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Fundraising guidelines

These guidelines have been developed to assist groups and individuals who are developing fundraising projects to benefit the Royal Women’s Hospital
1. About the Royal Women’s Hospital Foundation

The Royal Women’s Hospital has a policy that states that the Royal Women’s Hospital Foundation is responsible for overseeing all fundraising activities that use the name of the Royal Women’s Hospital (fundraising activities includes seeking funds from philanthropic trusts and foundations, commercial companies, community groups and members of the public).

The core business of the Foundation is to raise funds for the Royal Women’s Hospital by utilising the limited resources in the most efficient manner to achieve the best outcomes.  Where possible the Foundation is keen to assist individuals and support groups with fundraising for the Hospital.

All activities raising funds for the Hospital must adhere to government and statutory regulation as well as complying with the Royal Women’s Hospital Policies and Procedures.

2. Where do the funds you raise go? 
The Royal Women’s Hospital Foundation is obliged to see that the funds you raise are spent responsibly, for the benefit of the Hospital in order to provide best quality health care to women and babies. Where you choose to donate “untied” funds, the Royal Women's Hospital Foundation allocates them to a pool of similar untied funds which are managed internally by an expert Distribution Advisory Committee, reporting directly to the Chief Executive of the Royal Women’s Hospital. Donors are entitled, alternatively, to nominate a specific research project or program within the Hospital to receive the funds raised. In either situation, the Royal Women’s Hospital Foundation endeavours to ensure that no more than 20% of funds raised are used to cover its core administration costs.
3. Organising Fundraising 
3.1. By following some basic principles, you can turn a good idea into fundraising dollars! 
Step 1 – Set clear, achievable targets at the beginning. eg. How much you aim to raise, what is your timeframe? 

Step 2 – You may already have a fundraising idea in mind, however, it is still worthwhile brainstorming some other ideas with friends/family or your fundraising committee. Choose events that are fun for you to organise and fit into your lifestyle. 

Step 3 – Pick the best idea (i.e. the one that gives you the best value for money, involves the least time and you are most enthusiastic about) and start planning! 

3.2. When planning, things to consider include:
• Timing – don’t schedule your event at the same time as public holidays or special occasions e.g. Mothers Day, or other events that might compete with yours e.g. large sporting fixtures 

• Any licenses and permits that may be required. 

• Teamwork - Organising a fundraiser takes time and can be challenging. Why not put a committee together to help you do the work? The value of volunteers and helpers cannot be underestimated – they usually have hidden talents and the ability to access untapped donors/supporters outside your own network! 

• Sponsorship is when a company pays to associate its name, logo and/or product with an activity. You may want to consider approaching sponsors to help cover any costs associated with your fundraiser. Before approaching sponsors, think what relevant benefits you can offer them and check with the Foundation if these sponsors already support the Royal Women’s Hospital. 

• The Royal Women’s Hospital Foundation involvement – due to limited resources The Royal Women’s Hospital is only able to provide minimal assistance for your fundraiser depending on the size of the project. If you would like a representative from The Royal Women’s Hospital to attend your activity, please advise early enough to allow enough time for us to source the most appropriate representative for your function/event. 

4. Tips for organising successful fundraising events 

Organising an event can be hard work so plan to raise the most amount of money in the most efficient and enjoyable way possible. 

• Lower your event costs as much as possible i.e. get goods, services, prizes and venues donated. Approach sponsors to cover costs such as printing, promotions. 

• Maximise the opportunities to raise funds at the one event e.g. have a head shave, raffle, jellybean counting jar, sell off decorations at the end of the event, have a trading table 

• Utilise your own existing networks of friends, workmates, recreational clubs to promote the event 

• Get other existing community networks involved e.g. local CWA, fishing club, RSL 

• Get people involved that have direct relationship with The Royal Women’s Hospital to inspire others to donate to the cause 

• Incorporate a ‘challenge’ into your fundraising. ie. department/club v department/club. 

• Make sure everyone feels recognised and appreciated for their help with the event 

• Delegate event tasks to people you can rely on and ask for help when you need it 

• Take steps to ensure the event is as safe and enjoyable as possible 

• Take lots of good quality photos! Use a professional/experienced photographer where possible.  

5. Fundraising for the Royal Women’s Hospital 

5.1. These guidelines provide the basis for a fundraiser/event to be organised by the Fundraiser on behalf of the Royal Women’s Hospital. If accepted, by signing and returning the Fundraising Proposal and Agreement, these terms and conditions (guidelines) will form the basis of any dealings between the Royal Women’s Hospital Foundation and the Fundraiser in relation to the fundraiser/event. 

5.2. "Fundraiser" means the individual or organisation holding the fundraiser/event on behalf of the Royal Women’s Hospital. 

5.3. Any person or organisation fundraising in Victoria must by law, have an ‘authority to fundraise’. The Royal Women’s Hospital will send the Fundraiser an authorisation (sanction) letter confirming the Royal Women’s Hospital's involvement when: 
· We have received a written application 

· We are satisfied that the fundraiser/event will produce a reasonable return after expenses have been deducted 

· We are satisfied that the fundraising activity fits in with the aims and values of the Royal Women’s Hospital. 

· We are satisfied the fundraising activity is not high risk. 


The Fundraiser is not authorised to use the Royal Women’s Hospital as its beneficiary charity until it has received that letter. 

5.4. The fundraiser/event shall be conducted in the Fundraiser's name and is the sole responsibility of the Fundraiser. The Royal Women’s Hospital Foundation is not able to take a coordination role in all these activities and its officers cannot assist in soliciting prizes, organising publicity, or providing goods or services to assist the Fundraiser in the running of the fundraiser/event.
5.5. Because of the nature of our organisation and the high ethical standards under which we operate, there are some events that we cannot be associated with – such as any event that promotes smoking or high risk activities unless the Fundraiser provides evidence of public liability insurance to cover themselves and their participants. 
5.6. The Fundraiser's arrangements for the fundraiser/event should be planned with the approval of the Royal Women’s Hospital. The Royal Women’s Hospital Foundation expects a reasonable level of liaison and full financial disclosure about the fundraiser/event. 

5.7. If you have a business you may wish to donate a percentage of sales over a period of time to the Royal Women’s Hospital. You will need to contact the Royal Women’s Hospital Foundation to make arrangement that satisfies the Royal Women’s Hospital and Department of Gaming and Racing guidelines for working with a trader. 

6. Using the Royal Women’s Hospital name 

6.1. Please remember that the event will not be the Royal Women’s Hospital’s event, but an event to raise funds for donation to the Royal Women’s Hospital. 

6.2. All material with which the Royal Women’s Hospital name and logo is to be associated must first be approved by the Royal Women’s Hospital. If the Fundraiser wishes to utilise the Royal Women’s Hospital name and/or logo on any materials or products, the Fundraiser must obtain prior permission from the Royal Women’s Hospital. Fundraising Guidelines – The Royal Women’s Hospital 

6.3. If the Fundraiser wishes to refer to or promote the Royal Women’s Hospital, it must refer to the Royal Women’s Hospital as the Royal Women’s Hospital. The Fundraiser has no right to the name the Royal Women’s Hospital nor is the Fundraiser given the right to raise funds in that name. 

6.4. Suggested wording would be “proudly supporting the Royal Women’s Hospital” or “funds raised help the Royal Women’s Hospital in their mission to improve the health of all women and newborn babies”. 

7. Using the Royal Women’s Hospital and Logo

7.1. Any material or products requesting logo representation must be submitted to the Royal Women’s Hospital together for approval. 

7.2. Permission for logo usage will attract conditions, negotiated between the Royal Women’s Hospital and the Fundraiser, especially if the use of logo is for marketing activities of the organisation, and a minimum donation amount may have to be guaranteed. 

7.3. Guidance on how to use the logo will be provided

8. Finance, records and receipting
Once the event has been approved the Royal Women’s Hospital Foundation will assist the fundraiser with compliance to government and statutory regulation.
8.1. The financial aspects, fundraising, raffles, record keeping and management of the fundraiser/event are entirely the responsibility of the Fundraiser and the Fundraiser must comply with the Charitable Fundraising Act and Regulations. 
8.2. The basic obligations of the Charitable Fundraising Act and Regulations are to: 
· Provide the Royal Women’s Hospital with a fairly accurate estimate of the income and expenses associated with your fundraiser 

· Keep accurate financial records 

· Where necessary/appropriate, set up a separate bank account that mentions the Royal Women’s Hospital’s name. All funds are to be banked into this separate bank account. The account must be closed after your event. 
· Money raised and details of your actual income and expenditure must be returned to the Royal Women’s Hospital Foundation within 4 weeks of the fundraising activity. 

8.3. Basic tips for record keeping – a simple way to keep track of the financial details of your event is to keep a folder with a number of plastic sleeves. Use individual sleeves to keep receipts, bank deposit stubs, cheques donated, donor pledge/tally sheets, receipts
8.4. The Royal Women’s Hospital cannot pay expenses incurred by you, but you can deduct your necessary expenses from the proceeds of your event, provided they are properly documented. (Total expenses must be less than 30% of total proceeds). 

8.5. Receipts 

The Royal Women’s Hospital Foundation can provide official receipts for approved events. Tax-deductible receipts can only be issued to people donating money of $2 or more. The following are not tax-deductible: ticket purchases (eg: raffle tickets), entry to an event, donations of goods or services, auction purchases.

The Fundraiser must keep a register of all attendees/supporters eligible for a tax-deductible receipt, including full name, address and contact details. In the absence of full contact details for donors, individual receipts will be sent to the Fundraiser for distribution to attendees/supporters. Please advise your guests/attendees/supporters that their information will be collected by the Royal Women’s Hospital Foundation.
The Royal Women’s Hospital Foundation is committed to protecting the privacy and security of our donors’ personal information and makes every effort to adhere to the National Privacy Principles as outlined in the Privacy Act (Cth) 1998. We will only collect personal information given to us with knowledge and consent and we will only use that information for the purposes of fulfilling our mission.
At any time, donors may ‘opt out’ and withdraw permission for future contact from us. Send an email requesting no more mail to admin.foundation@thewomens.org.au and type unsubscribe in the subject field, or phone 03 8345 2954 during business hours
9. Media and Public Relations 

9.1. The Royal Women’s Hospital Foundation staff will assist the approved fundraiser with media relations, public relations and approvals of printed materials for advertising and press releases. 

9.2. All printed material, including media releases must by approved by the Royal Women’s Hospital. Printed material must be forwarded to the Royal Women’s Hospital for approval prior to being printed or circulated. 

10. Legal Implications 

10.1. The information you give the Royal Women’s Hospital will be available to the Executive Director of the Royal Women’s Hospital and the Executive Director of the Royal Women’s Hospital Foundation. 
10.2. The event/fundraiser must meet requirements of relevant laws and regulations. 

11. Approval 

11.1. For your fundraiser to be approved, you will need to complete and sign the Fundraising Proposal and Agreement form.
11.2. You will be notified by mail if your Proposal is successful. If you have any queries about your application, please contact the Executive Director of the Royal Women’s Hospital Foundation
Thank you for supporting the Royal Women’s Hospital– your important contribution will make a difference.
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Fundraising Proposal and Agreement
Please return this document signed and dated to the Royal Women’s Hospital Foundation, Locked Bag 300, PARKVILLE VIC 3052,

 phone 03 8345 2954, email admin.foundation@thewomens.org.au

PART A - FUNDRAISER/ EVENT COORDINATOR 

	Your Title (Mr, Ms, Mrs, Dr)
	

	Your name
	

	Name of organisation (if applicable)
	

	Your Postal address
	

	Your Suburb
	

	Your State
	
	Your Postcode
	

	Your Phone (work)
	
	(home)
	

	(Mob)
	
	Your Email
	

	Name of personal referee
	

	Referee’s Address
	

	Relationship
	

	Referee’s Phone
	
	Referee’s Email
	


PART B – FUNDRAISER/ EVENT 

	Name of fundraiser/event
	

	Date of Event
	

	Time of Event
	

	Address/ Venue of event
	

	Tell us about your event (plan, number of people attending, how funds will be raised etc) 
	

	How do you plan to promote your event?
	

	Do you have or intend to seek public liability insurance for your event? (please give details)
	


PART C - ADMINISTRATION

	Will you need support from the Royal Women’s Hospital? (signage, advice, literature, speaker, donation envelopes, banners, etc) 
	Please discuss your online donation facility and expert speaker requirements with Foundation staff


PART D - BUDGET 

	What is your fundraising target?
	

	Will the funds raised be directed to a specific area/ unit/ service/ project within the Women’s?
	

	Will another organisation benefit from the fundraising? If yes, please state the name of the organization and percentage of funds they will receive
	

	Proposed Expenditure/ Anticipated Income 
	


PART E – REPRESENTING THE ROYAL WOMEN’S HOSPITAL 
	What is your motivation to raise funds for the Royal Women’s Hospital?
	

	Have you ever raised funds for the Royal Women’s Hospital before?
	

	Do you want to use the Royal Women’s Hospital logo? 
	Please note, the Women’s logo may only be used according to specifications outlined in our style guide “The Royal Women’s Hospital Visual Language”.

	Name of sponsors (both secured and ones you intend to approach, to ensure there is no conflict with our health policies and/or current sponsorship arrangements)
	


PART F - DISCLAIMER & FUNDRASING AGREEMENT

The Royal Women’s Hospital reserves its right to withdraw its approval for the Fundraiser/event at any time if it appears that there is a likelihood of the Fundraiser failing to adhere to any of the above terms and conditions. In consideration of my application being accepted, I understand, intending to be legally bound for myself and my heirs, executor and administrators, waive and release the organisers and sponsors (individually and collectively), including the directors, officers, staff, volunteers and representatives thereof, and indemnify them against any liability (including liability for negligence) for the death or any physical or mental illness, incapacity or property damage or loss which I may suffer which may directly or indirectly result from my participation in the event/fundraiser. I further verify that I am in proper physical and mental condition to participate in the fundraiser and acknowledge that I am aware of the risks involved and voluntarily agree to assume those risks. 

1. I ________________________________________________________ (Coordinator’s name) accept the terms and conditions of the Fundraising Guidelines. 

2. I agree to conduct my fundraiser/event _________________________________ (name of fundraiser/event) in accordance with those terms and conditions and in a manner, which upholds the integrity, professionalism and ethos of The Royal Women’s Hospital. 

3. I have read and I agree to abide by the fundraising rules and Guidelines of The Royal Women’s Hospital and indemnify The Royal Women’s Hospital from and against any claims for injuries or damage arising at or from the event/fundraiser that is the subject of this application. 

Signature: _________________________________________ 

Name (please print): _________________________________ Date: _______________ 

Please return completed Fundraising Proposal and Agreement to: 

The Royal Women’s Hospital Foundation

Locked Bag 300
PARKVILLE VIC 3052
admin.foundation@thewomens.org.au






F:\EVENTS\Agreements\CommunityFundraisingGuidelines&Agreement.doc
Page 1 of 10

