[image: image1.jpg]UNIVERSITYOF
BIRMINGHAM




Student Stall Space Requests
All requests for student stalls at the Guild should be made through Jade Richards, Events and Room Bookings Co-ordinator.

Stalls can currently be held in the following areas:-

· Spar Area

· Mermaid Square

· Common Room

Stalls must be requested at least 7 days in advance.  If your stall concerns external food, this must be requested 12 days in advance in order that a catering request form can be completed and approved.

ALL stalls require a risk assessment to be completed and returned to the Events and Room Bookings Co-ordinator 5 days in advance.

All fundraising must be declared and must be approved by Carnival if fundraising for an external organisation.

Only one cake sale in the Spar area is permitted each day and a maximum of 1 stall is permitted outside of spar at any one time

You will automatically be provided with 1 table and 2 chairs for your stall, if you require anything further such as additional chairs or backboards, then please let the Events and Room Bookings Co-ordinator know.

Once you have received confirmation of your booking, all promotion and signage for your stall must be arranged through Student Development.  Please be aware that this will not be permitted to contain any company logos or branding.
Please return all forms to Reception (roombookings@guild.bham.ac.uk)

_____________________________________________________________________

Society contact information:

Name of organiser:



Contact number:

Name of Society:

Contact E Mail:

___________________________________________________________________________________
Stall hire details:

Date of stall:

Times of stall:

Required location:

Nature of stall:

___________________________________________________________________________________
Fundraising (if applicable):
If you intend to raise money, please state the purpose and where the money will be going:-
Name of the project for which you are fundraising:-………………………………………….
Details:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

___________________________________________________________________________________
Risk assessment:

All stalls require the attached risk assessment to be completed and returned.

External food:

If you intend to sell external food you will need to complete and return the form below:

GUILD 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

TO: HYGIENE MANAGER    CENTRAL KITCHEN

THE ORGANISERS OF THE FOLLOWING FUNCTION WISH TO SERVE FOOD:

	ORGANISATION: 
	

	FUNCTION 

	  

	DATE & TIME:
	  

	ADDRESS
	

	PHONE / MOBILE / E-MAIL;
	

	NUMBER ATTENDING?
	

	PERSON IN CHARGE OF FOOD PREPARATION:

HOW MANY PEOPLE WILL ASSIST IN THE PREPARATION?
HAVE ANY PERSONS RECEIVED FOOD SAFETY TRAINING?
	

	TIME OF FOOD SERVICE

DURATION OF SERVICE 
	

	TYPE OF FOOD & MENU:

PLEASE PROVIDE A DETAILED LIST OF THE FOODS YOU INTEND TO SERVE & STATE WHETHER THEY ARE TO BE SERVED HOT OR COLD.


	

	METHOD & PLACE OF PREPARATION:

PLEASE PROVIDE ADDRESS OF WHERE FOOD IS TO BE PREPARED & COOKED.  INCLUDE DETAILS OF THE PURCHASING & STORAGE OF THE FOOD.

 STATE DATE & TIME OF WHEN THE FOOD WILL BE COOKED.
	


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




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

· Prepared vegetable products.

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
 THIS FORM MUST BE RECEIVED 12 WORKING DAYS IN ADVANCE OF THE FUNCTION FOR APPROVAL TO BE GIVEN.
FOOD SAFETY MEASUREMENT POINTS

MICROWAVE OVEN.

·  AFTER MICRO WAVING MEASURE THE TEMPERATURE IN A NUMBER OF PLACES TO ENSURE THE FOOD IS FULLY DEFROSTED OR PROPERLY COOKED TO A CENTRE TEMPERATURE OF 75O C.

COOKING.

·   CHECK THAT FOOD HAS REACHED A TEMPERATURE OF AT LEAST 75ºC TO ENSURE HARMFUL BACTERIA HAVE BEEN DESTROYED. .

COOLING AFTER COOKING.

·  COOL THE COOKED FOOD TO BELOW 3OC (OR LOWER AS APPROPRIATE) WITHIN 90 MINUTES, PREFERABLY USING A BLAST CHILLER. FOOD CAN ALSO BE CHILLED BY BREAKING THE QUANTITY INTO SMALLER AMOUNTS.  CHECK THE TEMPERATURE BEFORE PLACING THE FOOD IN REFRIGERATED OR FREEZER STORAGE.

· HOT FOOD MUST NOT BE PLACED IN A FREEZER OR REFRIGERATOR.

REHEATING FOOD. 

·  AFTER REHEATING, MEASURE THE TEMPERATURE IN A NUMBER OF PLACES TO ENSURE THAT ALL THE FOOD HAS REACHED 75OC.  STEWS, GRAVIES, CURRIES ETC MUST BE STIRRED TO AVOID HOT & COLD SPOTS.

HOT HOLDING.

·  HOT FOOD MUST BE KEPT TO A MINIMUM OF 63OC DURING SERVING. TEMPERATURES TO BE RECORDED ON FOOD TEMPERATURE IN SERVICE FOOD MONITORING LOG (APPENDIX 10)

STORAGE.

· CHILLED PRODUCTS ON DELIVERY AND CHILLED STORAGE SHOULD BE MAINTAINED AT 5OC (MAXIMUM 8OC).  

· FROZEN PRODUCTS DURING STORAGE MUST BE MAINTAINED AT -18° OR BELOW.

THAWING PROCEDURE

ALL FROZEN FOODS WILL BE DEFROSTED UNDER CONTROLLED CONDITIONS IN EITHER A REFRIGERATOR OR A RAPID DEFROST CABINET AND HELD WHEN DEFROSTED AT BETWEEN 0OC AND 5OC. 

· THE USE BY DATE FOR DEFROSTING PRODUCTS MUST BE WITHIN THREE DAYS.

· FROZEN FOOD WHICH HAS BEEN THAWED OR PARTIALLY THAWED MUST NOT BE RE-FROZEN.  

· ANY SURPLUS MUST BE DISPOSED OF FOLLOWING THE CATERING EVENT.

· FOOD MUST NEVER BE DEFROSTED BY USING HEAT OR HOT WATER UNLESS IT IS A MANUFACTURED COOKED/CHILLED PRODUCT WITH INSTRUCTIONS TO REHEAT FROM FROZEN.

