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How should you use these resources? 
Use this area if you are a member of a student group, an individual, an expedition 
participant (putting on a large-scale event) or part of College DUCK wishing to run a 
fundraising event. Please read the “What do you need to do?” section and follow the links 
for extra help in each area. 

Why do you need to read these resources? – IMPORTANT LEGAL INFORMATION 
The Students’ Union must be made aware of all fundraising activity (when fundraising for 
charities) and the processes in the resources followed.  

At Durham Students’ Union, we actively encourage you to fundraise for charities. This may 
be through participating in DUCK events or running your own fundraising event. All 
fundraising for charities must be carried out through Durham University Charities 
Kommittee (DUCK).  

Changes to the Students’ Union’s charitable status mean that by law, student groups 
(which are part of the Students’ Union) cannot fundraise for anyone other than themselves 
or the Students’ Union. This is called Ultra vires (beyond power). Therefore, you cannot 
fundraise or aim to fundraise directly for charities, because the Students’ Union is itself a 
charity.  

However, we have DUCK, the fundraising arm of the Students’ Union. DUCK is the 
exception to this rule. 

What is DUCK? 
DUCK is not a society, but a “core activity” of the Students’ Union; fulfilling some of the 
Charitable Objectives of the Union’s Articles of Association. You may have heard of “RAG”, 
which stands for Raising and Giving, which is the equivalent of DUCK at other Higher 
Education establishments.  

If you wish to fundraise for charities as a; student group, individual or as part of college 
DUCK, you must follow the processes in these resources. These allow the Students’ Union 
and therefore DUCK to be made aware and consider your fundraising event. This does not 
mean that the DUCK committee have to play an active role in your event, it just means 
that your money can come into the Students’ Union and be processed as a DUCK 
fundraising event and so your finances can be dealt with in the correct manner (e.g. VAT 
does not have to be charged on fundraised income, so more money can go to your 
charity). It also means that the Union can ensure that you are insured and are carrying 
your fundraising out in line with charity law and the Institute of Fundraising Best Practice 
Guidelines, which the Students’ Union follows.  

You cannot fundraise for your student group without following the financial procedures 
outlined in these resources. If you would like any clarification on whether you are 
fundraising for charity or your student group, please contact the Student Fundraising 
Coordinator (dsu.fundraise@durham.ac.uk). Feel free to use these resources to help you to 
plan, carry out and evaluate your event.   

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/about-us/legal-financial
mailto:dsu.fundraise@durham.ac.uk
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Please read the following and/or refer to the specific details for RagRaiding (Street 
Collection) events and/or Raffles/Lotteries.  

Please note 
Putting on your own fundraising event is very different from participating/volunteering at 
a Central DUCK event and you can gain skills from it including: leadership, communication, 
budgeting, creativity, problem solving and gain event management experience and 
knowledge of charity law. You can engage with friends and great causes. These 
fundraising resources have been designed to will offer best practice, advice and guidance 
on risk assessments, health and safety, planning and managing activities and fundraising.   

http://www.durhamsu.com/
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What do you need to do?   
In short, please follow this checklist and ensure that you have read the appropriate 
sections of the resources and have followed this process: 

□ Think about the basic ideas of the event and the charity you wish to fundraise for 
(section 1). 

□ Seek any advice about your event from the Student Fundraising Coordinator.  

□ Create a budget (section 2, Budgeting). 

□ Create a risk assessment (section 3). 

□ Combine the basic details, risk assessment and budget onto a fundraising event 
planning form and submit it to the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk) at least 2 weeks before the event and before 09:00 
on a Thursday for the DUCK Exec to approve your event on the following Monday 
(section 3). The event will then be submitted to DUCK for approval or rejection 

□ If approved, you will receive confirmation and details of a DUCK Project Code (to 
use for payments) this is a 3 letter code (College events receive a 4 letter code). If 
rejected, you will be given reasons and suggestions.  

□ If fundraising for a charity other than DUCK Allocations, contact the charity of 
choice to inform them of the fundraising event details (CC’ing the Student 
Fundraising Coordinator (dsu.fundraise@durham.ac.uk) into this message). (section 
2, Payments). 

□ Create tickets on the Students’ Union website (if applicable) (section 4). 

□ Start promotion of the event (section 5). 

□ Ensure that the relevant people know what is involved in the running of the event, 
what is expected of them and support them with this (section 6). 

□ Inform participants of anything that they are required to do before the event (direct 
them to the fundraising resources for participants). 

□ Collect an incident report form from the Students’ Union reception, to complete in 
the case of an incident/accident and understand the Emergency Procedure. 

□ Check that your event is set up and carried out as per the risk assessment and 
ensured the presence of at least one DUCK Exec member at the event. 

□ Hold the event. 

□ Return all money to the Students’ Union (section 2, Payments). 

□ Tell the Students’ Union about any information e.g. charity details, 
incidents/accidents.  

□ You should receive information about the money raised (this happens monthly).  

□ Contact the charity about the donation (cc’ing the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk) into this message) (section 6).  

□ Evaluate the event (section 7). 
  

http://www.durhamsu.com/
http://s3-eu-west-1.amazonaws.com/nusdigital/document/documents/10686/Fundraising%20Event%20Planning%20Form.xlsx
http://s3-eu-west-1.amazonaws.com/nusdigital/document/documents/10686/Fundraising%20Event%20Planning%20Form.xlsx
mailto:dsu.fundraise@durham.ac.uk
mailto:dsu.fundraise@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/main-menu/activities/resources/fundraising
mailto:dsu.fundraise@durham.ac.uk
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Section 1: Outline Planning (minimum 4 weeks before event) 
 
What should you do first? Think about the following: 

 Why? What are your aims and objectives? As well as focusing your effort these will 
help you evaluate your event later. Consider why you are organising the event; 
fundraising, publicity and communications, development, fun and social, to increase 
participation or a combination of these. Write these down.  

 
 What? Look at past events, reviews and evaluations of similar events. 
 
 When? Fix a date after researching clashes (similar events, deadlines, loans). Fix a 

time – think about the set up time, when people are likely to arrive, what time you 
have a license/transport available until. 

 
 Who? Who can help you from within your student group, charities or other external 

parties? There should be someone with overall responsibility, but you should 
delegate clear roles to people, e.g. publicity, decorations, and ticket sales. Who is 
available on the day and what can they do –assign roles. Who is your target 
audience? How many people are you expecting? Do they have any particular 
requirements e.g. access? Be realistic and look at other years’ turnouts. Think about 
how many people you will need to break-even (look at again when budgeting). 

 
 Where? Remember the Students’ Union have spaces available to hire for free. 

Consider access, parking, if is it well known, security, size, electrical points, hire 
costs, staffing costs. Will it attract your audience? Is the venue available? If you wish 
to book a centrally bookable room (i.e. a University teaching room), you must have 
received training by the Student Registry first, see here for details. 

 
 How? Do you need a license/permission? This may be for street collections, alcohol, 

live/recorded music, serving food, gambling (including lotteries e.g. a duck race), a 
particular location e.g. the Sands. What other resources will you need? Does 
someone already have these to lend you? 

 
 By now, you and your team should know what the event is, how you will judge its 

success and what your team’s values, visions and goals are – set out specific 
achievements e.g. attendance, money raising or awareness raising and how you will 
get there whilst maintaining DUCK’s values.  

 
 If you wish for any help with your ideas, please contact the Student Fundraising 

Coordinator (dsu.fundraise@durham.ac.uk). Fundraising event advice can be found 
on ‘Organising a voluntary event: a 'can do' guide.’   

 
 

For quick and critical decision-making, think about BRAN: 

Benefits – what are the benefits to hosting and putting on this event? 
Risks – what are the risks of hosting and putting on this event? 

Alternatives – Are there any alternatives (e.g. date, venue, event type)? 
Nothing – What if we just do nothing? 

  

http://www.durhamsu.com/
https://www.dur.ac.uk/student.registry/student/timetables/roombook/?edit=true
mailto:dsu.fundraise@durham.ac.uk
https://www.gov.uk/government/publications/can-do-guide-for-organisers-of-voluntary-events/the-can-do-guide-to-organising-and-running-voluntary-and-community-events
https://www.gov.uk/government/publications/can-do-guide-for-organisers-of-voluntary-events/the-can-do-guide-to-organising-and-running-voluntary-and-community-events
https://www.gov.uk/government/publications/can-do-guide-for-organisers-of-voluntary-events/the-can-do-guide-to-organising-and-running-voluntary-and-community-events
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Section 2: Budgeting and payments (minimum 4 weeks before event) 

Budgeting 

Money to Charity 
 Think about how much you want to raise for charity and work backwards from that. 
 How will you pay for the event? Ticket sales? Sponsorship? Read information on 

sponsorship here.  

Expenditure and VAT 
 Most goods and services are subject to Value Added Tax (VAT), so check if this is 

included in your quote. VAT is charged on all UK goods and services at 20% (which can 
make a big difference to price).  

 When running a fundraising event, if you have paid VAT purchasing your goods and 
services for the event, and your event makes a profit, VAT can usually be claimed back 
by the Union on your income e.g. ticket sales. Therefore your charity can receive the 
full amount of money that you have raised as income. For example, if you raise £1000 
in ticket sales and your expenses come to £300 (including VAT), you can give the full 
remaining £700 profit to charity; rather than 20% of £1,000 (£200) being charged as 
VAT and hence the charity only getting £500. However, to do this you must ensure that 
all publicity materials (including Facebook event pages etc.)  and tickets clearly state 
that “this is a fundraising event for <charity name>”.  

 Remember that some items can be borrowed from the Students’ Union e.g. 
fundraising buckets. 

Budget 
 Create a budget spreadsheet (use the one linked here if you find it useful, but it is not 

compulsory to fill this out).  
 Calculate and plan for the worst case scenario (low ticket sales, high costs). 
 Ensure that the minimum number of ticket sales required to break-even is a realistic 

figure.  
 If you intend on covering all of your expenses, ensure your predicted ticket sales will 

bring in more money that your highest cost estimate.  

Letting us know about the charities and charity law 
 If people have given money on the understanding that it is going to a specific charity, 

then that money must be donated to that charity by law. 
 You must tell the Students’ Union the charity details of charities that you choose or 

recommend. There is space on the fundraising event planning form (section 3) for this, 
or you can fill out the DUCK Charity Selection to tell us about the charities if you do not 
know the details until later.   

 It is your responsibility as an event organiser to ensure that you (and your participants, 
if applicable) let us know what charities they have chosen and the charity details for 
these, or else we may not be able to pay the charities.  

 Speak to the Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk) if you are 
struggling to choose a charity.  

 You should contact the charity to inform them that you are fundraising for them and of 
the event details. Ensure you CC the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk) into this email.  

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/sponsorship
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
mailto:dsu.fundraise@durham.ac.uk
mailto:dsu.fundraise@durham.ac.uk
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 If you would like your participants to fundraising using BT My Donate, you must tell the 
Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk) so that an event can 
be created.  

 All BT My Donate pages that participants create must be set up using the instructions. 
When it comes to the Gift Aid question (12b on the instructions), you will find the 
information on your event page on the DUCK website and/or on the event description 
on the Students’ Union website. If it is not there, DO NOT GUESS, ask the Student 
Fundraising Coordinator (dsu.fundraise@durham.ac.uk).  Please then ensure that all 
participants have filled out the DUCK Charity Selection to tell us about their pages. All 
pages must be set up to fundraise for DUCK (NOT their charity of choice) and should 
be linked to an event where applicable. DUCK will then distribute the money according 
to their answers from the DUCK Charity Selection. If they do not set this up to 
fundraise for DUCK, DUCK may not count this towards your minimum fundraising 
amount.  

 

Payments 
Once the opportunity is approved by the Students’ Union and you have decided on your 
suppliers, relook at this stage. 
 

Suppliers: 
 Find out when and how suppliers want paying, whether they want a deposit first and a 

balance later. 
 The Students’ Union makes weekly payments which will reach the suppliers’ bank 

accounts on a Friday. To make a payment on a Friday, you must get finance forms to 
the Student Fundraising Coordinator/finance department/Reception by 10:00 on the 
Tuesday of the same week. N.B. If a payment must be there on, for example, Thursday 
11th, you must have handed in your form by Monday 1st in order for it to reach their 
account on time. If any part of this form is incomplete or inaccurately completed, this 
may lead to a delay in the process.  

 You can electronically submit finance form claims for less than £100, but must bring in 
physical copies and original receipts for payments for £100 or over.  

 Use the finance forms to: 
 Order something, 
 Pay for something, 
 Invoice someone, 
 Claim back expenses, 
 Pay in cash/cheques. 

 Societies and individuals must: 
 Have spoken to the Student Fundraising Coordinator (who will liaise with the DUCK 

committee) in order to get the event approved fully and to get a 3 letter DUCK 
Project Code for your fundraising event;  

 Fill the Department as “DUCK”;  
 Fill in the Department Name & Code as “227 Non-College Events”. 
 Write your student group/event name in the item description.  

 College DUCK must: 
 Have spoken to the Student Fundraising Coordinator (who will liaise with the DUCK 

committee in order to get the event approved fully and a 3 letter DUCK Project 
Code for your college fundraising event (each event should have a different DUCK 

http://www.durhamsu.com/
mailto:dsu.fundraise@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamduck.org.uk/
http://www.durhamsu.com/groups/duck/events
mailto:dsu.fundraise@durham.ac.uk
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
https://mydonate.bt.com/charities/durhamsuduck
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.durhamsu.com/main-menu/activities/resources/finance
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Project Code) Your DUCK Project Code is 4 letters long; the 4th letter being your 
College Code (see the table below);  

 Fill the Department Name as “DUCK”;  
 Fill in the Department Name & Code as “226 College Events”. 
 Write your college name/event name in the item description. Please use “226 

College Events” for Snow and Stephenson College events that have been organised 
by the college (not by the DUCK Queen’s Campus Officer).  

 If a supplier must give you an invoice, please ensure that these are for: DUCK, Durham 
Students’ Union, Dunelm House, New Elvet, Durham, DH1 3AN.  

 Please speak to the Student Fundraising Coordinator if you wish to use a credit card, 
do an online supermarket shop for delivery or use NUSSL.  

Paying in money: 
 N.B. for all payments, you must know your fundraising event DUCK Project Code (3 

letter code or 4 letters if College DUCK). Details of these will be sent to you by the 
Student Fundraising Coordinator.  

 You and your participants can pay money to the Union by: 
 Website ticket sales - (the basis of most events). N.B. up to a £1.50 booking fee will 

be added. 
 Cash - pay this in to the Students’ Union Reception. Get a receipt (Monday-Friday, 

09.00 – 19:00). Fill in a finance form. 
 Card – pay this in to the Students’ Union Reception. Get a receipt (Monday-Friday, 

09.00 – 19:00). Fill in a finance form. 
 Bucket – give this in to the Students’ Union Reception (Monday-Friday, 09.00 – 

19:00). A finance form must be put into the sealed bucket on its return. 

For the cash, card and buckets, you should fill out the finance form with:  
Date, Name, Email Address, College, Contact Number, Student ID number, 
Department as “DUCK”, Department Name & Code either:  

 “221 Rag Raids” for any RagRaid organised by the DUCK RagRaids Officer; 
 “222 Expeditions” for any DUCK Expedition RagRaids; 
 “223 Challenges” for Challenge Events; 
 “224 Endurance” for Endurance Events; 
 “225 Events” for DUCK Events; 
 “226 College Events” for DUCK College Events; 
 “227 Non-College Events” for Student Group Events; 
 “228 Queen’s Campus Events” for events run by the Queen’s Campus Officer.  

The 3 letter DUCK Project Code. If you are unsure of this code, please contact the 
Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk). Write the charity 
name in Supplier/Payee/Debtor Name.  
Please also write the details of the RagRaid/event date, location, charity you 
would like the money to go to and Student Group (if applicable i.e. you have 
selected 227) under Item Description. 
If you event allows team fundraising, ensure that all members of the team are 
listed on the finance form, else the money may only be given to the person 
named.  
 

At Queen’s Campus, cash and buckets can be deposited at Central Administration 
in the Holliday Building. You should fill out the finance form and the Queen’s 
Campus finance staff will accept the monies and the student must sign a register at 
the time of the deposit. A member of Union finance staff will visit Queen’s at 

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.durhamsu.com/main-menu/activities/resources/finance
mailto:dsu.fundraise@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/finance
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regular intervals to collect and prepare the cash for banking. If you have any queries 
about this please contact dsu.reception@durham.ac.uk.  

 
 Bank transfer - to the Union Main Account 

Sort code: 40-19-31 
Account number: 12147637 
Use a reference of: [DUCK Project Code (3 letters)] [College Code (1 letter)] 
[Last 6 digits of your Student ID number] e.g.  If I was doing the Romania 
Expedition, I was from Collingwood and I had an ID number 000123456, I would 
use: "FEGA123456". If you have any questions about this, please contact the 
Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk). 
Your 3 letter DUCK Project Code; 
Your College Code is: 
Collingwood College A 
Grey College B 
Hatfield College C 
John Snow College D 
Josephine Butler College E 
St Aidan's College F 
St Chad's College G 
St Cuthbert's Society H 
College of St Hild & St Bede J 
St John's College K 
St Mary's College L 
George Stephenson College M 
Trevelyan College N 
University College P 
Van Mildert College R 
Ustinov College S 

Your Student ID number is found on your campus card.  
E-mail the Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk) with 
all details of this bank transfer (date, reference and amount). 

 

Online giving donation (BT My Donate)  
If you wish to set up an online giving page, follow these instructions. When it comes to the 
Gift Aid question (12b on the instructions), you will find the information on your event 
page on the DUCK website and/or on the event description on the Students’ Union 
website. Please then ensure that you have filled out the DUCK Charity Selection to tell us 
about this page. All pages must be set up to fundraise for DUCK (NOT your charity of 
choice) and linked to an event where applicable. DUCK will then distribute the money 
according to your answers from the DUCK Charity Selection. If you do not set this up to 
fundraise for DUCK, DUCK may not count this towards your minimum fundraising amount.  

 
 
 
 
 
 
 

  

http://www.durhamsu.com/
mailto:dsu.reception@durham.ac.uk
mailto:dsu.fundraise@durham.ac.uk
mailto:dsu.fundraise@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamduck.org.uk/
http://www.durhamsu.com/groups/duck/events
http://www.durhamsu.com/groups/duck/events
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
https://mydonate.bt.com/charities/durhamsuduck
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
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Section 3: Health and safety and the Fundraising event planning form 
(minimum 2-4 weeks before event) 
As the organiser of the event, you have a duty of care in law; you are responsible for 
assessing the health and safety of everyone who attends. So if the event is run 
dangerously and someone gets injured, then you could be held responsible. It sounds 
scary, but you just need to think of ways that you can make the event as safe as 
reasonably possible. 

Your event must have a risk assessment and this must be signed off by the Student 
Fundraising Coordinator. Read the risk assessment procedure.  

Please ensure that your risk assessment allows for adherence with the emergency 
procedure.  

Fill out the risk assessment on the fundraising event planning form, and also fill out your 
event details and budget and submit it to the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk) at least two weeks before the event and before 09:00 on a 
Thursday morning if you wish the DUCK Committee to approve your event on the 
following Monday, highlighting any issues/questions.  

Once this is submitted and if all questions are answered and the risk assessment finalised, 
your opportunity will be approved by the Students’ Union and the DUCK committee and 
can progress to the next stages. These will involve setting deadlines for ticket sales and 
final fundraising deadlines. 

A new DUCK Project Code for your fundraising event will be created and you will be 
informed of this. 

Fill out a risk assessment.  
 Find the form here. 
 If you are using a location which already has a risk assessment, include a copy of this. 

You do not need to rewrite the existing location’s risk assessment, but include anything 
extra that you are bringing with you or changing that would not be on the existing 
location’s risk assessment.  

 Risk assessments provide the perfect opportunity to plan ahead. Have a to-do-list next 
to you while you write them.  

 Below is an example of how to fill out the Risk Assessment: Think through time (from 
travel to set up, set up, the event, dismantle and travel home) and around a location. 
Think about what you and your team will be doing on the night and who would do 
what and when in case this is breached. 

  

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/main-menu/activities/resources/fundraising
mailto:dsu.fundraise@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/fundraising
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Section 2: Details of hazards  and actions 
Hazards Who might 

be harmed 
and how? 

What are you 
doing 

already? 

What level of risk?  What further action is necessary?  

   Severity  
(S) 

Likelihood  
(L) 

Risk 
(SxL) 

Action to 
reduce risk? 

Who? When? Done? 

Slips, trips 
and falls. 

 

Performers 
and audience 
members by 
falling and 
sustaining 
injuries as a 
result of their 
fall. 

Ensure that all 
trailing wires 
are taped 
down, no 
liquids allowed 
in the 
performance 
area, the bar 
staff to be 
alerted to any 
liquid spills 
and these are 
to be cleared 
immediately. 

1-5 (5 being 
very 
severe). 

1-5 (5 being 
very likely). 

 Checking 
trailing wires, 
policing the 
liquid rule, 
alerting bar 
staff and 
ensuring that 
the bar staff 
know the 
location of 
mops/buckets 
before the 
event start. 

Give a name 
of a person 
e.g. Joe 
Bloggs – do 
divide up 
responsibility.  

During 
event set 
up, 
during 
and after 
the 
event – 
include 
all times 
this 
applies. 

Tick 
during 
event. 

 You should cover anything that could realistically be hazardous. Risks can be 
generalised in most circumstances e.g. “risk of tripping or restriction of movement” 
rather than “participants may trip over their shoe laces” could be controlled by 
participants being advised to wear loose clothing and sensible footwear, appropriate 
for wearing on slippery floors.  

 Further generic information is available from the Health and Safety Executive.  
 Changes to the risk assessment and event details can be made after this point. Before 

the event, please review the risk assessment and see if any changes to processes have 
been made.  

 

More fundraising-specific risks  

Money handing: 
A major part of fundraising is about handling money. Ensure that a plan is made and risk 
assessed about:  
 When money will be returned to the Students’ Union? 
 Where the money will be stored between the event and returning it to the Students’ 

Union (especially for evening events)? 
 Who will return the money and will accompany them? 
 How risks have been minimised e.g. taking the majority of money through the website 

and whether a threshold amount has been agreed before a tin is returned and replaced 
with a new tin? 

Money in buckets can be returned to the Students’ Union. During Reception working 
hours (09:00-19:00 Monday-Friday), return buckets to Reception, or the Porters (based in 
the Porters’ Office by the main entrance) or to the Bar and Entertainment Manger, (based 
in the Riverside Bar) outside of these hours.   

First Aid 
If your event requires First Aid cover, the St. John’s Ambulance Society (LINKS) may be 
able to help. 

Remember to comply with the First Aid section of the emergency procedure.   

http://www.durhamsu.com/
http://www.hse.gov.uk/event-safety/running.htm
http://community.dur.ac.uk/links.society/
http://www.durhamsu.com/main-menu/activities/resources/fundraising
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Food safety 
If your event involves food, ensure that preparation and distribution are risk assessed. A 
list of ingredients should be available next to each item. Read more information here.   

Other information 
Inviting a guest speaker or playing a video? Read the information here.  

Please note 
At least one of either the named event organiser  or seconder on the fundraising event 
planning form must be present at the event at all times and take responsibility for dealing 
with any issues which may arise. They are responsible for checking that the event adheres 
to risk assessments.   

In the case of an incident, refer to the emergency procedure.  Incident Report Forms 
(available from the Students’ Union reception) must be filled out and returned to the 
Students’ Union reception.  For help with this, contact the Student Fundraising 
Coordinator (dsu.fundraise@durham.ac.uk) or the University Health and Safety Service 
(health.safety@durham.ac.uk). 

  

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/health-and-safety
http://www.durhamsu.com/main-menu/activities/resources/health-and-safety
http://www.durhamsu.com/main-menu/activities/resources/fundraising
mailto:dsu.fundraise@durham.ac.uk
mailto:health.safety@durham.ac.uk
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Section 4: Ticketing using the Students’ Union Website (minimum 2-4 
weeks before event) 
 

Ticketing Web Events  
If you wish to use the Students’ Union website for tickets, you will need answers to the 
following, and discuss them at your meeting about your event:  

 Event name; 
 Start date/time; 
 End date/time; 
 Description of the event; 
 Logo (if you have one, preferably in a square); 
 Venue; 
 Contact details; 
 Website URL (if applicable); 
 Event capacity (overall); 
 Can under 18s attend?; 
 Do you want to show/hide how many tickets are left; 
 Ticket types - do you want any different ticket types e.g. tables or individual tickets? 

(N.B. it is much easier to sell individual tickets); 
 Price of each ticket; 
 What is the ticket capacity for each type?; 
 What is the maximum number of tickets someone can buy? (N.B. usually set at 1, 

unless specifically asked for more);  
 What do you get for your ticket price?; 
 Do you need to know any specific information from people e.g. dietary 

requirements, emergency contact details, information that you must tell any 
external insurers etc.?;  

 Do you wish for non-students to be able to purchase tickets?; 
 When do you want to open/close ticket sales? (N.B. must be within office hours if 

you wish the Union staff to do this). 
 

Instructions for using the Students’ Union website 
N.B. you must have joined the DUCK Group and have arranged to become an admin with 
the Student Fundraising Coordinator.  
 Go to the Students’ Union website homepage here.  
 In the top right hand side, click “Sign in”, Top right “Hello _____”, “Your Dashboard”, 

“Manage Events”, select your event “Show Event”. 
  “Summary” shows the event information. 
 “Event Ticket Types” shows ticket information. 
 “Event Questionnaire” is what participants are asked when buying a ticket. 
 “Booking Details” are all the people that have booked and you can download the full 

spreadsheet of participants and their answers at the bottom left of that list.  
 “User Groups”, “Send Message” to email all participants. If a green bar comes appears 

at the top of the page, the message has been sent successfully.  

http://www.durhamsu.com/
http://www.durhamsu.com/
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Other Information 
If you wish to create a fundraising event on the website, speak to the Student Fundraising 
Coordinator (dsu.fundraise@durham.ac.uk) who will ensure that you use the correct 
Nominal Code (226-56010 for DUCK college events, 227-56010 for student group events, 
or 222-56010 for expedition participant events). 

You must ensure that the correct VAT is recorded and that “this is a fundraising event for 
<charity name> is clearly displayed on the event, publicity and tickets. 

  

http://www.durhamsu.com/
mailto:dsu.fundraise@durham.ac.uk
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Section 5: Marketing (for large events: minimum 2-4 weeks before 
event) 
 Look at the Students’ Union’s marketing support page.  
 Be creative – hold a meeting and suggest as many publicity methods as you can. Think 

about physical distribution, social media and/or something a bit different. N.B. 
remember to risk assess anything such as a flashmob.  

 Go back to your aims and objectives and see what you wanted to achieve. 
 Also go back and see what you budgeted for e.g. quantities of posters/flyers 
 Plan backwards from the event, setting deadlines and targets for team members 

(factor in design time).  
 Try to create a brand – this could be a colour, logo, font, tagline. Remember to 

maintain this! 
 Motivation and inspiration to keep going (even if sign-ups are looking low, don’t give 

up!). If necessary re-think who you are targeting and how.  
 Have fun – a fun campaign will transfer to your event. 

 
To get your message across to the whole University, advertising in Dialogue will reach the 
whole student body. Send a short blurb to the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk) before midday on Thursdays. These will then be submitted 
and sent out for students to read on Fridays (bear this in mind for what you are 
advertising). Here is an example of a DUCK article in Dialogue: 

Cathedral Sleepout 
One of the most anticipated events in Durham is back and it’s looking 
like it will be huge!! Don't miss out on your chance #napinthenave with 
your friends and listen to live music. Taking place on the 28 of February, 
this event will be supporting Moving On and FoodCycle. We have limited 
spaces so sign up soon here.  

  

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/marketing-support
mailto:dsu.fundraise@durham.ac.uk
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Section 6: Operation  

The week before the event 
 Make a list of what needs doing. 
 Ensure that participants are informed of anything that they must do before the event. 

Try to ensure that they have had the opportunity to ask questions. 
 Allocate tasks to individuals. 
 Plot a timeline and allow for contingency time. 
 Think about the day of the event and what is needed and at what time.  
 Return to the list you made whilst creating your risk assessment and check that 

everything has been completed.  
 Alter the risk assessment if plans have changed. 
 Keep evidence of all of your purchases/money paid in/money collected and any 

correspondence with external parties.  
 Communication is critical – does everyone know what is happening and what their role 

is? How will you communicate with staff, committee, performers etc. on the night? 
Have a main person who is the point of contact to avoid confusion and 
miscommunication. 

 

Three days before the event: 
 Ensure that you have provided the Students’ Union with the charity information via the 

DUCK charity selection.  
 Collect any fundraising buckets from the Students’ Union reception (Monday-Friday, 

09.00 – 19:00). To save you and the receptionist time, if you require more than one 
bucket to be signed out at once, you must contact dsu.reception@durham.ac.uk to say 
how many and an expected time that you will arrive to collect the buckets.  Ensure 
that you have read the bucket loan terms and conditions. And/or if collecting on behalf 
of anyone else, ensure that they have read the bucket loan terms and conditions and 
that you take a sign out form for them to fill in and return this to reception at the 
earliest possible opportunity.  

 Remember that all buckets must be returned within seven days of being signed out 
with a filled out finance form inside the bucket, or a fine may be charged.  

 Collect an incident report form from the student activities office or reception. 
 In the case of an incident, an incident report form must be filled out and returned to 

the Students’ Union reception.  For help with this, contact the Student Fundraising 
Coordinator (dsu.fundraise@durham.ac.uk) or the University Health and Safety Service 
(health.safety@durham.ac.uk). 

 

On the day: 
 At least one of either the named event organiser  or seconder on the fundraising event 

planning form must be present at the event at all times and take responsibility for 
dealing with any issues which may arise.  

 Go through the risk assessment and ensure that everything is in place. 
 Remember the emergency procedure.  

http://www.durhamsu.com/
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
mailto:dsu.reception@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/fundraising
mailto:dsu.fundraise@durham.ac.uk
mailto:health.safety@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/fundraising
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 Remember to support each other. If someone is struggling, give them help. Always ask 
for help if it is needed, the Students’ Union Staff are here for any problems you might 
have. 

 Take photos – they can be great publicity and memory-joggers for next year.  
 Fulfil any sponsorship agreement.  
 

After the day: 
 Ensure that all fundraising is in by a certain deadline. 
 Think about post-event marketing. Look at the Students’ Union’s marketing support. 

Get in touch with the Student Fundraising Coordinator for any details about the event. 
 Details about the amount raised at the event will be given to the DUCK Treasurer and 

Student Fundraising Coordinator to take to the DUCK committee meeting on a 
monthly basis.  

 After your and the DUCK Committee’s approval, the Student Fundraising Coordinator 
will send details of the donations to be made to the finance department. The Student 
Fundraising Coordinator will contact you with the information to be sent to the charity 
(i.e. amount of money, when it will be received and in what form) and you will contact 
the charity, and CC the Student Fundraising Coordinator into this correspondence.   

  

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/marketing-support
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Section 7: Evaluation  
Evaluation should take place as soon as possible after the event. 

 Evaluation is essential for development of the event, your skills and future DUCK 
events. Collect everyone’s thoughts as soon as possible - on the night or the day after 
if possible.  

 Try to get feedback from people involved in the event organisation and participants. 
 Ask the participants for their feedback. For example questions that Central DUCK ask 

their participants on the DUCK event questionnaire, please contact the Student 
Fundraising Coordinator (dsu.fundraise@durham.ac.uk). 

In order to inform other events and/or aid your handover: 
 Write a report on what went well and what needed improving, especially if it is a 

recurring event.  
 Write down the basic facts e.g. the date, location, objectives (and how well they were 

met), charities, number of participants, amount raised and amount donated and any 
useful contact names. 

 If you are running a College DUCK event, the College Rep is responsible for ensuring 
that they or the event organiser (if this is someone other than themselves) produces a 
written review of event and of the risk assessment for their own and future event 
organisers’ benefit. This should be submitted to the DUCK Colleges Officer (dsu.duck-
colleges@durham.ac.uk). 

 Student groups should report back to their executive committee and allow for a 
discussion within an executive committee meeting to evaluate the event.  

 For help with evaluation, please contact the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk). 
 

 Think about the personal skills you have learnt and how these could translate onto your 
CV, LinkedIn or similar.  

 

  

http://www.durhamsu.com/
mailto:dsu.fundraise@durham.ac.uk
mailto:dsu.duck-colleges@durham.ac.uk
mailto:dsu.duck-colleges@durham.ac.uk
mailto:dsu.fundraise@durham.ac.uk
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Section 8: Specifics 

More specific events 

RagRaiding 
Any RagRaid organiser must contact Councils in order to obtain a Street Collection Permit. 
Do not underestimate the time that it may take to get a response and permits. 

If you are collecting money on a public highway/byway, you must obtain a collection 
permit from the relevant council.  If you are wishing to collect money on private property, 
you must gain permission from the owner of the premises. Do keep records of all 
correspondence. Standard RagRaiding destinations include Manchester, Newcastle, 
Durham, Sunderland, Darlington, and IKEA. However, further destinations can always be 
arranged. Consider the cost of transport to the location, and the time it takes to get there 
for deciding on suitable locations. Apart from councils, RagRaids can also take place on 
private land, such as the Metro Centre and the Gates.  
 
If you are carrying out a Street Collection (RagRaid) or borrowing a bucket, you must take: 

 A sealed and numbered bucket (available from the Students’ Union Reception). All 
buckets/tins are signed out under the bucket loan terms and conditions. To save you 
and the receptionist time, if you require more than one bucket to be signed out at 
once, you must contact Reception (dsu.reception@durham.ac.uk) to say how many 
and an expected time that you will arrive to collect the buckets.  If the Ragraid is over 
the weekend, buckets may need to be picked up earlier in the week. 

 The bucket must have a wrap clearly identifying the benefitting charity and its 
registered charity number (this is up to the organiser to provide, but these can be 
photocopied at Reception if sent to dsu.reception@durham.ac.uk in advance). Do read 
the Terms and Conditions of your permit; 

 A photocopy of the permit sent by the Council (this is up to the organiser to provide, 
but these can be photocopied at Reception if sent to dsu.reception@durham.ac.uk in 
advance); 

 A form of ID, in case of police/council official checks (up to the individual 
participants).  

 
Other tips to give to participants include: 

 Do read the Terms and Conditions of your permit.  
 Do be prepared to explain a bit about the charity you are fundraising for.  
 It is good practice to take change, as you cannot unseal your bucket to provide 

change.  
 Your bucket must remain sealed at all times during the collection and then returned to 

Durham Students’ Union immediately after the collection and no longer than 7 days 
after signing the bucket out.  

 You can claim back expenses using finance forms, but you cannot unseal your bucket 
and take money from that, or you may be accused of charity fraud, as you cannot 
prove that all money raised is present.  

 All buckets/tins are to be signed out under the bucket loan terms and conditions. 

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/fundraising
mailto:dsu.reception@durham.ac.uk
mailto:dsu.reception@durham.ac.uk
mailto:dsu.reception@durham.ac.uk
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.durhamsu.com/main-menu/activities/resources/fundraising
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 Ensure that you have read and understood these before signing a bucket out. Even if a 
RagRaid leader is primarily signing a bucket out on your behalf, ensure that you have 
read and understood the bucket loan terms and conditions.   
 

There are conditions attached to any RagRaid permit. A returns form always needs to be 
completed and sent back to the Council and it is the organiser’s job to ensure that this 
happens for each RagRaid. Several councils ask that a local newspaper is notified of the 
total and publishes this – you need to ensure that this happens soon after the raid, if 
necessary. This is usually a very simple process, however do not underestimate its 
importance because if these rules are breached, DUCK may not be able to RagRaid in the 
city again. 

Often 10% of the proceeds from a RagRaid can be claimed back from the charity you were 
fundraising for in order to cover some of the travel/bucket seal expenses. This should be 
done by filling in a finance form and invoice the charity for 10%.  

If you are thinking about running a street collection, read the Institute of Fundraising’s 
Code of Fundraising Practice about street collections in England and Wales. Contact the 
Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk) if you are wishing to 
RagRaid outside of England/Wales. 

 

Raffles/Lotteries 
Please speak to the Student Fundraising Coordinator (dsu.fundraise@durham.ac.uk) about 
raffles/lotteries, especially if your raffle/lottery is the main event (rather than a part of 
another event e.g. a ball) or if you are selling raffle/lottery tickets prior to the event. This is 
to ensure that it complies with the Institute of Fundraising code of fundraising practice 
guidance on raffles/lotteries.  

 

Problem areas 
 Any personal details should be collected through the Students’ Union website; as this 

has mechanisms in place to abide by Data Protection laws.  
 If you have any problems with people dropping out, asking for refunds, fundraising 

on an unsupported Online Giving Platform, GiftAid, charities wishing to be paid by 
cheque or any other issues, please contact the Student Fundraising Coordinator 
(dsu.fundraise@durham.ac.uk).  

 
 

Expeditions and other DUCK events 
 If you are participating in a DUCK Expedition and wish to participate in other DUCK 

events with minimum fundraising targets, please read this section.  
 N.B. if you have a choice of charities and wish to pick your expedition charity, this 

must be additional to your Expedition money.  
 If you wish to reach the minimum fundraising for your DUCK event and then sent any 

money after this to your expedition, please make this clear on your BT My Donate 
pages and to DUCK.  

http://www.durhamsu.com/
http://www.durhamsu.com/main-menu/activities/resources/fundraising
http://www.durhamsu.com/main-menu/activities/resources/finance
http://www.institute-of-fundraising.org.uk/guidance/code-of-fundraising-practice/legal-appendices/fundraising-in-a-public-place/street-collections--england-and-wales/
http://www.institute-of-fundraising.org.uk/guidance/code-of-fundraising-practice/legal-appendices/fundraising-in-a-public-place/street-collections--england-and-wales/
mailto:dsu.fundraise@durham.ac.uk
http://www.institute-of-fundraising.org.uk/guidance/code-of-fundraising-practice/guidance/lotteries-raffles-guidance/
http://www.institute-of-fundraising.org.uk/guidance/code-of-fundraising-practice/guidance/lotteries-raffles-guidance/
mailto:dsu.fundraise@durham.ac.uk
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 Create 2 different BT My Donate pages linked to the separate events. On the DUCK 
Event page, put the following: 

 “I am taking part in (DUCK Event name e.g. Tough Guy) and also raising money for my 
DUCK Expedition. The minimum fundraising amount for Tough Guy is £140. The full 
cost is £219, but I have paid a participation fee of £79, which I have recorded on my 
offline donations which is a fundraising event for charity name. Therefore, after my 
total from offline and online donations reaches £219, the remaining donations will go 
towards my DUCK Expedition, which is a fundraising event for charity name, see here 
for my BT My Donate Page for this Expedition.” 

 Please tell DUCK about both pages using the DUCK Charity Selection, and on the 
Tough Guy page, please write the same sentence as above in the “additional 
information” section at the base.  

 

Useful websites 
http://www.institute-of-fundraising.org.uk/guidance/  

https://www.charitychallenge.com/pdf/a-z_fundraising_ideas.pdf  

http://www.nusconnect.org.uk/news/article/nus/Five-ideas-fundraising/  

 

http://www.durhamsu.com/
http://www.durhamsu.com/groups/duck/events/duck-charity-selection
http://www.institute-of-fundraising.org.uk/guidance/
https://www.charitychallenge.com/pdf/a-z_fundraising_ideas.pdf
http://www.nusconnect.org.uk/news/article/nus/Five-ideas-fundraising/

