
Training for
Referral 

Agencies
( E-referrals Walkthrough)



This presentation is for staff who are 

already familiar with Cardiff 

Foodbank’s operations and the 

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 Foodbank and E-

referrals” presentation.



FOLLOW / CONTACT US
Cardiff Foodbank,

Unit G, Cardiff Business 

Centre,

Titan Road,

Cardiff

CF24 5BS
info@cardiff.foodbank.org.uk
(monitored Monday – Thursday)

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

cardiff.foodbank.org.uk

trussell.orgCardiff Foodbank @cardifffoodbank

mailto:info@cardiff.foodbank.org.uk
mailto:Vouchers@cardiff.foodbank.org.uk
https://cardiff.foodbank.org.uk/
https://www.trusselltrust.org/


The Data Collection 

System

Vouchers are issued from the Trussell 

UK data collection system (DCS). The 

DCS also keeps a track of how many 

vouchers people have had, any 

changes of address or changing 

circumstances as well as information 

on the reason for the referral.



Importance of 
Accurate Information

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.

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.



Using the Data

DCS information, including 

anonymised client data, can be used 

to bring about change on a national 

level. Trussell UK  works to influence 

the UK Government and policy 

makers to ensure everyone has 

enough money to pay for the 

essentials.  

Having accurate information is vital 

as it is used as evidence of the 

problem.



Referral Agency 

Manager Responsibilities

Each organisation will have a 

registered ‘manager’ who takes 

responsibility for keeping Cardiff 

Foodbank updated with the 

following key information:

● Change of main contact/manager

● Inviting new users to the database

● Change of organisation name/address

● Closure of the organisation

● Mergers



Issuing an 
E-Referral 
Voucher 

A Step-by-Step guide for 
all voucher issuers.



Logging into the DCS

Access the Data Collection 
System (DCS) through URL: 
https://data.foodbank.org.uk/

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


Step 1 – search for the client



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 as no results, try 

searching with a different spelling or previous 

postcode (or NFA).  This should help you find them 

and their previous information.



Scroll down to check for alternative spellings or Address/Postcodes

If the client is found this way, continue with the 

process but edit the account rather than creating a 

new one.



• First name

• Surname

• Address/postcode or No Fixed Address (NFA)

• Year of birth

Create a New Client Account



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

household - temporary members can be added later.

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



Confirmation that you have successfully created a new account   

Check the details and edit if needed



If the client has changed 
address - you can edit the 

basic details. Just click 
on the button.

Editing Page



When more than 3 vouchers 

have been issued in 6 

months, this number will be 

highlighted in red

Click to find out 

more information on 

voucher history





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. 



liz@cardiff.foodbank.org.uk

ALL ABOUT 

YOU
Please make sure the telephone number is one that you 

are happy for clients to potentially call you on. 

This number will be displayed on a printed voucher. 

Use your work number not a personal one.

Please ensure this is entered.

Your email won’t be displayed on the printed voucher but it is 

very helpful for us if we need to get in touch with you.



“How many people is 

this food voucher for?”

This may include people who are 

only temporarily staying in the 

household.

This is only needed if the client is needing a delivery

We do not do deliveries.



Ask about specific dietary requirements - Food 

intolerances, Vegan, Halal, Medical (diabetes) etc. 

These can be added here.

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.

NB

Anything you write here will be 

visible on the printed voucher



“What is the source of 

income for the household 

from the following 

options?”



“What has happened 

which means you need a 

food parcel today?”

Up to 4 reasons can be 

selected from both this 

page and the next .



Please enter any other information that you feel would be relevant for us to know 

– this will not be visible on the printed voucher but will be visible to volunteers in 

our distribution centres.



“What would you say is the 

reason for needing long-

term or continued support of 

the food bank?”

NB

Ensure that you would be happy if the 

person being referred was given access 

to this information if they request it.

If this is looking like a long term 

issue – please call Cardiff 

Foodbank for further support and 

authorisation



Please double check

“Are you able to collect the 

parcel from the food bank?”

Don’t forget – we don’t 

deliver!

ASK

“How are you going to get home with the food 

parcel?”

There might be a number of bags depending on 

size of the household.

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.



“Which foodbank centre is best for you to 

visit” Not just distance, but opening hours 

etc.

Tick the most relevant box – this is not 

set in stone – they are still able to 

attend a different centre if needed



E-69205-000190 - This is the code to give the client - It is a one time only code.  

Each additional parcel requires a new voucher and code.



The voucher is valid for up to 7 days and 

even then can still be redeemed on approval 

with valid reason for delay - if no valid 

reason, the voucher may be cancelled and 

another one will need to be issued.

This is just the ‘suggested’ foodbank centre 
- they can take this voucher to any centre as 

long as they accept e-referrals



Help and Support

31

Cardiff Foodbank
vouchers@cardiff.foodbank.org.uk

https://cardiff.foodbank.org.uk/referral-agency
02920 484120

To find contact details for other food banks

in the Trussell network:

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

Support available via the DCS.

Click either icon when logged 

in.

mailto:vouchers@cardiff.foodbank.org.uk
https://cardiff.foodbank.org.uk/referral-agency
https://www.trussell.org.uk/emergency-food/i-have-a-food-voucher


Thank you for watching this 
presentation

If you have any questions 
don’t hesitate to contact us
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