


 2 

Welcome! 

 

Firstly, from everyone at L’Arche we want to say a huge “Thank You” to you for deciding to 
give your time to fundraise for us. Fundraising for L’Arche is great way to help our 
communities and our values thrive.  
 
We hope that your fundraising experience is fun and incredibly rewarding in many ways. In 
this pack you will find fundraising ideas and other information to help make your fundraising 
activity a great success. 
 
This pack aims to give you some guidelines on how to go about raising money, particularly if 
you haven’t done it before but also to provide you with support, and to give you ideas on 
which you can build as well as show you how your own skills and experience and those of 
others you know can be put to good use. 
 
If, during your fundraising efforts, you discover that some things work better than others, or 
you have any new fundraising ideas, do please let us know so that we can include them in 
future editions of this guide. 
 

We wish you the very best of luck with your fundraising! 
 
L’Arche UK 
September 2010 
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About L’Arche 

 
 

Today’s society values success, achievement and competition. A person’s worth is often 
based on what they do for a living and how much they earn. All too often people with 
learning disabilities are seen as having nothing to contribute and are simply swept aside in 
the race for success and power. 
 
In L’Arche we turn that value system upside down. Instead, we believe that even the most 
vulnerable people have something of real value to give to the world and deserve respect 
and opportunities in life. If we want a healthy society where everyone, the strong and weak, 
has a meaningful place of belonging, then we must learn to value each person’s 
contribution. L’Arche works to make this vision a reality by welcoming and honouring men, 
women and children with learning disabilities and those who choose to come and share 
their life in community.  
 
L’Arche is an international organisation providing support to over 5,000 men, women and 
children with learning disabilities in 131 communities in over 30 countries worldwide.  In the 
UK, L’Arche has nine established communities in the following locations: Bognor Regis, 
Brecon, Edinburgh, Ipswich, Inverness, Kent, Lambeth (London), Liverpool and Preston. A 
new community in Manchester is being formed. We provide support to 178 adults with 
learning disabilities.  
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Getting started – the legal bits you need to know 

 

As a charity we are governed by many different rules and regulations on how people fundraise for 
us. These rules are simply there to protect us, you and the public.  In this section you will find some 
basic guidelines that you need to bear in mind when organising your fundraising activities. Please 
take time to read this section as it is very important. 
 
If you have any questions about these guidelines or fundraising in general, please contact our 
Fundraising Officer - Karen McArdle on 01702 556792 or email karen.mcardle@larche.org.uk   
 

 In aid of L’Arche 
 

When you are fundraising for L’Arche, please note that you are acting ‘in aid of’ L’Arche 
which means you are independent of L’Arche and what you do falls outside of our control.  
 
We are happy to provide guidance and help where needed but essentially it remains the 
responsibility of the person organising the event or activity to ensure what they do complies 
with both legal and health and safety standards and requirements. 

 

 Charity numbers  

Please ensure that the following statement is printed on all publicity materials wherever the 
charity name or logo is used;  
 
‘L’Arche is registered as a charity in England and Wales No 264166 and in Scotland No 
SC038493’. 
 

 Contact details 

Please ensure all your publicity and fundraising materials for your event or activity clearly 
shows a contact name and telephone number and/or email address. Never give out your 
home address.  

 

 Collecting money 

If you plan to collect donations at your event, please be aware that public collections need 
specific permission and licences depending on the venue.  A public place is anywhere where 
the public has unrestricted access 24 hours a day.  Please note that train, bus stations and 
shopping centres are not public places as they are normally closed at night and are 
considered to be private property. You must get permission from the landowner to hold a 
collection on these premises. It is illegal to collect funds in this way without a licence or 
permission from the property owners.  

Door-to-door collecting and approaching strangers is against the law for under 18’s. Some 
areas allow for 16 + year olds to collect but you will need to check the rules with your Local 

Authority. Most will usually advise you to approach only friends and families for donations.  

 
 

mailto:karen.mcardle@larche.org.uk
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Volunteer collectors must be equipped with sealed and labelled collecting tins or buckets 
plus identification badges. There are special rules that apply to collecting buckets and tins so 
check out the guidance at www.institute-of-fundraising.org.uk  for further details or call our 
Fundraising Officer on 01702 556792.  

 
For your own protection, make sure that cash collections are counted in the presence of at 
least two people and have one of them verify the total amount that has been raised. 
 

 Personal Safety 

If you need to carry money around, take care with your personal security. Always use a safe 
route, take someone with you and carry a personal alarm. The Suzy Lamplugh Trust has lots 
of good advice on personal safety. For more information go to www.suzylamplugh.org  

 

 Raffles & lotteries 

Good fun and lucrative as they are, raffles and lotteries are a form of gambling and are now 
regulated by the Gambling Commission. If you hold a raffle, remember, tickets must not be 
sold to children under the age of 16 years old and alcohol prizes cannot be awarded to 
anyone under 18 years old. There are different types of lotteries available so make sure you 
check out the legal requirements at www.gamblingcommission.gov.uk  or speak to us about 
your plans. 
 

1. Small raffles held as part of a larger event are the easiest to run. However, there 
must be no cash prizes. Ticket sales and the announcing of the results must take 
place during the event. This also applies to private raffles where you are only selling 
tickets to members of a club. 

 
2. For larger raffles or lotteries where you want to sell tickets to members of the 

public, you must apply to the Local Authority beforehand for a licence permit. If 
ticket sales exceed £20,000 you must register with the Gaming Board. There are also 
regulations on what must be printed on the tickets and you need to check these 
requirements with your Local Authority first. 

 
Please note that L’Arche cannot provide prizes for lotteries and raffles. Try asking local 
businesses and shops to donate something for your event. 

 

 Insurance 

Please remember that you are responsible for the fundraising activity and for making sure 
that it is run safely and legally. L’Arche cannot accept any liability or responsibility for 
anything that might happen to people or property as a result of your fundraising event. 

 
Make sure you have appropriate insurance cover or permission for your event e.g. public 
liability, household or personal insurance. Don’t forget to include the cost of any insurance 
cover you need in your budget for the event or activity you are holding. 
 

 

 

 

 

http://www.suzylamplugh.org/
http://www.gamblingcommission.gov.uk/
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 Do you need licences or permission? 
 
If you are planning any of the following activities, you will need a licence from your Local 
Authority: 

 
o Music and Dancing 
o Sale of alcohol 
o Extended hours 
o Provision of food and drink to the public 
o Copyright and royalties for drama or film shows 
o Collecting money or selling goods in a public place 
o Playing copyrighted music (permission must be obtained from Performing Rights 

Society www.prsformusic.com 
 

 First Aid and Safety  
 
Please ensure your event is organised efficiently and safely as we cannot accept 
responsibility for accidents, injury, loss or damage as a result of your event.  
 
In particular; 
 

 Know where the fire exits are located and what the emergency procedures are. 
 

 Conduct a risk assessment and have proper plans for the safety of participants, 
guests, volunteers, the public and organisers of the event. The Health and Safety 
Executive website www.hse.gov.uk has helpful tips on how to approach a risk 
assessment along with other information on keeping your event safe.  

 

 Check if you need a qualified first aider in attendance? If so, contact St John’s 
Ambulance for help with first aid.  

 

 Make sure your event is properly and adequately supervised particularly where 
children are present. 

 

 We would strongly urge that you check that you have adequate insurance (e.g. 
public liability insurance) and that you take all reasonable steps to ensure the safety 
of all concerned. 

 

 Venue and Equipment 
 

Check the venue is suitable for your event, has good access (and disabled access), good 
lighting and toilet facilities. Ensure there is adequate car parking; do not exceed the 
maximum safety capacity of the venue and adhere to the venues own health and safety 
guidelines. 
 
If using electrical equipment make sure it is safe to use and operated by people trained to 
use it; avoid trailling cables; check the stability of folding tables, chairs, platforms, use 
trolleys to move heavy loads. 

 
 
 

http://www.prsformusic.com/
http://www.hse.gov.uk/
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 Food and Refreshments  
 

It is the legal responsibility of anyone selling or processing food to do so safely and 
hygienically, so ensure that at least one helper has a Foundation Food Level Hygiene 
Certificate. Food hygiene regulations can be found at www.food.gov.uk . Think too about 
different dietary requirements, and make sure food is clearly labelled with information 
about contents. 

 

 Waste 
 

Recycle wherever possible and dispose of any rubbish or waste responsibly. 
 

 Logo 

Please contact us first if you are planning or want to use our logo.  
 

 Registration form 
 
Please complete the registration form at the end of this pack and send it to us with the 
details of your fundraising event or activity. Don’t forget to tell us if you are raising funds for 
a specific L’Arche community so we can make sure the money you raise gets to the right 
place. 

 

 Fundraising materials 

L’Arche sponsorship forms and Gift Aid forms can be downloaded as part of this pack but we 
can send you these forms in hardcopy if you would prefer. We can also provide; Regular 
Giving forms, Reply envelopes, T-shirts, carrier bags, collection boxes and other items. Ask us 
about selling L’Arche handmade candles and cards and other merchandise at your event.  
 
Please contact our Silsden Office on 01535 656186 or email at info@larche.org.uk  and 
simply place your order! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.food.gov.uk/
mailto:info@larche.org.uk
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Raising the Money - Who will sponsor me? 

For most people undertaking fundraising events, the bulk of sponsorship will come from individual 
sponsors like friends and family members, so make a list of everyone that you know who might want 
to support you. This could include: 
 

 Family members 

 Close friends 

 People you know from church 

 People you know in a social capacity e.g. sports club, choir 

 Parent Teacher Association 

 Rotary Club 

 Mothers and Toddlers Groups 

 Youth club 

 Neighbours 

 Work colleagues 

 Suppliers or customers that you deal with at work (make sure you have your employer’s 
approval to do this first)  

 Companies whose services you use frequently in a personal capacity 

 People on your Christmas card list 

 People on your email address book 

 Companies in your area 

 People you have met walking the dog 

 Staff at the local stores you shop at 

 Folks in the local pub 

 Anyone else you can think of! 
 
You could ask your spouse, partner, parents, children, siblings, other close relatives and friends if 
they could think of everyone they know as well and get them to sponsor you.  
 

Sponsorship forms 

Please use the L’Arche sponsorship forms to record your sponsor’s pledges and circulate them as far 
and wide as you can. You can give the forms to friends and family and ask them to pass it amongst 
their friends on your behalf, but remember they will be responsible for collecting in that money. 
 
Take your sponsorship forms and some information about L’Arche and the fundraising appeal with 
you everywhere you go, you never know when you might meet someone who can help you. Always 
try to get the sponsorship money there and then as it is much easier to do this than chasing people 
after the event. 
 
Ideally ask you sponsor to give you a cheque for their donation and make sure that it has been made 
payable to L’Arche. If you are given cash, you will need to keep the cash yourself and write a 
personal cheque out for the same amount. You can write one cheque to cover several people’s 
sponsorship money BUT ensure you write the names of each of the people who the money is from 
on the back of the cheque as this will help us recover Gift Aid where applicable and increase the 
amount you raise. 
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Holding Events 

As well as using the sponsorship forms to get donations, you can also hold small or large events to 
help generate interest and, most importantly, the money. 
 
Choose a date, time and venue for your event carefully.  Make sure that the date and time will be 
convenient for the type of people who will be attending – will it clash with a major sporting event?  
Will it coincide with school holidays?  Will it be too late for people to get home using public 
transport? If you are thinking of holding an outdoor event, make sure you have alternative plans if 
the weather threatens to spoil the day. 
 
If you are planning a big event like a dinner dance or charity football tournament, make a plan 
including a list of the help and resources you will need and details of the income you expect to get 
from the event.  It would also help you to make a time plan for the run up to the event to ensure 
everything is covered in plenty of time to save you rushing around at the last minute. 
 
Make a list of the possible sources of income e.g. tickets, donations and collections on the day, 
raffles or auctions, stall hire or advertising in programmes, proceeds from refreshments.  You then 
need to allow for your costs e.g. printing of invites, tickets, posters, programmes; refreshments; 
music; decorations; prizes; photocopying and postage.  Try and get as many things as possible 
provided for free. 
 
You should inform your local police and local authority of the date, time, route and purpose of any 
event that will be held in a public place and don’t forget to check out what licences for fundraising 
collections and raffles you may need. 
 
There are other things you may need to take into account for your event:- 

 Directions, route markers, stewards 

 A safe place to keep any money received during the event 

 Parking and access (including disabled access) 

 Toilets , catering facilities and cloakrooms 

 Shelter and wet weather plans 

 First Aid (contact your local St John’s Ambulance or British Red Cross, they can usually help) 

 Publicity – posters and press releases to local papers or radio  

 Public Liability Insurance – is your event covered? 
 

The Institute of Fundraising’s website www.institute-of-fundraising.org.uk has further guidance on 
organising an event. Check out the Events Code, and a useful leaflet called ‘How to Sleep at Night: A 
Checklist for Organising Events’. 
 
 
 
 
 
 
 
 
 

http://www.institute-of-fundraising.org.uk/
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Event expenses and payments  

Please bear in mind the following points if organising your event will mean incurring costs: 
 

 Minimise costs by checking to see if you are able to obtain the venue, equipment, 
entertainment or supplies free or at a reduced rate by letting vendors know what the event 
is for and where the money is going. 
 

 If entering into commitments for expenses, check what your cancellation rights will be if you 
do not sell enough tickets or cannot get the entertainment you were planning.  

 

 Where expenses are being deducted from the money you raise, ideally you should make 
sure that the money is paid into a bank account first (rather than being paid from cash 
collected from donors), and then expenses are paid by cheque or card from that account. 
Try to keep cash payments to an absolute minimum.  

 

 If the expenses are to be paid from the money you raise, you must state this clearly to 
potential donors – and say, for example that the profits from the event will go to L’Arche. If 
you say “All money raised will go to L’Arche”, you need to make sure you can cover costs 
without using the money that people donate. 

 

 Ensure that the cash is kept securely between being collected and being paid into the bank. 
Always try to pay cash into the bank as soon as possible, preferably within 48 hours after 
being collected. 

 

 If you need to operate a petty cash float, ensure you can reconcile the amount with the total 
drawn from the bank, and that receipts are provided. 

 
Keep a clear written record of all the money you receive, all the expenses you pay, and the money 
that you send to L’Arche. Please keep all expenses receipts for at least two years, so that you have a 
record of the money raised as compared with the cost of the activity/event. 
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Fundraising ideas 

 

 Hold a skills auction - get people to donate a promise of their time, or use of their 
belongings, or donate a gift.  You can even ask people to donate themselves and auction 
them as ‘slaves for the day’ to do your housework, cook dinner etc. 

 

 Games Evening – Have an evening of games, wine and food. This could be card games, board 
games, tiddlywinks, dominoes. Charge an entry fee or pay per play. 

 

 Why not collect from friends, family and neighbours, any unwanted goods to sell on EBay 
www.ebay.co.uk in order to raise funds for L’Arche? You could even hold a “Donation Party” 

where all your guests bring along something to donate, which you then auction online.  
 

 Cinema Screening – find a cinema that will allow you to sell tickets (on a sale or return basis) 
for a specific showing of a film. 

 

 Put on a fancy dress or themed party.  
 

 Hold a supper party with guests paying a fixed amount for their dinner. 
 

 Music or Drama Evening – do you have friends with music or drama talent that might put on 
a show? Charge entry for tickets, sell refreshments and perhaps hold a charity auction or 
raffle to increase fundraising. 

 

 Odd Jobs – can you or your friends help others out in return for a donation? Here are some 
ideas; car washing; window cleaning; gardening; painting; home deliveries; housework; 
ironing; IT skills; printing; designing a website; Bar work (holiday cover) dog walking, 
cooking, pet sitting. 

 

 Open Gardens – If you have friends with lovely gardens would they open them up to local 
people in return for a donation? Could you host a garden tea party or barbeque in your own 
garden or in a friend’s? 

 

 Workshop or Talk - Do you have friends with particular skills/knowledge who could run a 
workshop demonstration or give a talk with paid entry? For example: flower arranging, 
aromatherapy massage; car maintenance; make-up lesson/demonstration; life coaching; 
drama class; public speaking; furniture restoration; Christmas decoration making; jewellery 
making/card making; stenciling; choral singing; gardening tips, cookery demonstration; local 
history etc. 

 

 Loose change – many people have loose change hanging around at home – ask if you could 
have this towards your sponsorship target. 

 

 Most people have some left over foreign currency from recent holidays – perhaps they 
would give it to you? Foreign currency should be converted to sterling before sending to us. 

 

 Wine/cheese/food tasting - Offer to stage a wine/food tasting event. Get local companies to 
donate samples of wine/cheese and give you a commission on everything sold. 
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ABC of Fundraising ideas 

Afternoon Tea Stall/Party Expeditions (walks, climbs) Photo Competition 

Antique Fairs Fashion Show Plant Sale 

Art Fair Firework Display Pool/Snooker Competition 

Athletic Events Fishing Tournament Quiz Evening 

Auctions Flower Show Race Night 

Baby Sitting Food Demonstrations Raffle 

Ball or Dance  Football Match Rally 

Balloon Race Fun Run Record Exchange 

Band and Concerts Garden Party Rock ‘n Roll Night 

Barbeque Golf Day Safari Supper (each course served 

at a different house) 

Barn Dance Good-as-New Sale Sale of work 

Barrel Organ Collection Guess-the -Baby competition Scavenger Hunt 

Bed Pushing Race Guess-the-weight (anything/anybody) Second Hand Goods Sale 

Bingo Keep Fit Classes Skateboard Competition 

Bridge Tournament Halloween Party Spelling Contest 

Bring and Buy Home Decorating Sponsored Walk 

Burns Night Indoor Games Evening Sponsor Anything (cycle, sing, 

litter clean-up) 

Car Boot Sale  Jam Making Sports Day 

Car Washing Jobs about the House Spot the Mistake 

Carnival Jumble Sales Story Telling 

Carol Singing Judo Demonstration Street Collection 

Ceilidh Karaoke Evening Sweepstakes  

Celebrity Auction Language Classes(fee to charity) Swimming Gala 

Champagne Lunch Lawn Mowing/Gardening Swop Shop 

Charity Cricket Match Lottery Talent Contest/Show 

Cheese and Wine Party Marathon Ten Pin Bowling 

Coffee Morning Market Stall Tombola 

Coins in a Fountain Mediaeval Banquet/Joust Town Trail or Tour 

Collecting Bottles Midsummer m asked Ball Toy Making 

Collecting Boxes Mile of Pennies Treasure Hunt 

Company Open days Morris Dancing Tug-of-War 

Concert Musical Evening Tupperware (and similar) parties 

Corny Joke Competition Mystery Tour Universal Ants (doing anything 

useful for a fee) 

Craft Day Name-a-Tree Vegetable Growing Contest 

Crèche/Nursery Newspaper Round Vegetarian/Vegan Evening 

Curry/Chinese Night One Price Stalls Welly Throwing Contest 

Darts Tournament Outgrown Exchange (e.g. kids clothes) Wheel Barrow Race 

Disco/Ballroom Night Pancake Race Whist Drive 

Disco Dancing Competition Painting Competition Window Cleaning 

Dog Show Pantomime Wine Tasting 

Exhibitions (Art, Crafts, ) Parachute Jump Word Search 
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Asking for Money 

By asking for a charitable gift you are giving someone an opportunity to invest, to give back and to 
make a difference. Research shows that among the people who never give to any particular charity, 
over 70% of them say it’s because they were never asked! Always remember the golden rule of 
fundraising - if you don’t ask you don’t get! 
 
Always be as professional and polite in all your fundraising requests and letters. Remember that 
when the asking is done and the donation made, do not forget the importance of thanking the 
donor’s generosity. 
 

Asking by letter 

If you are planning to approach local businesses or people you know well, you might prefer to ask 
them for sponsorship by letter. Start by listing all the organisations or people who you have had 
contact with over the last year or so such as; shops you have used, private specialists you have seen, 
local shops like travel agents, tanning shop, supermarkets that you use. 
 
Write to them sending them copies of the appeal leaflet so they know what their donation is going 
towards.  Remember to ask them to make cheques out to L’Arche and not to you personally. 
 
Consider writing to suppliers of the company you work for explaining what you are planning to do.  
It’s amazing what some letters sent ‘cold’ can deliver. Consider contacting other organisations that 
you may be involved with – banks, building societies, credit card companies etc.  If you don’t ask you 
don’t get! 
 

Asking face to face 
 
Always ask face to face where possible. It is much less easy for someone to refuse to sponsor you 
when you are standing in front of them. To build up your confidence, start by asking people you 
know well. For local shops, you may be able to visit them and speak to the Manager, as a more 
personal approach is likely to have a more positive outcome. 
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Gift Aid 
 

 
 
Gift Aid only applies to cash donations and not to the donation of goods. How it works is really 
simple - for every £1 donated to us by a donor who is a UK tax payer, we can claim an extra 28p from 
the Government. There is absolutely no cost involved to the donor.  
 
However, we do need proof that a donor is a UK tax payer before we can claim this extra money and 
so the person making the donation has to sign a Gift Aid declaration to this effect. Please ask 
everyone who gives you a cash donation to sign a Gift Aid declaration as the amount of money that 
the Charity can raise from Gift Aid can make a big impact on our fundraising appeals and help us 
reach our targets more quickly.  
 
If you are using the L’Arche sponsorship form, please note that this has a built in gift aid form so you 
won’t need to ask you sponsors to complete a separate form. However, a L’Arche gift aid form is 
downloadable as part of this pack but let us know if you would prefer us to send you hardcopies of 
this form.  Just contact our Silsden Office on 01535 656186 or email them at info@larche.org.uk and 
we will send you as many as you need.  
 
Higher rate taxpayers 
 
If any of your sponsors is a higher rate taxpayer and declare their charitable donations on their tax 
returns, they can also claim a rebate based on the difference between the higher tax rate and the 
basic tax rate when they fill in their own self assessment tax form. The self-assessment form allows 
higher rate taxpayers to nominate a charity to receive any rebate that is due. The Inland Revenue 
will pass the repayment directly to the charity. So please mention this as it is a simple way for 
sponsors to add even more to their gift to L’Arche.  

There are complex rules about recovering gift aid where someone has received a benefit (e.g. entry 
to an event) in exchange for their donation. If you are in any doubt about gift aid, please contact us. 

 
 
 
 
 
 

 

 

 

 

 

mailto:info@larche.org.uk
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Approaching Companies 

Local companies (small and large) are often willing to give support.  This might be as gifts in kind, 
which you can use for fundraising, or a donation of money. If you are going to approach local 
businesses for sponsorship for some or all of your event, or you are asking them for donated 
raffle/auction prizes remember to cover the following points when you are writing your letter: 

1. Find out the name and job title of the person you are writing to as a ‘Dear Sir/Madam’ letter 
rarely sees a result; 

2. Include your name, and where you are from; 
3. State clearly your fundraising activity and your aim; 
4. Explain the cause you are supporting (we can offer you a suitable paragraph on this if 

needed); 
5. State clearly what you are asking from them (e.g. a prize to raffle or cash donation); 
6. Remember to include all your contact details; 
7. Keep the letter short and simple;  
8. Make a follow up phone call a few days later to see if they have had a chance to read it. 

Not every ‘ask’ will have a positive result but try not to be discouraged when it happens and above 
all, keep persevering! 
 
Companies may be able to match whatever an employee manages to raise so don’t forget to ask 
your own company to see if they have a ‘matched giving’ scheme.  
 
At the end of this pack there are some sample letters that you may use for approaching companies. 
If you would like these emailed to you separately so you can insert your own details, please email 
our Fundraising Officer at karen.mcardle@larche.org.uk 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:karen.mcardle@larche.org.uk
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Publicity ideas 

 
The key to maximising your sponsorship is to tell as many people as you can about your fundraising 
activity, so be confident in your approaches!   
 
If your workplace, sports or social club, school, college, university, church has a staff magazine, 
newsletter or intranet, then why not write an article about your event to drum up some support. If 
you are part of a national organisation, spread the word and see what your colleagues across the 
country can do.  Write to the Chairman/General Manager and ask for their support.  If you work for a 
large organization contact different departments - send an email to those people who you think may 
be willing to help you.  Give the link to our website at www.larche.org.uk  so they can see who they 
will be supporting.  Use the sponsorship forms to collect donations. 
 

Set up your own online fundraising page 
 
You can use Justgiving to set up your own online fundraising page. Just go to their website 
www.justgiving.com and enter your details. You can even add photos or a short video clip to your 
page to make it more exciting and interesting for people to view. Then you can email the link to your 
page to everyone you know. If you need any help with this, our team at Silsden can help you, just 
give them a call on 01535 656186. 

Local papers 

 
Contact your local paper to see if they would be interested in running an article on your fundraising 
event.  Call the editorial section of the paper and ask if you can send them a press release.  Then 
follow it up with a call to check they have received it and to ask if they will use it.  It could be worth 
asking the paper to send a photographer if you’re planning a particular fundraising event. If they 
can’t do this then make sure there is someone available with a camera to capture the moment. 
 

Local radio 
 
Contact your local radio in the same way, with a telephone call and a press release.  They may only 
mention your plans or they may be interested in interviewing you.  If this is the case it’s probably 
worth finding out what sort of questions they’re planning to ask you in advance, so you can prepare 
your answers. 
 

Local websites 

 
Again, contact your local websites to see if they’d be interested in featuring your fundraising efforts 
on their pages – you can give them a link to our website www.larche.org.uk to show them who you 
are supporting. Don’t forget to list your event with the local ‘What’s On’ websites too. 
 

Posters 
 
Can you make your own posters to advertise the event? You can make some professional looking 
ones on a home PC, or ask a local printer to do them for free in return for acknowledging them on 
the poster. If you need to use our logo for publicity material then we can supply that too but please 
contact us first.  You will appreciate that L’Arche’s name and logo are valuable to us and we 
therefore need to protect how they are used. Don’t forget to quote the charity numbers on all 
posters. If you get any press coverage we’d love to see it so please send us copies. 

http://www.larche.org.uk/
http://www.justgiving.com/
http://www.larche.org.uk/
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Other important matters 

Fund Restrictions 
 
We understand that you may want to raise funds for a particular L’Arche community or project. 
However, Charity law requirements mean that you need to be clear about what will happen to the 
money you raise if for some reason it cannot be used for that particular appeal. 
 
You need to state clearly in your marketing activities that, although you are fundraising for a 
particular project, appeal or specific L’Arche community, any part of the money raised may be used 
for the general work of L’Arche in UK. The Charity Commission recommends that the following 
wording can be used: 
 

“I/We, am/are raising funds for *describe the L’Arche project+. If for any reason that project 
does not go ahead, or there are surplus funds left over after it has been completed, the 
money will be used for similar L’Arche projects elsewhere in the UK.” 
 

Doing this will help us in cases where we receive more donations than are needed for a particular 
project or, if for some reason that project does not go ahead, will enable us to use the money 
elsewhere – otherwise there is a risk that we would need to give it back to the donors. 
 

Data Protection 
 
It is always good to hear that people want to spread the word about L’Arche and get their family, 
friends and colleagues involved in fundraising for us. There are just some things to bear in mind 
about how you manage the information they give you about themselves. 

The Data Protection Act 1998 introduced specific legal obligations on how you collect, store and use 
information that belongs to or identifies individuals. It is important that you think about these 
obligations before asking potential donors or members of the public to give you information about 
themselves. You can get more information about this from the Information Commissioner’s Office 
website: www.ico.gov.uk 

If you intend to pass the information on to anyone including L’Arche, you must make sure that the 
person has expressly consented in writing that they are happy for you to do so. If you need some 
advice on data protection, please contact our Silsden Office on 01535 656186. 
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Sending the money 
 
Wherever possible, please try and get the money raised from your event collected as quickly as 
possible. Please do not send cash through the post.  If you do receive cash or cheques payable to 
yourself, please bank them in your own account and write a cheque made payable to L’Arche for the 
total amount you have collected.  
 
Unless we have agreed with you to send your cheques direct to the L’Arche community who you 
may be fundraising for, please send cheques, including any Charities Aid Foundation (CAF) vouchers, 
with this reply slip and all your sponsorship forms to: 
 

L’Arche, 10 Briggate, Silsden, Keighley, West Yorkshire, BD20 9JT 
"……………………………………………………………………………………………………………………………………………………….. 
  

 
 

Reply Slip 

Complete and include this reply slip when you send in any money you have raised. 

Name  

Address  

Postcode  

Email  

Event  

Total Collected  

 
Please tell us what went well with your event? 
 
 
 
Please tell us what information you found useful in this pack? 
 
 
............................................................................................................................. .................. 
We would like to keep you informed about our work. If you do not want this information please tick 
this box.Ä 
 
If you are under 16 we need your parent/carer’s permission to hold your information. Please ask 
them if it’s OK and get them to sign this form so that we can let you know about what’s happening 
and the various appeals we do. 
 
Parent/Carer’s signature ……………………………………………………………………… 
 
Print name (Block capitals)…………………………………………………………………… 
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My Event – Registration Form 
 
Please let us know what you are doing to raise money for L’Arche by completing this form and 
returning it to L’Arche, 10 Briggate, Silsden, Keighley, West Yorkshire, BD20 9JT 
 
"……………………………………………………………………………………………………………………………………………………….. 
 

      
 

Registration Form 
 

About your event 
 

What event are you doing? 
 

 

When is it taking place? 
 

 

Where will it happen? 
 

 

Who can we contact? 
(Please provide name and daytime 
telephone number) 

 

How much do you hope to raise 
for L’Arche? 

 

 
All money raised goes to the continuing work of L’Arche in the UK. If you are fundraising for a 
specific L’Arche community in the UK or for L’Arche communities overseas, please let us know by 
circling the appropriate community of where you want the money to go to. 
 

 
I would like the proceeds from my fundraising 
event to support the following L’Arche 
communityΧόǇƭŜŀǎŜ ŎƛǊŎƭŜ ǘƘŜ ǊŜƭŜǾŀƴǘ ŎƻƳƳǳƴƛǘȅύ 

 
Brecon/Bognor Regis/Edinburgh/ 
Inverness/Ipswich/Kent/Lambeth/ 
Liverpool/Manchester/Preston 
L’Arche Overseas (Zimbabwe & Uganda) 
 

 

About You 
 

Name  

Address  

Postcode  

Telephone number  

Email  

Are you under 18? Yes  Ä No Ä (please tick appropriate box) 
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Sample letter asking for a donation 
 

John Dough 
63 The Street 

Canterbury 
Kent 

CT9 5HX 
 
 
Mrs J Saunders 
Proprietor 
Jeanette’s Florist 
59 High Road 
Canterbury 
CT1 1XX 
 
Date 
 
Dear Mrs Saunders 
 
I am writing to ask for the support of Jeanette’s Florist in helping me raise funds for L’Arche which is 
a charity that supports adults with learning disabilities to live independent lives.  It is a registered 
charity, number 264166 and they have a local L’Arche community here in [Kent]. 
 
On [date of event], I am taking part in a sponsored [Bike ride] to help raise funds for a building 
project at one of their houses, please see the enclosed leaflet. 
 
My goal is to raise [£ amount] in sponsorship. I am taking part in this event because [give your 
reasons for taking part]. 
 
If you have any questions please do not hesitate to contact me on [enter your contact number] or by 
email [enter your email address]. If you need to know more about the Charity and this project you 
can contact [enter name], L’Arche [Kent] Community Leader on [enter telephone number]. 
 
Please make your cheque payable to L’Arche and forward it, mentioning my name to: L’Arche, [enter 
ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ ǎǇŜŎƛŦƛŎ [Ω!ǊŎƘŜ /ƻƳƳǳƴƛǘȅ ȅƻǳ ŀǊŜ ǊŀƛǎƛƴƎ ƳƻƴŜȅ ŦƻǊ, ƻǘƘŜǊǿƛǎŜ ǳǎŜ Ƴŀƛƴ [Ω!ǊŎƘŜ 
address 10 Briggate, Silsden, Keighley, W. Yorks BD20 9JT] 
  
I do hope you will be able to support this very worthy cause. 
 
Yours sincerely 
 
John Dough 
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Sample letter asking for donated goods 

John Dough 
63 The Street 

Canterbury 
Kent 

CT9 5HX 
 
 
Mrs J Saunders 
Proprietor 
Jeanette’s Florist 
59 High Road 
Canterbury 
CT1 1XX 
 
Date 
 
Dear Mrs Saunders 
 
I am writing to ask for the support of Jeanette’s Florist in helping me raise funds for L’Arche which is 
a charity that supports adults with learning disabilities to live independent lives.  It is a registered 
charity, number 264166 and they have a local L’Arche community here in *Kent].  
 
On [date of event], I am taking part in a sponsored [Bike ride] to help raise funds for a building 
project at one of their houses, please see the enclosed leaflet. My goal is to raise [£ amount] in 
sponsorship. I am taking part in this event because [give your reasons for taking part]. 
 
My local pub, The Castle Inn in the High Road, is organising a raffle on my behalf and I would be 
grateful if you, as another local business, could provide a raffle prize. The names of all donors of 
prizes will be displayed on posters in the pub and on the raffle tickets. If you are able to donate a 
prize, I would be happy to collect it in person from you. 
 
If you have any questions please do not hesitate to contact me on [enter your contact number] or by 
email [enter your email address]. If you need to know more about the Charity and this project, you 
can contact [enter L’Arche contact name+, L’Arche [Kent] Community Leader on [enter telephone 
number]. 
 
I do hope you will be able to support this very worthy cause. 
 
Yours sincerely 
 
John Dough 
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Sample Press Release 

 

 

[enter date] 

Press Release 

L’Arche  

[Name and date of sponsored event] 

[your name] will be taking up the challenge to raise [enter your sponsorship target £] by taking part 

in a [enter name of event] in order to raise money for L’Arche - a charity dedicated to adults with 

learning disabilities wanting to live an independent life. 

[your name+’s fundraising will go towards projects at a local L’Arche Community here in *enter place 

name e.g. Kent, Lambeth, Ipswich etc]. 

[your name] is taking part in the event because [enter your reasons for taking part]. 

In support of this, [your name] will be holding [your own event, date, time] to help raise the money 

for this cause. For further details please contact [ŎƻƴǘŀŎǘΩǎ ƴŀƳŜ] on [ŎƻƴǘŀŎǘΩǎ ƴǳƳōŜǊ]. 

L’Arche is an international organisation supporting over 5,000 people with learning disabilities 

worldwide. In the UK, L’Arche is a registered charity (England and Wales) No. 264166 and (Scotland) 

No. SC038493. There are nine UK L’Arche communities located in Bognor Regis, Brecon, Edinburgy, 

Ipswich, Inverness, Lambeth (London) Liverpool, Preston providing support to 178 adults with 

learning disabilities. 

ENDS 

Notes 

1. For editorial queries please contact [your name] on [your phone number] [your mobile 

number] [your email address] 

2. For queries about the Charity please contact Heather Coogan on 0161 4382832 or email 

heather.coogan@larcheuk.net 

3. Photos are available upon request from the Charity. Please contact Heather Coogan. 

 

mailto:heather.coogan@larcheuk.net

