
Welcome!

Voucher Issuing 
Training for

Referral Agencies
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This presentation is for staff who are already familiar with 
the Foodbank’s operations and criteria for issuing vouchers. 
It only covers the process of issuing e-referrals. 

Staff who are new to issuing vouchers should go through 
the full “Introduction to E-referrals” presentation.
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A few key 
reminders
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 Why collect so much data?

A key part of Trussell’s Together for Change strategy is to work 
alongside food banks to provide stronger evidence of the drivers of 
extreme poverty and push for solutions that will help tackle these. 
The information you collect allows food banks and Trussell to compile 
more accurate and compelling data to help us see behind the 
numbers of food bank parcels and work together to change policy, at 
a local and national level, to eradicate destitution across the UK.
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 The DCS (Data Collection System)

The database helps keep a track of how 
many vouchers people have had, 
changes of address or changing 
circumstances as well as information on 
the reason for the referral.

If we suspect that someone is misusing 
the voucher system we will inform you, 
and we request that you inform us if you 
become aware of or suspect any misuse.
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Properly completed vouchers help to guard against fraud and 
confusion. They also ensure that the volunteers in the Distribution 
Centres don’t need to ask the clients difficult questions about voucher 
details.  It is important to make the experience of collecting the food as 
smooth and stress-free as possible.

Importance of Ensuring Accurate Information
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Referral Agency Manager Responsibilities

Each organisation will have a registered 
‘manager’ who takes responsibility for 
keeping Cardiff Foodbank updated with key 
information:

• Change of main contact/manager
• Change of organisation name/address
• Closure of the organisation or mergers

The manager is also responsible for inviting 
new users to the database and deleting the 
accounts of staff who have left.



Master

8

Issuing an 
E-Referral Voucher 

A Step-by-Step guide 
for all voucher issuers
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Logging into the DCS
Access the Data Collection System (DCS) through URL: 

https://data.foodbank.org.uk/

https://data.foodbank.org.uk/
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Step 1 – search for the client
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Step 1 – New clients

Ask the client if they have ever had a food bank 
voucher before - if yes then they will have an 
account already.  If it comes up with no results, try 
searching with a different spelling or previous 
postcode (or NFA).  This should help you find them 
and their previous information.



Master

12

Step 1 - Existing clients
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Step 2 – create/edit client record

• First name

• Surname

• Address/postcode or No Fixed Address (NFA)

• Year of birth

If the client has changed 
address - you can edit the 

basic details. Just click on the 
edit button.
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Step 2 – continued

Enter number of people in age band.
Do not enter their age directly.

Household structure questions
This is the usual number of people 
within that household - temporary 

members can be added later.
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Fair Processing Notice

• e
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Step 3 – Referral information 

All about you

Please ensure this is entered.
Your email won’t be displayed on the 
printed voucher but is very helpful for 
us if we need to get in touch with you.
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Ethnic group of person being referred
The ethnicity entered here is not visible to the food bank or the Trussell Trust after the voucher has been
Issued, and individuals are not identified in any reports.  Collecting this data enables the food bank to 
look
At trends and create reports on the ethnicity of people referred to them compared to the local area.

White
❏ English, Welsh, Scottish or Northern Irish 
❏ Irish 
❏ Gypsy or Irish Traveller 
❏ Roma 
❏ Other

Mixed or multiple ethnic groups 
❏ White and Black Caribbean 
❏ White and Black African 
❏ White and Asian 
❏ Any other mixed/multiple ethnic background

Black or Black British
❏ African 
❏ Caribbean 
❏ Any other Black background

Asian or Asian British 
❏ Indian 
❏ Pakistani 
❏ Bangladeshi 
❏ Chinese 
❏ Any other Asian background

Other ethnic group
❏ Arab 
❏ Any other ethnic group

No answer
❏ Prefer not to say 
❏ Not asked

Individual client 
ethnicity data is not 
stored on the client 

record. This is 
because it is only 

used for statistical 
reporting processes 
and is not available 

to view on an 
individual basis. 
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If the client has previously given their ethnicity…

• e
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Step 3 – continued 

“How many people is 
this food voucher for?”

This may include people who 
are only temporarily staying 
in the household.
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Step 3 – continued 
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Step 3 – continued 

Ask about other relevant information - 
what facilities do they have to 
cook/prepare food, do they need any 
non-food or other additional items to 
support them.

Ask about specific dietary 
requirements - Food 
intolerances, Vegan, Halal, 
Medical (diabetes)etc. 
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Step 4 – Reason for Referral

“What is the source of 
income for the 

household from the 
following options”
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Step 4 – Continued

“What has happened which means 
you need a food parcel today?”
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Step 4 – continued Select up to four options that best 
represent the person’s circumstances
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Step 4 – More than 3 in 6 months

“What would you say is 
the reason for needing 
long-term or continued 
support of the food bank?”
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Step 5 –foodbank centres 

“Are you able to collect the 
parcel from the food bank?”

“How are you going to get 
home with the food parcel?”
There might be a number of bags 

depending on size of the household.
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Step 5 –foodbank centres “Which foodbank centre is 
best for you to visit?” 
 Not just distance, but 

opening hours etc.
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Step 5 – continued 

Add the name or details of a 
third party collecting the food 
parcel - Could be a friend, 
relative, support worker etc.  
This information can help 
protect the client from 
potential fraud or abuse and 
ensure that they receive the 
parcel.
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Step 6 – Confirmation

E-24614-000002 - This is the code to give the client - It is a one time 
only code.  Each additional parcel requires a new voucher and code.
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This is just the ‘suggested’ 
foodbank centre - they can 

take this voucher to any 
centre as long as they 

accept e-referrals.

The voucher is valid for up to 7 days and even 
then can still be redeemed on approval with a 
valid reason for delay - if no valid reason, the 
voucher may be cancelled and another one will 
need to be issued.
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ADDITIONAL INFORMATION

Please make a note of these addresses.

The referral agency pages are not available via the menu 
on the Foodbank website. They contain information and 
resources for Referral Agencies.
www.cardiff.foodbank.org.uk/referral-agency 

To issue a voucher: access the Data Collection System (DCS) 
through URL: https://data.foodbank.org.uk/

http://www.cardiff.foodbank.org.uk/referral-agency
https://data.foodbank.org.uk/
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FOLLOW/ CONTACT US

Cardiff Foodbank, 
Unit G, Cardiff Business Centre, 
Titan Road, 
Cardiff CF24 5BS

info@cardiff.foodbank.org.uk 

vouchers@cardiff.foodbank.org.uk 
(monitored Mondays and Thursdays only – use 
for voucher related enquiries)

cardiff.foodbank.org.uk
trussell.org.uk

Cardiff Foodbank

@cardifffoodbank

To find contact details for other food banks in the Trussell network:

https://www.trussell.org.uk/emergency-food/i-have-a-food-voucher

mailto:info@cardiff.foodbank.org.uk
mailto:Vouchers@cardiff.foodbank.org.uk
https://cardiff.foodbank.org.uk/
https://www.trussell.org.uk/
https://www.trussell.org.uk/emergency-food/i-have-a-food-voucher

