………………
                                                        
Society/Group/Organisation  

University of Birmingham
               
Date ……………………………………………….

Please return this form fully completed to:
venuebirmingham

Conference Office

University of Birmingham
University Centre

Edgbaston

Birmingham

B15 2TT

Telephone No. 0121-415-8400

Fax No. 0121-415-8406

Email: vcza-c-outdoorevent@adf.bham.ac.uk
 Check list – have you included if required the following:

 FORMCHECKBOX 
        Public Liability Insurance

 FORMCHECKBOX 
        Event Insurance

 FORMCHECKBOX 

Risk Assessment

 FORMCHECKBOX 
        Method Statement

 FORMCHECKBOX 

Site Plan

 FORMCHECKBOX 

Health and Safety Certificates

 FORMCHECKBOX 

Suppliers Details

 FORMCHECKBOX 

Marquee Form

 FORMCHECKBOX 

Catering Request Form – see below
Failure to provide the relevant documents for your event will delay the application process.
For office use only:
EMAIL COPY TO:
         Date sent:
          Initials:
	Insurance                     
	
	

	Fire Safety                    
	
	

	Grounds & Gardens     
	
	

	Maintenance                
	
	

	Security                       
	
	

	Health & Safety Unit
	
	

	Building/Site Manager
	
	


VENUE BIRMINGHAM

CATERING REQUEST FORM
To ensure the highest possible standards of Food Safety are maintained, and to comply with the requirements of the Food Safety Act 1990, General Food Regulations 2004 (England), EC Regulation 852/2004 & University Food Safety Codes of Practice it is University policy to carry out hazard analysis of food purchasing, preparation, cooking & serving within University premises.

PLEASE PROVIDE AS MUCH DETAIL AS POSSIBLE WHEN COMPLETING THIS FORM TO AVOID ANY DELAYS WITH APPROVAL

THIS FORM MUST BE RECEIVED 10 WORKING DAYS IN ADVANCE OF THE FUNCTION FOR THE HYGIENE MANAGERS APPROVAL TO BE GIVEN.PLEASE FOLLOW THE GUIDANCE AT THE BOTTOM OF THIS FORM

TO: VENUE BIRMINGHAM (CONFERENCE OFFICE)

THE ORGANISERS OF THE FOLLOWING FUNCTION WISH TO SERVE FOOD:

	ORGANISATION: 
	University of Birmingham

	FUNCTION & WHERE TO BE HELD

	

	DATE & TIME:
	

	DEPT ADDRESS
	

	UOB PHONE/E-MAIL
	

	NUMBER ATTENDING?
	(Please estimate)

	PERSON IN CHARGE OF FOOD PREPARATION:
HOW MANY PEOPLE WILL ASSIST IN THE PREPARATION?
HAVE ANY PERSONS RECEIVED FOOD SAFETY TRAINING?
	This is the name of the event organiser
Estimate the number of people donating cake

	TIME OF FOOD SERVICE
DURATION OF SERVICE 
	

	TYPE OF FOOD & MENU:
Selection of cold cake, biscuits, and desserts

	

	METHOD & PLACE OF PREPARATION:
The food will be prepared by a team of volunteers at a variety of locations the evening before the bake sale. All volunteers will be provided with hygiene guidelines to follow with details of the standards expected to adhere to minimise risk. We have also asked volunteers to not to use fresh cream or cream cheese and to avoid using eggs (if eggs need to be used we have requested that they are purchased from a reputable source). We have requested that all perishable ingredients are stored appropriately prior to cooking and that bakes are kept covered and refrigerated if necessary until they are brought to the bake sale. 
	


	METHOD OF FOOD TRANSPORTATION & WHAT THE FOODS WILL BE STORED IN.

Volunteers will bring contributions to the Bake Sale shortly before the event to ensure food does not need to be stored at the location for a long time and will be stored in cake tins and tupperware until the event. I have requested volunteers refrigerate all products that include perishables until the event and bring them directly to the bake sale. All products that aren’t sold at the end of the bake sale will be deposed off appropriately.
ALLERGEN LEGISLATION INFORMATION ON THE NEXT PAGE.

HAS IT BEEN READ & ACTIONED?

PLEASE TICK ANSWER BELOW
YES  

OR 

NO




NOTES:

Please note that the following are high risk foods which have the ability to cause food poisoning:-

· Eggs

· Cooked meat/meat products

· Gravy and Stock

· Milk/milk products

· Cheese

· Ice Cream

· Cooked Rice, Pasta and Pulses

You may be unable to serve these products/foods which contain these products if the Hygiene Manager is not satisfied that suitable measures are in place to make the provision of these products safe. If you intend to provide any of these, the Hygiene Manager may contact you to discuss.

Please also note that:

· Cross-contamination of high risk foods must be prevented

· All source (raw) foods must be cooked thoroughly

· Temperatures in storage, cooling and reheating must be controlled

· Food must be prepared as near to the time of serving as possible 

· Raw & cooked food must be kept separate

ALLERGEN INFORMATION LEGISLATION

From 13th December 2014, the EU Food Information for Consumers Regulation will change the way allergen information appears on labels and on food that is prepacked, sold loose or served when eating out. It will introduce a new requirement for allergen information to be provided for foods sold non-prepacked or prepacked for direct sale. This requires you to compile an ingredient list for all food products, stating if any ingredients contain one or more of the 14 recognised allergens. This will enable you to answer any allergen queries customers may have.

Allergenic ingredients are in bold type on product labels.
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Guidance for Completing Catering Request Forms
Issued by: Ian Wormall – Hygiene Manager

Contact Details: Tel: 0121 415 8402

[image: image3.emf]Allergenic ingredients must be indicated in list of ingredients with clear reference to name of the substance or product as l isted in Annex II of the Food Labelling  Regulations.    The Annex II outlines the 14 allergens (and products  thereof) that must be labelled or indicated as being present in foods and are:         Cereals containing gluten such as wheat, rye, barley, oats, spelt or khorasan      Crustaceans for example prawns, crabs, lobster, crayfish      Eggs   (to include pasteurised egg)      Fish   ( to include fish derivatives/stocks/sauces)      Peanuts      Soybeans      Milk (including lactose)      Nuts such as almonds, hazelnuts, walnuts, cashews, pecan nuts, Brazil nuts, pistachio nuts, macadamia (or Queensland) nuts      Celery (including celeriac)      Mustard      Sesame seeds      Sulphur dioxide (>10mg/kg or 10mg/L)      Lupin      Mollusc for example clams, mussels, whelks, oysters, snails and squid    

                          e: I.wormall@bham.ac.uk
This information relates to any outside catering requests form that are sent to the Hygiene Manager for approval.

The outside catering request form should be used for:

· Events larger than 20 people in any University buildings (including University accommodation), grounds, Guild of Students or University campus associated areas. 

· Where food is freshly prepared on campus grounds by students, none nominated University caterer, staff, or any other providers not listed by the University

· Where food is brought onto campus by students, none nominated University caterer, staff, or any other providers not listed by the University for sale or consumption (i.e. cake sales)

· If it is a public event

· When food is being sold on campus

· When food is being given away on campus

· Food that is pre-packed for direct sale

· Non- pre-packed (loose food)

The outside catering request form should not be used for:

Any pre-packed food: (unless re-sold on university premises i.e. cake sales)
Food Consumed for parties (Guild Only)

For further clarification on prepacked foods please see additional information.

When completing the form could you please insure that:

· Full details of the outside vendor providing catering

· Expected number of people attending

· List of food to be produced/brought onto campus

· All allergen information is read and understood and will be provided by the provider on the day of the event to all attending

· Companies must be willing to provide details of their HACCP procedures, Food Safety procedures, training and Food Hygiene rating (if they are a catering vendor e.g. a burger van)

· Companies must be willing to follow guidance provided by the university

· Companies must agree to abide by the universities food safety policy 

· Companies must be willing to be inspected by the Hygiene Manager or nominated person 
NOTE: all catering request forms must be sent for authorisation no less than 10 working days before the event. Failure to comply may result in authorisation not been given.
       Additional Information regarding pre packed food

Pre-packed food'

'Prepacked' foods are foods, which have been put into packaging before sale (final consumer or to mass caterers), and the contents cannot be altered without opening or changing the packaging. For example, most pre-packed foods sold in supermarkets will fall under this definition, such as tinned food, ready-made meals or frozen food products.

'Pre-packed for direct sale'

Generally means those foods that have been packed on the same premises as they are being sold. In these situations, it is thought that the customer would be able to speak to the person who made/packed the foods. Foods which could fall under this category are meat pies made on site, and sandwiches made and sold prepacked or not pre-packed from the premises in which they were made.

'Non-pre-packed'(Loose foods)

Foods which are non-pre-packed can be often described as foods sold loose. In a retail environment this would apply to any foods which are sold loose from a delicatessen counter (for example, cold meats, cheeses, quiches, pies and dips), fresh pizza, fish, salad bars, bread sold in bakery shops etc. In a catering environment this would apply to foods ready for consumption such as meals served in a restaurant, café or purchased from a takeaway.

Issued 26.5.11


