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The Countess of Chester Hospital NHS Charitable Funds 
Registered Charity Number: 1050015 

www.coch.nhs.uk/fundraising 
        @COCHfundraising 
www.facebook.com/COCHFundraisingTeam 

Handy hints and tips to help you organise your own fundraising event 
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Countess of Chester Hospital Charitable Funds 
Liverpool Road 

Chester 
CH2 1UL 

Tel: 01244 366240 
Registered Charity No. 1050015 

About us  
How we can help you?  

Which Fund? 
Fundraising Ideas 

Fundraising Checklist 
Follow the Rules 

Online Fundraising Page 
Getting the money you raise to us  

Useful contacts 
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Fundraising Manager 
Janet Ratcliffe | 01244 366397 | janet.ratcliffe1@nhs.net 
 
Corporate & Events Fundraising Manager 
Lesley Woodhead | 01244 364505 | lesleywoodhead@nhs.net 
 
Community & Events Fundraiser 
Kathy Kenney | 01244 366672 | Kathy.kenney@nhs.net 
Angie Lopez    | 01244 366672 | angie.lopez@nhs.net 
 
Donor Development (Information on Just Giving & Social Media)  
Emma Cross    | 01244 364341 | emma.cross@nhs.net 
 
Fundraising Administrators 
Kate Violet | 01244 366240 | kate.violet@nhs.net 
 
Trust & Legacy Fundraiser 
Ngozi Ikoku | 01244 365685 | ngozi.ikoku@nhs.net 
 
Other sources of help: 
Gambling Commission   www.gamblingcommission.gov.uk  
 
Health and Safety   www.hse.gov.uk  
 
Food Standards Agency   www.food.gov.uk  
 
St. John Ambulance   www.sja.org.uk  
 
Global Adventures  www.globaladventurechallenges.com 
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Hopefully you have had a very successful event! There are 
different ways of getting the money to us, either in person or through 
the post. Please return all monies no later than one month after the 
fundraising event. 
 
You can- 
1.Send a cheque payable to COCH Charitable Funds, along with this 
form and any sponsorship forms, to: Fundraising Office, Countess of 
Chester Hospital, Liverpool Road, Chester, CH2 1UL. 

 
2.By direct bank transfer. Please contact us for details.  
 
3. Pop into our office at the main entrance of the hospital. 
 
Gift Aid: Anyone making a donation or sponsoring you who is a UK 
tax payer can gift aid their donation. Please ask for details. 

Full Name  

Event Name  

Address  

Post Code  

Telephone Number  

Email Address  

Amount Raised  

Fund  
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We are one of more than 300 registered charities in the UK               
associated with NHS hospitals or organisations. Together these      

charities contribute £400million each year to patient care. Our aim is 
not to fund patient care, but to enhance and improve it, providing 

grants for projects that are over and above those served by             
government funding.  

We currently have over 80 different funds within the hospital which 
means you can choose to support a specific area with your           

fundraising. 

Ensuring that we provide the very best facilities and environment for 
our patients could not happen without the generous help from      

people in the community and our many corporate sponsors - we are 
very grateful for this 

You will find lots of ideas and tips in this pack to ensure your 
event runs smoothly and make it as enjoyable as possible. 

Hopefully this will help you to create a unique event with ideas 
of your own included. 
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We’re here for you if you need help or advice.  
We can provide:  

 
• Templates of posters or tickets for you to adapt  

• Support with contacting the press to advertise your event  

• Sponsorship forms including Gift Aid information  

• Publicity on our website and our social networking sites  

• Support to get you social networking  

 Collection buckets and tins  

 T-shirts for you to wear during your event 

 Letters of authorisation  

 For a big campaign, a text number so people can text in donations  
 

 Don’t forget to tell us about your event and send us photos!  
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As more and more people turn to the internet to donate securely, it 
can be really handy to set up an online donation page. They are safe 

and secure, and the money is taken straight out of your sponsor’s   
account with no need for you to follow them up post event. 

 
1.  Go to www.justgiving.com/cbca 

2.  Click on the button “Fundraise for us”. Enter your email address 
and password. If you do not have an  account with Just Giving, it is 
really quick and easy to set up. 

3.  What are you doing? The four choices are: Taking part in an       
organised event, celebrating a personal occasion, raising money in 
memory of someone or taking part in your own personal challenge. 

4.  You can then choose your Just Giving Web address. Make it   
something easy and clear that you will remember so that you can 
send to friends and family for their donations. Click create your page  

5.  Please close your page after you think you have received all your 
sponsorship/donations.  We will then write to you with a final total, 
including the Gift Aid.  If you would like a certificate showing your fi-
nal total, please let us know and we will be very happy to send it to 
you. 
 
 

For more help email:  
emma.cross@nhs.net 

13 



 
Laws and licences: Some types of fundraising can require licences and     

permits and some require us to adhere to certain laws. We can help you 
obtain licences and permits and we will provide you with guidance and   

advice at every stage of your fundraising (contact details on the last page of 
this pack).  

 
Collections: All charity collections require permits that can be obtained 
from your Local Authority. This includes street collections, door-to-door   

collections, collections at fun days and events and even in pubs, factories 
and office buildings. Contact us or your Local Authority for more details.  

 
Raffles and lotteries: If your raffle takes place over a few days or longer you 
will need a small lottery licence. If your raffle is completed in 24 hours you 

do not need a licence. If you would like a guide on how to run a raffle      
legally, just ask us for a copy. For other types of gambling, like a casino or 

race night where money changes hands, please visit 
www.gamblingcommision.co.uk.  

 
Food, drinks and alcohol: When selling alcohol to the public a premises   

license is required although some places like pubs, restaurants and          
community centres will already have a licence. Please check with the person 
in charge of the venue or with us for more details. When providing or selling 

food at an event it is vital that basic hygiene standards are adhered to. 
Please visit www.hse.gov.uk for more information.  

 
Children and vulnerable people: When children and vulnerable people are 
involved in your fundraising event their safety must be your main priority. If 

you have any concerns or queries please contact us.  
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Fund refers to the area of the hospital you wish to benefit from your     
donation. If you are unsure where to donate your money to, just call us 

on 01244 366240. 
 

You can donate to virtually any ward or department in the hospital.   
We have over 80 funds that you can fundraise for.  

 
 
 
 
 
 
 
 
 

Our current major fundraising project is The Babygrow Appeal. We are 
aiming to raise £3million to build a new neonatal unit  which will be 
twice the size of what we currently have and that will provide better  
facilities and a more spacious environment for our patients and their 

families.  
 
 
 
 
 
 
 

All babies need special care…..some more than others…. 
 

Visit our website www.coch.nhs.uk/fundraising  
or further information on this appeal 

5 



Struggling for ideas……. 

Abseiling 
Aerobics 
Art Exhibition—Show off works of 
art and charge entry? 

Bake-off 
Beer Tasting 
Ball 
BBQ 
Bike Ride 
Bingo 
Birthday Donations—instead of 
presents ask for donations? 

Cake Sale 
Car Wash– Charge per car? 
Cheese & Wine Party 
Car Boot Sale 
Carol Singing 
Coffee Morning 
Craft Fair 

Dance Contest 
Darts 
Dress down/up day 

Easter Egg Hunt 

Face Painting 
Fair  
Fortune Telling 
Flower Arranging 
Fancy Dress 
Fashion Show 
Fun Run 

Garden Party 
Golf Day 
Games Night 
Garage Sale 

Halloween Party 
Horse Racing Night 

Italian or Indian Food 
Evening 

Jazz Evening  
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Make sure you give yourself plenty of time to plan the event so that 
you can get everything just the way you want it and so it will run 

smoothly.  
 How many people will you need to help?  

 Make sure you have a contingency plan in case one of your 
helpers is ill on the day!  

 Don’t rely on the weather! 
 Who will be collecting the money in? 

Perhaps local/small businesses will donate a raffle prize? You will be 
surprised how many people will be willing to help! Remember to thank 

everyone who donated!  
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 Be clear about the details. Make sure people know the date, 
time, price of tickets and where to buy them etc.  

 We can try and arrange a press release for your event to 
generate interest.  

 We can help promote your event throughout the hospital and 
on our social networking sites!  

 Inform your local radio station and advertise where you can! 

Who is your event aimed towards?  
Do you have a minimum or maximum number? 

Will you be issuing tickets? If so will they need to be posted? 
Do you need a member of the fundraising team to attend your 

event? Can you give us as much notice as possible and we will do 
our best to come along. 
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Karaoke Night– Charge an 
entry free, have a raffle? 

Long Distance Challenge 
Lent– Give something up and 
be sponsored? 

Marathon—of your choice! 
Murder Mystery Night 

No Smoking Challenge 

Office Sweepstake 

Parachute Jump 
PJ Party—Get sponsored to 
go to work/school in your 
pyjamas! 

Quiz Night– In your local 
pub, school or at work? 

Raft Race 
Raffle 

Silly Hat Day 
Silent Auction 
Sponsored Silence...shhh 
Sponsored...anything! 
Swimathon 

Treasure Hunt 
Talent Show 

Unwanted Gifts Day– 
invite your colleagues 
to take unwanted gifts 
to work to sell! 
Uniform Free Day 

Valentines Day Party 

Wine Tasting 

X-Factor 
Yogathon 
Zoo Party! 
Zumbathon 
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Remember to register your event with us 
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Find the ideal location for your event...try and get it donated for the 
evening! 

How can you maximise the amount you raise? Workout an income 
and expenditure breakdown sheet. Ask us if you need help!  

If your event isn't for a particular occasion then choose the perfect 
time and date for your guests to attend or take part. You don’t want 

another event to clash! 
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