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Congratulations on your decision to
enter an Oxfam event. And a huge
thank you.

By raising money for Oxfam, youÕll be
making a tremendous difference to
many people all around the world.
This guide will help you to plan your
fundraising activities Ð and make them
as easy, and as fun, as possible.
We hope you find the following pages
entertaining Ð and a useful reference.

As well as wanting to raise funds for
Oxfam, you may have been attracted
by the challenge of your chosen event
Ð a particular feat that you wish to
accomplish for yourself.

Now youÕre in, we wish you success
on both counts! Good luck!
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Just before you get startedÉ 
There are some important matters to remember at all times. For example, itÕs essential
that any fundraising events and activities that you organise should be legal and safe.
ItÕs your responsibility to ensure that your event/activity complies with legal and safety
standards. (See our guidelines on pages 15 -17).

Cover Ð Trailwalker 2007, Yorkshire Bank. Photo:Karen Robinson
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Who can I ask to
sponsor me?
Sometimes, getting started can feel a
daunting prospect. But, with friends and
family, you have many more potential

sponsors than 
you might have
first thought.

Choose the right
message for the
right audience
There are many
ways to ask people
for support Ð

whatever approach
might be right for your

mates in the pub might not
be right when youÕre

contacting a local business.
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Your potential supporters

Family

Work

Friends

Relatives and their friends

Colleagues, Customers, Suppliers,
Former employers

School, Club, Online communities

�)�X�Q�G�U�D�L�V�L�Q�J�B�J�X�L�G�H�B�����T�[�G���������������������������������������3�D�J�H����



E-fundraising
The most reliable and popular way to raise
funds is through sponsorship Ð either
online (eÐfundraising), or by using
conventional paper sponsorship forms.

If you want to cut out chasing people for
their sponsorship after the event, give e-
fundraising a try!

Research shows that people who sponsor
events online tend to give more (the
average online pledge
is £34), plus e-
sponsors can
automatically
have Gift Aid
added to their
donations at no
cost to them.

Although there are other 
e-fundraising providers, Justgiving is
OxfamÕs preferred supplier for Oxfam
Events. By using Justgiving, you will help
yourself and us to raise funds quickly,
efficiently, and cost-effectively.

ÒI sent an email round my workmates 
on payday and raised nearly half the
fundraising total for my team in 
one afternoon!Ó
Kate Bailey Ð Trailwalker participant 

How to e-fundraise Ð in five easy steps 
For example, if you are doing Trailwalker

1 Go to www.justgiving.com/trailwalker
and click on Create Your Page

2 Fill in some details to create 
your account

3 If youÕre taking part in a team, or as a
group, simply join an existing team from
the list or set up your own.

4 Choose your web address Ð perhaps the
name of your team and then add any more
info you want to your fundraising page.
ThatÕs it Ð your page is ready to start
raising funds!

5 Check out the email Justgiving will send
you and follow their handy hints and tips.
If you want, you can receive an email
whenever anyone makes a donation
through your fundraising page Ð and the
funds will go straight to Oxfam, so thereÕs
no paperwork or admin for you.

Security
If your sponsors are concerned about
security, you can remind them that e-
fundraising is one of the quickest and
safest ways to make a donation. Online
payments go through the highest possible
security protocols to protect them against
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£50provides one family with the materials and
tools to build a shelter when everything else 
is gone.

�)�X�Q�G�U�D�L�V�L�Q�J�B�J�X�L�G�H�B�����T�[�G���������������������������������������3�D�J�H����



fraud. The e-sponsorship facility also
makes paying your collected sponsorship
cash more convenient Ð you can pay 
it in online, using your own credit or 
debit card.

Need help?
If you need help with any aspect of
your fundraising page please email 
the helpdesk at Justgiving on
memberservices@justgiving.com or 
call them free on 0845 021 2110. Their
lines are open Monday to Friday from 
9am to 6pm.

Use Facebook to promote your page &
boost your fundraising!
WeÕve come across a good way to make
loads more money using Justgiving. They
have an application that you can add to
your Facebook profile that displays
elements of your fundraising page so
others can see it and sponsor you.

Adding the Justgiving application to your
Facebook profile couldnÕt be easier:

1) Create your fundraising page here
www.justgiving.com/trailwalker
2) Once itÕs completed, go to Facebook
and browse for the Justgiving application
and add it to your profile.
3) Send all your friends a message 
about it.

You can add any Justgiving fundraising
page to your profile (this could be yours 
or any of your team mates/friends pages),
so why not set up your team on Facebook 
so you can list all its members 
fundraising pages 

You can get a widget too for your blog,
Myspace or website Ð just click on the
Ôpromote this pageÕ link on your
fundraising page, get the code and pop it
in. Sometimes the widget can be a bit
fussy Ð so itÕs a good idea to put one of
the badges underneath it too.

ÔXÕmarks a spot of
extra fundraising
potential! 
Use our Treasure Map
Need to bump up your total to meet your
fundraising commitment? Then try our
enclosed Treasure Map Ð a ready-made
money-maker!

ItÕs a quick and easy way to make £150
without even having to rattle a tin, or wave
a sponsor form in front of anyone. And if
you persuade three friends to each take it
round at their respective places of work
too, that could bring in a handy £600.

After e-fundraising this has proven to be
the most popular way for Oxfam event
participants to exceed thegr pledge.

So why not give it a go?
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£72could pay for a dayÕs supply of safe water for 
100 people. Every day, more than 25,000 people 
die from disease caused by contaminated water.
Our water filters help to keep people alive.

Top tips
� Describe the event youÕre 

participating in, so your sponsors 
know what the challenge is and 
the commitment involved.

� Encourage potential pledgers to spon-
sor you for all of your effort (eg. all the
training youÕll be putting in for your
attempt beforehand), rather than just
for completing the event on the actual
day. So if, for any reason, youÕre unable
to reach the finishing line, youÕll still
receive sponsorship (and sympathy!)

� Tell people how much you aim to raise,
so they can see what a difference their
contribution will make.

� Personalise your page with your 
own photos.

� Use examples of what each donation
could mean to Oxfam. See examples
shown throughout this booklet.

� Add a link to your Justgiving site from
the bottom of any emails you send
(wherever appropriate).
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Sponsorship
forms
Every donation you collect, however large
or small, is valuable to OxfamÕs work. And
there are a few techniques you can use to
receive the highest possible value! For
example, when asked for sponsorship,
people will often follow the example of the
previous entry on the form. So itÕs a good
idea to have one sheet for £5 or £10
sponsors and another starting at £20 -
£30 for your more lucrative contacts! 

Then you can choose the most appropriate
sheet to give each sponsor.

Give your sponsors something tangible Ð
and show them what their donation could
mean for OxfamÕs work.

Put your sponsorship form up in your 
staff room/common room/reception 
area [Tip: to help it stand out, photocopy
one at double size Ð and perhaps on
coloured paper.] 

And make sure you take a sponsorship
form with you wherever you go Ð you never
know when you might next have an
opportunity to offer it to someone!

Gift Aid
Ask your sponsor to tick the Gift Aid box,
and youÕll earn Oxfam an extra 28p for
every £1 donated.

Saying ÒyesÓ to Gift Aid enables Oxfam to
reclaim the Income Tax or Capital Gains
Tax (that, in effect, they have already paid
to HMRC) equal to the value of their
donation to you. (Of course, to qualify for
Gift Aid, your sponsor must be a UK
taxpayer.)
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£10could pay for fishing nets. One net can catch 
enough fish to support 80 people. Helping the 
fishermen to recover their livelihood and feed 
their families.
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Getting it right: the technical bit
For us to be able to claim Gift Aid, you just
need to make sure that your sponsors
complete the sponsor form in full Ð
we must have their surname, first name
(or initials), and full residential address
(including postcode). By ticking the Gift Aid
box, they have agreed with the declaration
printed on the form.

Finally, when you collect the money, you
must complete the date box on the form, to
confirm that Oxfam has received the money
that was pledged. ThatÕs it. Job done!

For a full explanation of Gift Aid, see:
www.inlandrevenue.gov.uk/charities/
gift-aid.htm 
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When can Gift Aid be claimed?
On any donations given at an event,
and on sponsorship money, by someone
who is a UK taxpayer.

When canÕt Gift Aid be claimed?
� On the price paid for anything, such as

goods from stalls or for raffle tickets.
� On the price paid for tickets to

enter/attend an event.
� If a minimum donation is required (this

is regarded as an entry fee).
� On deposits or registration fees.
� On any donations from people connected

to the participant (eg spouse, relative of
a spouse, relative, a company under the
control of connected persons who spon-
sor you in any events).

What if my sponsor is a higher-rate taxpayer?
Oxfam can still claim back from the tax,
but only at the basic rate. You can tick a
box on your self-assessment tax return
form nominating Oxfam to receive the
other 18 per cent. The relevant code for
your tax return for Oxfam [is] MAE66TG.

What if IÕm a lower-rate taxpayer?
If you pay a lower rate (10 or 20 per
cent), Oxfam can still claim back 28p for
each £1 you donate, provided you pay
enough tax to cover the claim during the
tax year that you make the gift(s).

Can a donation or sponsorship made 
by a company be eligiblee for Gift Aid? 

In certain circumstances, yes.
See:
www.inlandrevenue.gov.uk/charities/
gift-aid.htm for more details.

£30could pay for school dinners for 500 hungry
children.

Gift Aid Ð some frequently asked questionsTop tips
� Describe the event youÕre 

participating in, so your sponsors
know what the challenge is and the
commitment involved.

� Encourage potential pledgers to sponsor
you for all of your effort (eg. all the
training youÕll be putting in for your
attempt beforehand), rather than just 
for completing the event on the actual
day. So if, for any reason, youÕre unable
to reach the finishing line, youÕll still
receive sponsorship (and sympathy!) 

� Personalise your page with photos.

� Use examples of what each donation
could mean to Oxfam. See examples
shown throughout this booklet.

� Add a link to your bmycharity site 
from the bottom of any emails you 
send (wherever appropriate).

When can Gift Aid be claimed?
On any donations given at an event, and on
sponsorship money, by someone who is a UK
taxpayer Ð provided they indicate their consent,
and supply their full name, address, and 
postcode.

When canÕt Gift Aid be claimed?
� On the price paid for anything, such as goods

from stalls (at a f•te) or for raffle tickets.
� On the price paid for tickets to enter/attend

an event (because this is not a wholly 
voluntary donation, itÕs a purchase of a right
to attend).

� If a minimum donation is required (this is
regarded as an entry fee).

� On deposits or registration fees.
� On any donations from people connected to

the participant (eg spouse, relative of a
spouse, relative, a company under the control
of connected persons who sponsor you in
any events).

� If sponsorship is a collection from a few people.

Gift Aid - some frequently asked questions

What if my sponsor is a pensioner?
He/she may still be paying tax on a private 
pension plan or a savings account, or pay
Capital Gains Tax if they sell property or shares.
In which case, they qualify for Gift Aid.

What if my sponsor is a higher-rate taxpayer?
Oxfam can still claim back from the tax, but
only at the basic rate. You can tick a box on
your self-assessment tax return form 
nominating Oxfam to receive the other 18 per
cent. The relevant code for your tax return for
Oxfam is MAE66TG.

What if IÕm a lower-rate taxpayer?
If you pay a lower rate (10 or 20 per cent), Oxfam
can still claim back 28p for each £1 you donate,
provided you pay enough tax to cover the claim
during the tax year that you make the gift(s).

Can a donation or sponsorship made by a
company be eligible for Gift Aid? 
In certain circumstances, yes. See:
www.inlandrevenue.gov.uk/charities/gift-aid.htm
for more details.

IMPORTANT
The Gift Aid part of your sponsorsÕ
contributions will not be included in your
fundraising total. This is because the tax
is not actually claimed back until some
time after your event.
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Fundraising ideas 
An A to ZÉ
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£100could pay for essential medicines for a
whole village. Providing the community
with medicines such as aspirin and 
antibiotics for six months.

Top tips
� Worried you canÕt fill all 100 squares?

Why not split the map in half, and 
halve the prize money?
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Auction of Promises 
Try to get people to donate a
promise of their time, use of
their belongings, or to donate a
gift. You can even ask people to
donate themselves and auction
them as Ôhelper for the dayÕ.

Bring-a-Book sale 
Everyone donates books and
stays to buy books Ð
adding to your total.

Cricket Match 
Have a knockout contest
and charge people to join a
team. Charge admission
to all your spectators and

sell refreshments.

Dining in 
Invite family and friends to
dinner and get them to donate
to Oxfam in return.

Expert Seminar 
Invite an expert, or well-known
personality to donate their time
to give a talk or performance.
Charge admission; sell
refreshments; and auction a
signed book or photograph.

Fashion Show 
Ask a local store to put on 
a show in conjunction with 
your company.

Garage Sale
Let your neighbours and friends
root through your unwanted
stuff and give the proceeds to
Oxfam.

How to
Sell secret family recipes or
teach a skill for a donation.

i-Pod shuffle 
Hold a dance-off, using music
on someoneÕs i-pod. Set it to
shuffle, so no one knows
whatÕs next! 

Just a Minute 
Have a sponsored game show
with Ð no repeating, hesitating
or deviating. This could 
double up as a presentation
training exercise! 

Karaoke Evening 
Ask a local pub to host one for
you and charge people to get
in or take part.

Lunch Money 
Ask colleagues to bring in
sandwiches for their lunch,
and donate the money saved
to the charity.

Matched Funding 
Ask your employer if theyÕll
match your fundraising.

Non-Uniform day 
Bring in a pound to dress down
at work or school.

Odd Jobs 
Help family and colleagues by
ironing or cleaning and charge a
small fee.

Publicity 
Send a press release to all your
local papers asking for
sponsorship from the
companies and individuals.

9

£25could pay for 5 radios. Supporting poor
communities by providing facilities with health
advice, education and local news.
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Quiz Night 
Challenge different departments
or branches to a friendly 
inter-company quiz, with prizes

for the best team,
most inventive
answer, wooden

spoon etc.

Return to the 70s party 
Or 60s, 80sÉ 

Sponsored Event 
Swim, slim, shave

your headÉ ask colleagues

and friends to raise
sponsorship for you in
a fun way.

Treasure Hunt
A challenging and fun way
to raise big money.

University Challenge 
Collect together teams who
attend the same or nearby
universities and colleges and
hold a challenge to see which
university comes top.

Variety Show 
Round up your talented friends
and tread the boards, charging
for admission of course.

Wine Tasting 
Invite an ÔexpertÕ or local wine
dealer to bring along a few
cases of wine and donate 
some of the proceeds of his
sales to Oxfam.

X-tinct 
Auction your Ôhas-beensÕ
memorabilia! 

Your own original idea! 
As long as itÕs
legal, go for it!
And tell us Ð
and the media
Ð about it.

ZzzzzzÉ 
A pyjama
party. Or a
wear pyjamas
to work day!

Be cheeky Ð just ask!

10

£27could buy a desk and chair for a school in
Zambia. (Across Africa, and the world, youÕll
often find schoolchildren having to sit on the 
floor Ð or even under a tree).

In the workplaceÉ
� Does your company offer a 

matched-giving scheme?

� Could your company (and even 
its regular suppliers) provide gifts
in kind, for you to raffle?

� Could you have free use of a 
conference room to hold a quiz,
disco, or talent show?

In your local communityÉ
� Hold a (summer) party. Ask 

invitees to bring some food,
and £2 to get in!

� Hold a car boot sale. Charge for
each pitch Ð and sell refreshments.

At university/collegeÉ
� Ask organisers of Balls or 

other social events for a donation 
to Oxfam 

� Most StudentsÕ Unions put funds
aside for studentsÕ charities.
No harm in asking...

� Ask your RAG Committee 
for support.
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£180could pay for a distribution tap stand, for 
use in a refugee camp. Oxfam tries to 
ensure that no refugee has to travel further
than 500 metres for safe water.

Spreading 
the word
Developing your own publicity
First decide why you want/need publicity.
Who is your target audience? Put these
together and you should have a clear
publicity aim! 

In essence, you have three important
(potentially newsworthy!) things to say
� IÕm taking part in an (endurance) event

[eg The London Marathon]

� IÕm raising awareness of my 
chosen charity

� IÕm hoping to raise (more than) £2,000.

Writing a press release
Give it a date and a snappy headline that
tells the story in brief. The best way to start
talking to the media is to write a simple and
short press release to send to journalists,
explaining your story and telling them how

to contact you for more information. This
also acts as a handy checklist for you,
ensuring that you have all the information
that journalists are likely 
to need.

Journalists receive hundreds
of press releases every week,
so itÕs important to make
yours stand out from the
rest. Use everyday language
and keep your sentences short.

In the first paragraph ideally, it
should be a single sentence
(known in the trade as a
standfirst.) The second paragraph
should elaborate on the first one. The third
paragraph should add further essential
details.

Press releases should include an interesting
quote (perhaps something that links your
event with your decision to support
OxfamÉ Òwhen I saw those TV images of

the disaster, and I saw an Oxfam
representative out there being interviewed, I
decided I wanted to do something to help
themÉÓ), which backs up what has already
been said. Additional background

information may be inserted
after the quote.

Start with a bang Ð try to get all
the crucial information in the

opening paragraph:
Who? Who is this story about?
What? What are they doing (that makes

an interesting/unusual story)?
Why? Why are they doing it? (Consider:

ÒWhy should we print this?!Ó)
Where? Where is it happening?
When? When is it happening?
How? How are they going to do it?

Type it but keep it short, simple and
preferably on a single sheet. Double space
the entire release so itÕs easier to read.
Remember, the shorter and snappier it is,
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£250could buy 10 teacher kits. Providing the
teachers with essential equipment for
their job such as blackboards and 
teaching guides.

the happier the journalist will be Ð 
provided you have given all the 
necessary information.

Write the words ÒPress ReleaseÓ at the top
of your document and put the date
underneath. At the end of the press release,
you should have a section entitled: ÒNotes
to EditorsÓ. This should include the contact
names and telephone numbers of two
people whom the media can contact for
further information about the story.

Below the contact details, please include
this short description of Oxfam:Oxfam GB
is a campaigning and development aid
agency, which works with others in more
than 70 countries around the world to
tackle poverty and save lives, and
campaigns to deliver long-lasting
change. See: www.oxfam.org.uk

IMPORTANT:If you wish to use OxfamÕs
logo in any intended materials, you must
comply with certain rules and restrictions

that apply at all times. Please refer to the
page opposite. Thank you.

Creating your publicity materials Ð
compliance with Charity Law
Any publicity materials that you produce to
support your fundraising must make it clear
that you are raising money in aid of Oxfam.
If you are not an employee of Oxfam, you
must make it clear that you do not represent
Oxfam.

All publicity materials must include the
following statements. This is to comply with
Charity Law:
ÒAll proceeds/profits will be donated to
Oxfam.Ó And ÒOxfam GB is a member of
Oxfam International, registered as a charity
number 202918.Ó
The following statement must also appear:
ÒOxfam works with others to overcome
poverty and suffering.Ó

Top tips

� Put posters up Ð in community
centres, doctorsÕ surgeries, libraries,
shops, post offices, schools,
churches. (Ask first, of course, and
donÕt forget that fly-posting is illegal.)

� Consider which media to contact Ð
make a list, remembering local radio,
TV, newspapers, magazines,
specialist publications and 
journals, company newsletters 
or internet.

� DonÕt forget your local Oxfam shop!
They may be able to help with
publicity, depending on their staffing
levels. Please call our Oxfam Shop
Support Team on 0845 3000 311
before approaching your local shop,
to check whether they will be able to
support you.
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Use of OxfamÕs logo in your publicity Ð
compliance with OxfamÕs Brand 
You can use an Oxfam logo for your
publicity material Ð but you are not
permitted to alter or adapt its shape or
colour in any way. The logo shown above
is the version that you should use
whenever possible. (This logo can be
reproduced in black if you are printing
your materials in black only.) 

To download an Oxfam logo, go to
www.oxfam.org.uk//logo where you can
also find our full (mandatory)
reproduction/usage guidelines Ð please
make sure that you adhere to all
instructions. Thank you.

Commercial organisations are not
permitted to use OxfamÕs name or logo
without prior written consent from Oxfam.
If you wish to involve companies in an
event, and they ask you if they can use
OxfamÕs name for their commercial
benefit, please contact
companies@oxfam.org.uk

Web linking
If you set up a website for the
event/activity that youÕre organising,
itÕs possible to provide a link from
it to the Oxfam GB website.

The only provisos are that your website
does not claim an official or contractual
partnership with Oxfam; that you are
careful to represent Oxfam correctly in
context; and that, if used, OxfamÕs logo
is linked directly to the following URL:
www.oxfam.org.uk

Understanding the media
Sending out news releases is only half of

the story. It makes a big difference if you
know the media in your area. Spend a bit
of time researching local newspapers and
radio programmes, and get to know what
kind of stories they like, and when they are
published or broadcast.

When youÕre ready to send out your
release, follow these simple steps:

1. Phone the journalist before you send
the release, so he/she will be
looking out for it.You can also check
how the publication would like to
receive it (by post/ e-mail/ fax). DonÕt
be worried about calling Ð on the
whole, journalists will be pleased to
hear from you.

2. The timing of the call is very
important, as journalists work to
tight deadlines.Most weekly regional
papers are printed on Thursdays and
published on Fridays. The best time to
call them is very late or very early in
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£1700could pay for the building of a whole
classroom. Providing children with 
windows, blackboards and lights.
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the week. The best time to call regional
evening papers, printed daily, is before
midday Ð but the earlier in the day, the
better. For regional morning papers,
also printed daily, call before 2.30pm
on the day before.

3. Avoid calling radio stations on the
half-hour or hour, and at lunchtimes
or early evening.This is usually when
news bulletins are broadcast.

4. All papers have a forward-planning
diary. Advance warning allows them
to make sure staff are available to
cover your story.

5. Ask to be put through to the
Newsdesk.Tell the story in a nutshell
Ð they wonÕt want too much detail at
this stage. Keep it simple, but explain
why it is topical as it may link to a
current news story.

6. Once youÕve sent the release, follow
it up at a quieter timein the
journalistÕs schedule, with a phone call
or an e-mail to check that it has been
received, and to gauge the journalistÕs
interest.

7. Invite the journalist Ð and/or a
photographer Ð to come along to
your activity. If you build a long-
standing friendship, it will reap
rewards time and time again.
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£650could pay for 10 food-growing packs,
that help families whoÕve been hit by a
disaster to start planting crops again.
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£360could pay for 200 fly traps, to protect
people against the spread of disease Ð
especially during an emergency.

Keep it legal
There are many rules and regulations that
govern the running of activities which
involve the general public. You are
responsible for ensuring that any activity
you organise in aid of your fundraising for
Oxfam complies with the law. Oxfam
cannot accept liability for activities run
in its name.

There are many sources of information
and advice. Local councils, Police, Trading
Standards Offices, and The Council for
Voluntary Action may all be able to offer
advice and support, depending on what
youÕre planning to do. If you describe your
intentions and explain who is likely to
attend, these organisations should be able
to advise you.

Or try your local library Ð or the internet.
One word of caution: make sure the
information/advice is applicable and

relevant to the UK (and its laws!), rather
than to any other country.

Seeking advice and permission Ð 
a checklist
Contact your local council for any
necessary permissions, licensing, trading
standards, and health and safety issues.

Contact your local police if you are
planning an event in a public place.
For example, if the event is to be held
on public roads, or if it could
cause traffic disruption.

Other resources:
The FundraisersÕ Guide to
Law (Publisher: Bales and
Braithwaite)

The Institution of
Fundraising
www.institute-of-
fundraising.org.uk

The Directory of Social Change
www.dsc.org.uk

Street and house-to-house collections
You need a licence from your local
authority to collect funds on the street Ð in
any public place, or house-to-house. It is
illegal to collect funds in this way without
a licence. Most local authorities publish
information about how to get a licence on
their websites. You should allow at least
two months to obtain one.

If youÕre collecting on private
property, such as in a pub or
supermarket, you must obtain

permission in writing from the
owner or manager. And when
youÕre collecting, you must always
have a copy of the licence or

written permission with you.

Anyone whoÕs collecting on 
your behalf must be aged 16 or over.
(So must you!)

�)�X�Q�G�U�D�L�V�L�Q�J�B�J�X�L�G�H�B�����T�[�G���������������������������������������3�D�J�H������



16

£400could pay to train 40 volunteers in India 
to help their communities to prepare and 
cope with the floods that affect millions of
people there every year.

Please do not pressurise people to donate
Ð and please do not act in a manner that
might damage OxfamÕs good reputation
(or even your own!).

Collection boxes/buckets/tins
For legal reasons, as well as cost, weÕre
sorry that we cannot supply collection
boxes, buckets or tins to fundraisers.

All donations must be placed in a sealed
container. The seal on the collecting box
may be a lock, self-adhesive paper, or
some other device Ð just as long as it
provides a means of easily detecting any
attempt to tamper with, or break the seal.
By itself, a lock can usually be opened 
and closed fraudulently without detection,
so itÕs a good idea to include some other
form of sealing device too.

Collection boxes, buckets, and tins 
must be opened and counted by two
people Ð you and someone to whom 
you are not related.

Raffles and lotteries
There are very strict and complex laws
relating to raffles and lotteries.

Fundraisers MUST consult The Institute
of Fundraising Laws (www.institute-of-
fundraising.org.uk) before organising a
raffle or lottery.

If you Ð or anyone on your behalf Ð is
thinking of running a lottery in England,
Wales or Scotland, we strongly
recommend that they get a copy of
Lotteries and the Law, available from the
Gaming Board of Great Britain
(www.gamblingcommission.gov.uk/
client/index.asp) 

In Northern Ireland, contact the 
Northern Ireland Council for Voluntary
Action (www.nicva.org/) for a copy of
their booklet Lotteries: A Guide for
Voluntary Groups.
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£500could pay for the care of 10 orphans or
vulnerable children. Giving youngsters
life-skills, food and friendship Ð the ability
to fend for themselves.

Keep it safe
Oxfam cannot accept liability for
accidents. Please make sure that everyone
is safe while having fun and raising funds
for Oxfam. Oxfam does not encourage
particularly hazardous activities, such 
as hang-gliding, parascending,
microlighting, abseiling, assault courses,
or bungee jumping.

You must comply with the Health and
Safety at Work Act 1974 (www.hse.gov.uk),
and all other relevant subordinate
legislation. Remember: the Health and
Safety Act applies to volunteers as well 
as to employees.

If you are going to be carrying money
around, be vigilant about personal
security. Always use a safe route and
always be accompanied and/or carry
a personal alarm.

Make sure that no-one is fundraising,
working or spectating in an unsafe
environment Ð assess the risks involved
and make sure that they are eliminated
or minimised to an acceptable level.

Do not allow children to ask for/collect
money alone or without an adult
(someone over 16 years
of age).

If sub-contractors
or facilities
(portaloos, bouncy
castles etc.) are
used, make sure
that they have the
requisite experience
and insurance cover.

Consider First Aid
requirements. Contact
your local branch of St JohnÕs
Ambulance for advice or assistance.

Consider fire safety Ð contact your local
Fire Station.

Consider using other national sources of
free health and safety advice, for example,
The Health and Safety Executive (HSE).
See www.hse.gov.uk 

The HSE recommends that event
organisers carry out a Risk

Assessment. This is defined
as simply Ôa careful
examination of anything
related to your event that

could cause harm to peopleÕ,
so that you can weigh up
whether you have taken
suitable precautions or should

do more to prevent harm.
For more information, including

Ôfive steps to a risk assessmentÕ, visit
www.hse.gov.uk/risk

�)�X�Q�G�U�D�L�V�L�Q�J�B�J�X�L�G�H�B�����T�[�G���������������������������������������3�D�J�H������



Money matters
Collect sponsorship as you go
After youÕve completed your event, the last
thing youÕll want to do is chase people for
sponsorship money. So why not collect
the funds at the time when your 
sponsors agree to support you?

Paying your sponsorship to Oxfam
We recommend one of the following 
two ways.

Either:
As you collect funds, use your credit card,
or debit card, to pay an equivalent amount
to Oxfam, via your Justgiving site. ItÕs very
quick and convenient.

Or:
Pay all the money youÕve raised into one
bank account, and then write just one
cheque from it for the total, payable to

ÔOxfamÕ. Send the cheque with a
completed remittance form, together with
all sponsorship forms, to:

[Name of your event]
Oxfam Events Team 
Oxfam GB
John Smith Drive
Cowley
Oxford, OX4 2JY

You can also send your sponsorship by
postal order. Please do not send any
cash in the post.

If you are participating in one of Oxfam's
official events, there will be a deadline, by
which you will be required to send in all
the funds youÕve raised. If you are taking
part in any other event to raise money
for Oxfam, please send the funds to us
no more than six weeks after the
completion of your event/activity.
Please do not deposit any event

fundraising money at an Oxfam shop,
as this will be recorded only as a Ôpublic
donationÕ Ð and will be difficult for us to
trace and connect with you.

Do please familiarise yourself with the
Gift Aid scheme (see page 6). It can make

a significant difference to the
amount of money raised for
Oxfam, at no extra cost to you
or your sponsors.

And, finally, make sure you fill
in the remittance form
correctly, remembering to
include the event name you
are participating in, your
name, address, your URN  
(8-digit unique reference
number) and any additional
information required for your
particular event.
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£1extra raised could pay for ten packets of Oral
Rehydration Salts to treat diarrhoea Ð the cause of
frequent, yet preventable death in poor or 
disaster-hit countries.
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£5could buy 2 textbooks. Giving children the materials 
they need to learn and develop.

London Marathon Post Race Reception Ð British Academy
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Contact us
If you have further questions, need more
sponsor forms or Treasure Maps Ð
or would like to speak to someone to check
youÕre on the right track Ð please contact us!

Email:
events@oxfam.org.uk

Phone:
0870 905 9060

Post:
Oxfam Events Support Team
Oxfam House
John Smith Drive
Cowley
Oxford
OX4 2JY

Thanks for all of your efforts
and support. Good luck!
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