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Thank you for offering to support Butterwick Hospice 
by organising your own fundraising activity. Without 

people like you the Hospice would not exist. Your  
support is vital and is greatly appreciated.  
 
Whatever you do to achieve this….remember  

FUNdraising needs to be FUN! 
 

This pack is designed to help you fundraise  

successfully, lawfully and enjoyably! You’ll find lots of 
useful information to help you have a successful and 
profitable event, but if you have any questions or 

need further help or advice please speak to the  
fundraising team on 01642 628930. 



You can! If you have: 
 

A good idea and the enthusiasm to see it through. 
Support from friends, colleagues and family. 
Enough passion to stir them into action. 

We’re here to help, with encouragement, advice, 
practical help and resources; just contact us! 

 

 Who can organise an 

event or activity? 

You’ll find advice to help your event be successful, 
covering legal requirements, First Aid, Licenses and 

Health & Safety. 

Once you’ve decided on your activity, simply read 
through these basic guidelines, fill in the simple 

form and return it to the fundraising office. We’ll 
then contact you to discuss any help you’ve high-
lighted on the form and away you go!       

http://www.google.co.uk/imgres?imgurl=http://upload.wikimedia.org/wikipedia/commons/thumb/e/eb/Blue_check.svg/600px-Blue_check.svg.png&imgrefurl=http://sl.wikipedia.org/wiki/Slika:Blue_check.svg&usg=__iRjjJLkQbGm3T-yjwqlocYeLtlQ=&h=600&w=600&sz=16&hl=en&start


Charity Representative - If you’d like someone from 
the fundraising department to attend please let us 

know as soon as possible. We’ll do our best to 
oblige, but during busy times, or if we have events 
ourselves that day, it may not always be possible. 

Collection Buckets – If you’d like collection buckets 

please indicate this on the form and we’ll arrange it 
for you. You must return collection buckets to us 
with the tamper-evident seal intact; we must open 

and count these but will let you know the total as 
soon as we can. 

Publicity Materials – Just let us know what you’d 

like (for example newsletters, information leaflets) 
and we’ll do our best to provide these. 

T-shirts – We’ll provide you with a T-shirt if for  
example you’re running a marathon or cycling the 

Coast to Coast (just let us know on the form stating 
size). If you’d like a larger number of T-shirts for 
your “helpers” please speak to us. 

Resources  



Check out the opposition! To make sure you don’t 
clash with a similar event in your area. Avoid the 

dates of big national appeals and campaigns such as 
Red Nose Day, Children in Need, Macmillan coffee 
morning—its difficult to compete with such  
established, well publicised events. 

 
Activity Planning Once you’ve chosen your   
fundraising activity, prepare a plan and list jobs that 

need to be done, timescales and who is responsible. 
Please consider the suitability of the activity – don’t 
do anything to bring the name of the Hospice into 

disrepute! You must keep records of all documents, 
letters sent and received, costs, receipts etc. It’s  
important to keep all receipts as only expenses such 
as venue hire, catering,  entertainment etc… can be 

paid for from the money you raise providing you 
have valid receipts. This will help you budget your 
event and should minimise problems. You are not 

entitled to take personal “out of pocket” expenses 
from the money you have raised. 

Hints, Tips & Advice 



Budget - This is the most important part of  
organising your fundraising activity – after all, 

you’re hoping to make as much as you can for 
Butterwick Hospice, so prepare and STICK to a 
budget. Don’t be afraid to negotiate and get 
quotes from different suppliers. 

Give yourself lots of time – It usually takes 
around 3 months to plan, implement and sell  
tickets/obtain sponsorship. 

Venue - When choosing your venue consider things 
like public transport, ease of access, location, 
parking, disabled access and price.  

Catering - Check with the venue’s catering policy, 
as you may have to use their catering. Check 
public liability insurance and food handling  
standards of any catering company before using. 

Responsibility – Delegate! People usually like to 
be given specific tasks and responsibilities. Check  

 everyone knows what they’re doing in the run up 

and on the day. 
Advertise! – You may not need to promote your  
 activity, if it is just for family & friends. The best 

way is to send a press release to your local  
newspaper or radio station. Not everything they 
receive will be used, so make it as interesting as 
possible, focusing on the FUN element. Say why 

you are supporting Butterwick Hospice – is it for 
personal reasons? If you’d like help with a press 
release, simply give us a call! 

Entertainment - Great entertainment is essential! 
Try to see your chosen entertainment in action 
before you book them – in the end it could make 

or break your event in terms of the “enjoyment” 
factor. 



Making the most 

of your donations  

Sending your money - All funds raised should reach us 
within 4 weeks of the event. You can send a cheque 

made payable to: Butterwick Hospice Care or you can 
call into the office. Either way, you’ll need to complete 
the attached form for our records. If you’d like a 
“cheque presentation” this can be arranged. Don’t send 

cash through the post                                                                                                              
 
Gift Aid - If you are being sponsored, or are organising a 

sponsored event, we can provide sponsor forms to  
maximise Gift Aid. Please ensure you ask everyone who 
gives a donation if they are eligible to Gift Aid it. We 

can provide you with Gift Aid forms should you require 
them. We can claim back the tax paid on the donation 
at the current rate of income tax at no cost to the  
donor. All we need is their full name, house number and 

postcode. 



Match Funding - Many companies will “match fund” 
any money their employees raise through charity  

fundraising. This could double your money! Speak to 
your employer to see if they have a Match Funding 
scheme. 

 

    
 

Butterwick Hospice has a fundraising account on 

JustGiving, the on-line “sponsor form” company.  
 
 It’s easy to use – simply go to www.justgiving.com 

and follow the simple instructions to set up your very 
own fundraising page. You can then email the link to 
all your friends, family and contacts,  
encouraging them to sponsor you safely on-line from  

anywhere in the world! The money is transferred 
electronically to Butterwick Hospice Care, so you 
don’t have to chase people, waving a dog-eared 

sponsor form under their nose! 
 
  Virgin Money Giving http://uk.virginmoneygiving.com 

is a quick, easy and fantastic way to raise  
sponsorship from family, friends and colleagues who 
want to support your fundraising but may not live 
near enough to sign your sponsorship form and give 

you money in person.  
  It is easy to set up your own Virgin Money Giving 

fundraising page, and keep tabs on how much you 

raise as time goes on. Virgin Money Giving is  
wonderful too as it allows sponsors to pledge gift aid 
which makes a huge difference. 

  It couldn’t be easier to set up your own page. Go to 
the website and follow the step-by-step instructions 
by clicking on ‘’Start Fundraising” and then "Set up a 
fundraising page’’  

http://www.justgiving.com/


Charities, and those raising funds “In aid of”  
charities, must adhere to lots of different charity laws, 

guidelines and recommendations regarding all  
fundraising activities. Organisations such as The  
Charity Commission, Institute of Fundraising Codes of  
Practice, Fundraising Standards Board set these laws!  

 
We’re happy to discuss your idea or activity with you 
in detail should you need advice, but as a general 

guide you will need to consider these important 
things. 

The boring – but 

legal stuff! 



Licences!  
 

These are the kinds of licenses you may need to  
consider when organising your event or activity: 

 
Public Entertainment Licence - Most venues will have 

an entertainment license – check for expiry date,  
restrictions to days, times, numbers of attendees etc. 
 

Sale of Alcohol Licence - If you want to sell alcohol and 
the venue doesn’t have a license you will need to apply 
to your local authority. 

 
Collectors Licence - You will need a Collectors License 
from the Local Authority to collect in the street. You must 
also contact the fundraising office prior to applying for a 

collectors  licence, in case the date is already being used 
by us (or someone else!) as we are limited to the  
number of licences we can have per year. You will need 

to apply well in advance, as licences must be issued 28 
days prior to an activity. The Hospice does not permit 

supporters to collect door to door. 

 
Sale of Merchandise Licence - If you want to sell goods 
in a public place check with your local licensing officer for 
details, or speak to the fundraising team.  



Health and Safety - As the organiser YOU are  
responsible for ensuring your event or activity is  

organised efficiently and safely. Butterwick Hospice 
Care cannot accept responsibility for your activity, 
nor for anyone who participates in it. Please take 
careful consideration regarding insurance cover, as 

Butterwick Hospice Public Liability insurance does 
not cover your activity. You will need to carry out a 
Risk Assessment to ensure you have plans in place 

for the safety of your participants. You can find out 
further information from The Health & Safety  
Executive (www.hse.gov.uk) or speak to us for  

further advice. Participants must be fully briefed  
including risks, location of fire exits, fitness levels, 
special equipment or clothing requirements and 
standards of behaviour.  Consider any First Aid  

requirements. The Red Cross or St. Johns  
Ambulance may be happy to advise on required  
cover. 

      
Children’s safety - If children are present at your  
 fundraising activity you must ensure adequate  

 supervision is in place. This includes: 
 Face Painting (specific rules apply; check with your 

local authority)  
 Providing proper adult supervision 

 Obtaining parental/guardian’s permission for the 
child to take part  

 Obtaining parental/guardian’s permission for the 

child to have a photo taken   
 Carrying out appropriate background checks if 

adults are to have unsupervised contact with  

children 



Raffles - Raffles are carefully regulated. The only 
type you can operate without a license is one for 

which tickets are only sold at the venue on the day 
and the draw must take place on that same day. 
You CANNOT pre-sell tickets without a license. 
Some venues are not licensed for, or do not permit 

raffles. For example some Churches/Church Halls 
will not permit you to hold a raffle, so please 
check with the venue. 

 
Publicity Materials - We will be happy to help  

regarding the design & production of posters,  

flyers, tickets etc. You must NOT produce your                                               
own sponsor forms, you must use the official     
Hospice one which we will provide on receipt of 
this form. If you’re producing your own posters 

etc. you MUST include In Aid of Butterwick Hospice 
Care and the Registered Charity Number 1044816. 
You must also state clearly whether All Proceeds 

(every penny the event makes) or All Profits (after 
costs) will come to the Hospice. We must have 
sight of, and agree the content of anything that  

carries our name or logo, before you go to print. 
Simply email the document for approval. You can 
only use Butterwick Hospice logo with our express 
permission. 

 
Venue - If you are holding an event in a public place   

you must inform the Local Council Events Team  

at least 3 months in advance for permission. 
 

Organising a charity event is hard but great fun! 

The Fundraising Team are here to help and  
support your efforts should you wish, so if you 
have any questions at all please get in touch. 

 



Please complete and return this part of the form as soon as                
possible and return to: 

The Fundraising Office 
Butterwick Hospice  

Middlefield Road 
Stockton-on-Tees 

       TS19  8XN 
 
 
 

Contact Details: 

 

Title: ..… Forename: …………… Surname: …………… 

Address: ………………………………………………………… 

……………………………………… Postcode: ………………. 

Tel:(Day): .………………….... Eve: …………..…….……. 

Mob: ………………………….. 

Email address: …….…………………………………………… 

(please print clearly)    

*By giving your email address you will help reduce our  

postage costs and are agreeing to Butterwick Hospice  

contacting you from time to time. You can opt out at any time. 

By submitting this form you agree to being contacted about your 

activity and to receive our newsletters.  

 

Please tick here if you do not wish to receive: 

Newsletters 

Information about events that may be of interest 

If we don’t have a completed form we don’t know you’re doing 

the activity, so we can’t support your efforts, or more  

importantly, confirm with  someone who may contact us asking 

for verification of your fundraising activity. This often happens, if 

for example, you’re asking businesses for raffle prizes.  

FUNdraising Activity Form 



Fundraising Activity: 

 

Marketing Materials 

Please state number required 

 

You must only use our official sponsor forms – you 

cannot design your own.  

Activity Title   

Date: 
  

Time:   

Venue: (full address 

if known) 

  
  

Ticket Price/Entry 

Fee  

 

Can people pay on 

the door? 

  

Where can people 

get tickets from? 

  

Entertainment: (i.e. 

DJ, live band) 

  

Catering (i.e. buffet, 

pie & peas etc…) 

  

Fundraising: 

(Raffle/tombola/

auction) 
If merely a sponsored 

event please state: 

  

Posters: A4   

Flyers/booking forms A5   

Tickets:   

Collection buckets:   

T-shirts: Size  
(for individuals only – groups 

please contact fundraising) 

  

Sponsor forms:   



Publicising your event  
on our Website  

We'll happily promote your event  
on  the Supporter Events page of our  

website to help you gain additional support for your 
efforts. If you'd like your event included please 
complete this form, giving permission for us to  
publicise your event. 

Please provide the contact details you'd like us to 
publicise. 

 
Title: ..… Forename :………………………………………………... 

Surname: …………………………………………………………………. 

Address: …………………………………………………………………... 

…………………………………………………………………………………... 

 (We'll just publicise the general area e.g. Redcar) 

Tel: Day: …………………………………………………………………...  

      Eve: ………………………………………………….…………………  

Mob: ……….……………………………………………………………….. 

Email address: (please print clearly) 

……………………………………………………………………………………

………………………………………………………………………………….. 



Can people contact you this way to buy tickets?  
YES/NO/NOT APPLICABLE  

 
Can people contact you this way to donate raffle 
prizes?  
YES/NO/NOT APPLICABLE  

 
Can people contact you this way to sponsor your  
efforts?  

YES/NO/NOT APPLICABLE 
 
Can they sponsor you in another way such as  

Justgiving/Virgin Money Giving? 

YES/NO/NOT APPLICABLE 

  

If yes please state which method: 

 

………………………………….……………………………………………….. 

 

If you are using a web sponsorship, please provide  

us with a link:  

 

…………………………………………………………………………………… 

 

…………………………………………………………………………………... 



 
Remember! – Plan, 

plan & plan again 
and don’t leave 
things to the last 
minute! 

 
 
 

 
 
 

Good luck and have 
fun!!!       
 
 
 
 
 
 

Thank You 

Remember: Have Fun 



You may use this space to tell us more about 
your event or activity, why you've chosen to 

support Butterwick Hospice, how people can 
support your efforts and how much you'd like 
to raise. 

Use next page if necessary 





The Fundraising Office 
Butterwick Hospice Care 

Middlefield Road 
Stockton-on-Tees 

TS19 8XN 

 

Tel: 01642 628930 
 
 

www.butterwick.org.uk 
www.twitter.com/butterwickhos 

www.facebook.com/ButterwickHospice 

 
 

Registered Charity No. 1044816 


