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Fundraising and Cash Handling Policy


1	Introduction
	
At various points throughout the year, the Students’ Union is asked by groups such as clubs, societies, charities and external businesses to come into Students’ Union, with the purpose of collecting money or to sell items.

Therefore, the purpose of this policy is to:
(i) set out a system through which requests to raise money in the
Students’ Union can be dealt with it; 
(ii) ensure that all cash transactions in the Students’ Union building are handled in an accountable and transparent manner.

2	Fundraising for clubs and societies

2.1	Clubs and societies are core to the operation of the Students’ Union and so it is important that they are able to use the premises to raise their own funds. This encourages and supports sustainability and creativity amongst these groups, as well as allowing for greater publicity of clubs and societies amongst the student body.

2.2	Clubs and societies may only collect funds in the following areas:
(i) a pre-booked table in the foyer 
(ii) a pre-booked room
(iii) at the Freshers’ and Re-freshers’ Bazaars
(iv) in the Union bars (on approval from the Bar and Entertainments Managers)

2.3	Fundraising for clubs and societies will be deemed only to be:
(i) the raising of membership fees; 
(ii) the selling of tickets for on-campus events or events in line with 1.3 below;
(iii) the raising of own funds through the selling of merchandise and other items, provided that they don’t compete with the commercial operations of the Students’ Union’s and its tenants and is deemed by the EMC to be appropriate in nature.

2.4	The selling of merchandise and other items by a club or society in the Students’ Union building is governed by bye-law 1.9 of the Students’ Union Constitutional Rules, which states:
(i) the name of each authorised collector shall be recorded;
(ii) a balance sheet shall be drawn up and submitted to  the Executive Management Committee, containing the number of items issued and returned, and the amount of money collected;
(iii) The EMC may ask to see these records should the need arise.

2.4	Clubs and societies may only raise money for events not taking place in the Students’ Union where it is not appropriate or practical for the Students’ Union to host this event (for example meals for large groups, theatre visits, etc).

3	Fundraising for external charities

3.1	As the official money raising arm of the Students’ Union, all collections for external charities must be done through RAG, including those organised by other clubs and societies. This ensures greater accountability when it comes to collecting money and allows the Students’ Union to measure how much is being raised on the premises.

3.2	Any external charity or club or society wishing to collect for an external charity within the Students’ Union building must request prior permission from the EMC, to ensure that they are in line with the Students’ Union’s constitution and policies. 

All applications to collect money within the Students’ Union should be sent to the Vice-President Community, not later than one month before the proposed date.

3.3	Should approval be given by EMC for a collection within the Students’ Union, the application will then be forwarded to RAG, who will decide if they have the resources available to do a collection.
	
3.4	External charities will be able to raise awareness of themselves and their actions within the Students’ Union building, provided they have approval from EMC and that no money is raised or collected (either through cash or the setting up of direct debits, credit card payments, etc.).

3.5	Collections in the Students’ Union building is governed by bye-law 1.8 of the Students’ Union Constitutional Rules, which state that RAG:
(i) must use only full members of the Students’ Union as collectors, with the name and student number of each collector being recorded;
(ii) shall only collect using authorised collection tins;
(iii) collection tins shall only be opened in the presence of a member of the EMC or Students’ Union staff;
(iv) shall inform the EMC how much money was collected.

4	Fundraising by external companies
	
4.1	Any external company requesting to use the Students’ Union for commercial reasons should be redirected to the Retail and Premises Manager, including companies that are invited to take part in a club or society organised fair or similar event.

5	Cash Handling Procedure

5.1	The Students’ Union will ensure that clubs and societies are advised of the appropriate procedures in fundraising and cash handling prior to any event. It will not be the responsibility of staff to monitor this activity.

5.2	Clubs and societies collecting membership fees within the Students’ Union will be required to issue a receipt to every new member they sign up. Membership receipt books can be signed out from the Finance Office, Student Guidance Centre (the current staff member responsible is Lesley Culbert).

5.3	Clubs and societies may leave their funds in the Students’ Union finance office for Brinks Security to take to the Student Guidance Centre for lodgement.

5.4	Any club or society collecting funds within the Students’ Union must do so with respect for those who use the building and should not harass other members. Should a complaint made against a club or society for not acting in an appropriate manner be upheld, that group may be barred from collecting on the premises in future.

5.5	All fundraising on Students’ Union premises must be in line with all relevant legislation and policies; this includes the Students’ Union’s ban on gaming for money or substitutes of money (bye-law 1.6).

6	Recommendation

The Executive Management Committee is asked to approve the above policy.
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