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Static Collection Can Guidelines  
 

The University of Edinburgh Development Trust is committed to 

complying with the Code of Fundraising Practice, and we ask that our 

volunteers and supporters do too. Please read these guidelines 

carefully before signing the agreement and returning it using the 

enclosed pre-paid envelope. Thank you. 

 

 

When should I use a static collection can? 

A static collection is one where your collection can is staying in one place, such as a shop counter, a 

business reception or a in a café or pub. Static collection cans are not used for street collections or at 

events.  
 

How do I organise a static collection can? 

Read these guidelines before signing and returning the enclosed agreement form. Please return your 

completed form to us before you begin your collection. 

1. Keep the letter of authority contained within this pack handy, as it’s a legal requirement that 

you have this letter before you approach any organisation about placing a static collection 

can.  

2. Contact the organisation / venue where you would like to place a collection can. Make sure to 

take ID (such as your driving licence or passport) and your Letter of Authority with you when 

you visit as you may be asked to show these. 

3. Get permission for a static collection from the site owner or manager. It is a legal requirement 

that this permission is in writing (a verbal agreement is not enough). A permission form is 

enclosed for you to use, or the site owner can email me directly with confirmation of their 

permission at kerry.mackay@ed.ac.uk.  
 

What do I do with the collection cans? 

1. Take your collection can(s) to the agreed venue and secure it to a suitable surface. Make sure 

to take your ID and Letter of Authority with you. 

2. Ensure the site owner has your contact details and is aware that they should contact you if the 

can is lost or stolen, the can needs emptied, or if they need to end the collection early.  

3. Organise a date to check on, or collect, the collection can. This should be done at least every 

three months. 
 

What do I do when the can is full or the collection is over? 

1. Replace the full can with an empty one, making sure the replacement can is secure. If you are 

emptying the can and reusing it, please make sure to reseal the can with a new security seal. 

2. Count the money raised. This should be done in a safe place, ideally with another person who 

can check and verify the amount.  

3. Bank the cash as soon as possible and pay the full amount to the University of Edinburgh 

Development Trust by bank transfer, cheque (made payable to ‘The University of Edinburgh 

Development Trust), or online through our website. For more information on getting your 

money to us, visit www.ed.ac.uk/giving/fundraise-your-way/donate or phone Kerry on 0131 

650 9221. 

4. If you run out of seals, simply get in touch and we will post you some more.  

5. Please let us know if you are unable to collect the can yourself, as anyone else collecting the 

can on your behalf will need their own Letter of Authority, etc.  

6. If you have finished using the can, please return it as we are keen to do our bit to reduce 

plastic waste! 
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