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      This pack includes: 

 

 Welcome Letter

 Information About Us 

 How Your Money Is Spent

 Fundraising Ideas 

 Planning Your Event 

 Promoting Your Event 

 Staying Legal and Safe  

 Paying In Information 

 Donation Form 

 Press Release Template 

 Event Poster/Flyer (Plain) 

 Photography & Video 
Consent Form 

 Sponsorship Form 

 

 

 

 

 

 

 

 

 

 

Contact Info: 

 
The Butterfly Hospice Trust, 

Rowan Way, Boston, Lincolnshire, 

PE21 9DH 

 
Charity Office Tel: 01205 311222 

Email: enquiries@butterflyhospice.org.uk 
 

https://www.butterflyhospice.org.uk 
 

https://twitter.com/BHTHospice 
 

https://www.facebook.com/ButterflyHospice 
 

https://instagram.com/butterfly.hospice 
 
 

 

mailto:enquiries@butterflyhospice.org.uk
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Welcome to the Butterfly Hospice 

 

 

 

 

 

 

 

Thank you for choosing to support The Butterfly Hospice Trust. Your 

support means a great deal to us. 

This event pack is full of information on how to host your own fundraising 

event. 

Every penny raised will make a difference to all individuals who use the 

hospice, from individuals who need respite care, to those requiring end of life 

care and the families affected.   

Whether your event is big or small, whether you bake, cycle or raffle, The 

Butterfly Hospice hopes that you enjoy fundraising and we thank you for 

choosing us.  

 

Good luck with raising your sponsorship and we look forward to hearing 

from you soon! 

Remember, we are here to help, so if you have any questions get in touch to 

have a chat with our fundraising team. 
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The Butterfly Hospice…. 

Your Local Hospice for Local People 

 

 

 

 

The role of The Butterfly Hospice Trust, based in Boston Lincolnshire, is to 

provide palliative care and holistic support to patients and their families. 

The Butterfly Hospice Trust is dedicated to improving the quality of life for 

patients and families facing a life-limiting illness by providing choice, care and 

support in a hospice setting. 

When you or someone you care about is seriously ill, you want to know that 

they are getting the best possible care and treatment. We do too. Our hospice 

provides free 24-hour patient care to those who need it most. 

Our services are for people aged 18 and over that are referred to us by a 

healthcare professional. 

Our care teams include doctors, nurses, therapists, and spiritual support. It is 

our aim to provide the best possible, personalised care 24 hours a day for the 

duration of someone’s stay. The unit is staffed by a clinical team with 

specialised skills in dealing with the physical and emotional effects of life 

limiting illnesses including cancer, heart disease and neurological conditions. 

We aim to enrich people’s quality of life by relieving symptoms such as pain, 

breathlessness and other distressing problems through the skills of our 

experienced and caring teams. Our patients come to us for respite, symptom 

control and for care at the end of life. 
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Donations are vital to the ongoing work of The Butterfly Hospice. 

The Butterfly Hospice costs £600,000 a year to run, so you can see that every 

pound raised counts. Last year we supported more than 160 families through 

their difficult time. 

 

How your donations help us: 

 

                £7       provides quality food for one patient for a day 

 

 

                     £100       pays for housekeeping for a day 

 

 

   £500  pays for gardening equipment to maintain the hospice grounds over 

the course of a year 

 

 

However large or small and however you choose to raise the money for us 

your donation is greatly appreciated and really makes a difference. 

 

 

 

 

How your money is spent 
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Fundraising Ideas 

 

 

 

A Apple Bobbing 

     Abseiling 

     Auction of Promises 

 

B Bake Sale 

     Book Sale  

     Bingo 

 

C Car Boot 

     Calendar 

     Car Wash 

 

D Dance-a-thon 

      Darts Competition 

      Dog Walking 

 

E Easter Egg Hunt 

      Eighties Night 

      Egg & Spoon Race 

 

F Face Painting 

     Fancy Dress 

     Football Match 

 

G Games Night 

        Golf Tournament 

H Halloween party 

       Head Shaving 

 

I Ice Skating  

    It’s A Knockout 

 

J Jumble Sale 

    James Bond Night 

 

K Karaoke 

      Keep Fit Evening 

 

L Live Music Night 

     Loud Tie Day 

 

M Marathon 

         Movie screening 

 

N Name the…  

       New Year’s Eve Party 

   

O Open Garden 

      Office Collection 

 

P Pancake Day 

      Pamper Day 
  

Q Quiz Night 

 

R Raffle 

      Race Night 

 
S Swear Box 

     Sweepstake 

     Sky Drive 

 
T Tombola 

     Tennis Competition 

     Tea Party 

 

U Unwanted Gift Sale 

      Uniform Free Day 

 
V Valentines Event 

      Vintage Sale 

 
W Walk 

        Waxing Event 

 

X X Factor Contest   
  
Y Yoga Event  
 
Z Zumbathon 
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Planning Your Event  

 

Once you have decided on your event the next thing to think about is time and 

place, both important factors when planning your event. 

 

Time? 
When would be the best time to hold your event? Remember to give yourself 

enough time to plan and prepare!  

Factors to consider- Who is your target audience and what time would they be 

available? More people may be available during the weekends and school 

holidays.  

Time of year- Could it be a themed event? Halloween? 

 

Place?  
What venue would suit the type of event you are going to hold?  

Check out local venues such as schools, town halls, local parks, place of work.  

Visit possible choices to see if they are suitable.    

Factors to consider- Is the venue suitable for your event? Think of the number 

of people you expect to attend your event and the capacity of the venue.  

 

When you have chosen your time and place contact the venue to confirm your 

date and capacity. You may also consider contacting local businesses to 

organise raffle prizes, food and any entertainment you may need. 

 

Other things to consider 

 Create a JustGiving page for people to donate (for help with this visit 

www.butterflyhospice.org.uk/downloads and download our ‘Set up a 

JustGiving’ document). 

 Tell your supporters to use Gift Aid (detailed on our sponsorship form at 

the end of this pack). 

 Consider bucket collections. 

 

 

http://www.butterflyhospice.org.uk/downloads
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Promoting Your Event  

 
 

Create an event on Facebook and invite all your friends. Share your 
event and any media coverage so more people see it. Post regular 
updates and tag us in your posts about the event using   
@ButterflyHospice 

Share your event on Twitter and encourage people to retweet it so that 
it reaches more people.  Mention us in your tweets using @BHTHospice  
 
Share photographs on Instagram and tag us @butterfly.hospice  
 
Share your JustGiving link on social media. 
 

Remember to like and follow us on our social media pages! 

Tell the Press!  
 

Contacting your local newspaper and radio station is a great way to 
publicise your event and raise awareness for the hospice.  

 
Let them know you are fundraising for us and why you chose us. Send a 
press release (see our press release template in this pack) including all 
the relevant details, your fundraising target and send in a good quality 
picture. 
After your event has taken place contact the press to share your success, 
provide a photograph of the event and let them know how much money 
you raised, of course thanking everyone that took part. 
 

Take photographs of your progress and planning to keep everyone updated 
during the run up to the event. A picture is worth a 1000 words! 

Remember you must have permission to use photographs of participants in 
social media posts (See video & photograph event form included in this pack). 

 
Traditional Methods  

 Circulate posters widely and hand out flyers to promote your event, 
including all the relevant details, what, where, when, cost to participate, 
your target amount and contact details (use our blank poster template 
included in this pack). 

Share the word on social media  
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Please don’t let any 

of this put you off, 

our fundraising team 

will help with this! 

Legal & Safe Section 
 

Collections- These are a great way to raise money. But if you are planning a 

collection that takes place in a public owned place, then this is governed by legal 

requirements and must be licenced by the local authority. Please advise us if this 

is something you are planning. Licences are not required on privately owned land, 

just ensure you have the permission of the business owner.  

 

Raffles & Lottery- Raffles, lotteries and prize draws are all governed by 

legislation, so before spending any money on getting tickets printed, please 

contact our fundraising team and we will guide you through the process. Also be 

aware that lottery laws cover any events which are purely down to luck or chance, 

such as duck races. Visit gamblingcommission.gov.uk for information. 

 

Insurance- When you organise a fundraising event, you are responsible for 

making sure that it poses no risk to yourself and others. For events such as 

sponsored walks or sports events, we would recommend you take out public 

liability cover, and complete a risk assessment.  

 

First Aid- When organising an event you should ensure you have the appropriate 

level of first aid. Factors to consider: number of attendees, location, type of 

event, duration of event. The British Red Cross and St. Johns Ambulance can help 

you plan your event medical cover.  

 

Food Hygiene- If your event involves handling food it is 

important that you ensure safe preparation, storage and 

cooking. Visit the Food Standards Agency website, 

food.gov.uk, for guidelines when handling food. If you 

use a caterer please ensure they have Public Liability 

Insurance and current Food Hygiene Certificates.   

 

Data Protection- Any paper or electronic record you 

collect about people involved in a fundraising event must 

comply with the Data Protection Act (1998) and General Data Protection 

Regulation (GDPR), for guidelines please visit www.gov.uk/data-protection. Store 

all information you require securely, do not keep the information any longer than 

you need and do not share information or data about someone without their 

permission.  

Please don’t let this 

put you off, our 

fundraising team 

can help with this! 
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Paying In Money 
 

There are several options to choose from:  

Please make sure you send us a completed donation form (on the next page) 

so we know the money came from your event! Also include all sponsorship 

forms so we can claim the Gift Aid on your donations. 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

By PayPal-  

If you have a PayPal account  

our email is 

enquiries@butterflyhospice.org.uk 

By BACS- 

Sort Code 20-11-13 

Account No. 50221090 

Please contact us to advise 

when the payment is due 

to be received in our bank. 

By cheque- 

Payable to ‘The 

Butterfly Hospice 

Trust’ you can post 

or hand it in at The 

Butterfly Hospice. 

Over the phone-  

Just give us a call on 

01205 311222, one of our 

friendly team will take 

your details. 

      Monday-Thursday 9-5 

                Friday 9-4 
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When paying in please complete this form and return it, along 

with any sponsorship forms, to;  

 

The Fundraising Team, The Butterfly Hospice Trust, Rowan Way, 

Boston, PE21 9HD  

 

Please ensure that all cheques are made payable to 

‘The Butterfly Hospice Trust’ 

 

 

Event Donation Form 

 

Title……………..    Telephone……………………………     Email……..……………………………… 

 

First Name………………………………………….   Last Name……….……………………..…………. 

Address.................................................................................................................. 

............................................................................................................................... 

 

Event Name (brief description of how you raised money for us) 

…………………………………….…………………………………………………………………………………… 

…………………...……………………….…………………………………………………………………………… 

 

Amount raised £…………………………………….. 

Method of payment……………………………….. 

Name you would like on your fundraising certificate 

………………………………………………………………………………. 

 

Remember to include your sponsorship forms so we can claim Gift Aid on your 

donation! 
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 Contact Information 

 The Butterfly Hospice Trust,                                                  https://twitter.com/BHTHospice 

 Rowan Way, Boston, PE21 9DH                           

                                                                                                     https://facebook.com/ButterflyHospice 
 Charity Office Tel: 01205 311222                                               

 Email: enquiries@butterflyhospice.org.uk                         https://instagram.com/butterfly.hospice 

 

 

 

 

 

 

 

 

  

THANK YOU FOR YOUR 

SUPPORT 

We can’t wait to hear from you! 

We would love to hear how your fundraising event went, if you would like to 

share your experience and photographs to inspire others please drop a 

message to natalie.bunce@butterflyhospice.org.uk 

 

mailto:enquiries@butterflyhospice.org.uk
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Press Release  

 

 

 

 
 
[Insert your name/organisation name] is holding a/taking on the challenge of 
[insert name/description of your event] to raise vital funds for The Butterfly 
Hospice Trust on [insert date, time, location and venue name]. 
 
The Butterfly Hospice Trust, based in Boston, Lincolnshire, provides palliative 
care and holistic support to patients and their families. The Butterfly Hospice 
Trust is dedicated to improving the quality of life for patients and families 
facing a life-limiting illness by providing choice, care and support in a hospice 
setting. Our care teams include doctors, nurses and therapists, who provide 
free 24-hour patient care to those who need it most.   
 
We are/I am happy to invite my/our [friends/customers/family/everyone] to 
join in [insert event activity]. With your help I/we are hoping to raise [insert 
target to be raised] through [ticket sales/raffle/the event] to help the hospice 
provide vital care for terminally ill individuals in South East Lincolnshire.  
 
I am/we are working hard to make this event a success and hopefully reach the 
target! 
 
You can sponsor the event by visiting [insert just giving page] 
 
For more information/to book a place/buy a ticket/ sponsor [name of your 
event] contact [insert name, phone number/email address]  
 
 
[Attach a photograph, preferably with The Butterfly Hospice Trust logo visible, 
if possible]  
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Support Your Local 
Hospice  
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Here at The Butterfly Hospice Trust, we provide a number of news releases to tell people about our 
events and the work we have been doing.  We take photographs or videos to illustrate our messages 
for use externally, by the media for example, as well as internal promotional activities. 
 

If you agree to having your photograph or a video taken to support our activities, please read the 
declaration below carefully and sign the bottom of this form. 
 

I hereby agree that by having my photograph taken: 
 

 The Butterfly Hospice Trust has my full permission to use the photo(s)/video, with my name, in 
any activity that reasonably promotes the Butterfly Hospice. 

 The Butterfly Hospice Trust can use the photo(s)/video(s) for as long as it considers appropriate. 

 I understand that once the photo/video has been produced, its reproduction or adaptation may be 
beyond the control of the Butterfly Hospice Trust. 

 I will not be given preferential treatment or service by the Butterfly Hospice Trust for taking part. 

 I will not be paid for taking part. 

 I have the right to withdraw my consent for the photo(s)/video(s) to be used in the future by 
providing 14 days notice, in writing, to: The Administration Manager, The Butterfly Hospice Trust, 
Rowan Way, Boston, Lincolnshire PE21 9DH.  I understand this must be acknowledged by The 
Butterfly Hospice Trust to be effective and that The Butterfly Hospice Trust has no control of 
photo(s)/video(s) already published. 

 I will not own the copyright of any photos/videos generated for use by The Butterfly Hospice 
Trust. 

 
Name: (Block Capitals): ……………………………………………………………………………… 
 
First Line of Address: ……………………………………………….   Post Code: ………………. 
 
Signature: ……………………………………………………………………………………………… 
 

If you are a parent or guardian and have agreed for your child(ren) to be part of promotional activities for 
The Butterfly Hospice Trust please give your consent below.  By signing on behalf of a child you are 
confirming that you have the right to consent to photographs or videos of the child being taken and used 
in accordance with this agreement. 

 
Child(s) Name: ………………………………………………………………………………………… 

BLOCK CAPITALS 

 
Your Name:  ………………………………………………………………………………………… 

BLOCK CAPITALS 

 
Signature: ……………………………………………………………… Date: ……………………… 
 
 

For Internal Use only 
 

 
Name of event 
 

  
Date of event 

 

 
Image reference(s) 
 

  
Approved by 

 

 

 

       PHOTOGRAPHY & VIDEO FILM CONSENT FORM  
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Full Name Home Address Postcode Amount Pledged 
(£) 

Amount Collected 
(£) 

Tick for 
more info** 

Gift Aid 

       

       

       

 

Name: 

Address: Postcode: 

Email: 

Telephone No: 

Sponsorship Form 

*By ticking the Gift Aid box I confirm I am a UK taxpayer and I would like the Butterfly Hospice Trust to claim Gift Aid on my donation. I understand that I must pay an amount of Income 

Tax and/or Capital Gains Tax for each tax year (6
th

 April to 5
th

 April) that is at least equal to the amount of tax that the Butterfly Hospice Trust will reclaim on my gifts for that tax year. 

**Information you provide will be stored securely, from time to time we may contact you with news and events, if you would like to hear more from us please tick the box.  

Do you pay tax? If so your gift will be worth 25% more to us- at no extra cost to you.  

All you have to do is tick the box under ‘Gift Aid’, and the tax office will give 25p for every £1 you donate*  

We need your full name, address and postcode in order to claim Gift Aid on your donation 
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Full Name Home Address Postcode Amount Pledged 
(£) 

Amount Collected 
(£) 

Tick for 
more info** 

Gift Aid 

       

       

       

       

       

       

       

       

       

       

       

 Do you pay tax? If so your gift will be worth 25% more to us- at no extra cost to you.  

All you have to do is tick the box under ‘Gift Aid’, and the tax office will give 25p for every £1 you donate*  

We need your full name, address and postcode in order to claim Gift Aid on your donation 
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Full Name Home Address Postcode Amount Pledged 
(£) 

Amount Collected 
(£) 

Tick for 
more info** 

Gift Aid 

       

       

       

       

       

       

       

       

       

       

       

 Do you pay tax? If so your gift will be worth 25% more to us- at no extra cost to you.  

All you have to do is tick the box under ‘Gift Aid’, and the tax office will give 25p for every £1 you donate*  

We need your full name, address and postcode in order to claim Gift Aid on your donation 
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Full Name Home Address Postcode Amount Pledged 
(£) 

Amount Collected 
(£) 

Tick for 
more info** 

Gift Aid 

       

       

       

       

       

       

       

       

       

 

Do you pay tax? If so your gift will be worth 25% more to us- at no extra cost to you.  

All you have to do is tick the box under ‘Gift Aid’, and the tax office will give 25p for every £1 you donate*  

We need your full name, address and postcode in order to claim Gift Aid on your donation 

 

FINAL TOTAL:                                               PAGE NO: 


