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It is fantastic to hear that you are joining us!
The money you raise will help us make a real difference.
The Sustainability Centre is owned by a registered charity and our 55 acre
site is recognised as a wonderful education and learning centre. We are
in the heart of the South Downs National Park, but less than 20 miles from
Portsmouth City Centre.
We are embarking on an exciting new capital building project to meet
the increasing demands of the community who use us.
It will create:
A show case for environment and sustainability
An exemplar eco renovation project using natural building
technique
New and inspiring teaching spaces for children and adults
New community facilities for local groups and activities
New offices for community and business partners

From this...

...to this
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To The Sustainability Centre Staff,
I am writing to you to thank you for all the support you have given
me over the past 7 years.
The Sustainability Centre has changed my life in a major way. When I
first came to visit you all I was still at school. I remember being in year
9 when I was given the opportunity to come up to the centre for 1

day a week to work alongside you all. It was an incentive to try and
behave at school.
After coming up to work alongside you all a couple of times I realised
how much I had to lose if I did not behave. I started to come up every
week until I left school. Without all your support I would never have
been able to finish school and sit my GCSE’s.
When I finished school in 2008, I went on to college but even then I
couldn’t stay away. I popped in from time to time during my college
course to help out.
The support I received from you all was undoubtedly what has made
me who I am today. You all made me realise how important it was to
behave in school and how to control my temper.
I thank you all for allowing me to undertake my work placement with

you and work alongside the students that are in the same situation as
I was.
You have all given me the incentive to work alongside young people
with behavioural difficulties in the future.
Thank You All So Much.
Tanya.
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The New Learning Centre
We are going to create a new learning centre which
will have:

New inspiring teaching spaces for children and
adults



New community facilities for local groups and
activities



An exemplar eco-renovation project



A rural enterprise hub

Outdoor learning for children

Practical skills for Sustainable Living

Environmental Solutions

Business and trades to meet future
skills deficit
4

Hold a Cake Sale
Everyone loves cake! Get
your colleagues to bake a
cake & bring them in to sell

Curry Night / Lunch

Hold a raffle or auction to
raise extra ££££

Donate a day’s wage
Ask your employer to match your donation

Hold a Book sale
Ask everyone to bring in 2 pre-loved
books then arrange a sale

Organise a
Charity Golf Day

Fancy Dress up/ Dress Down Friday
Make a donation and wear
something casual or fancy dress
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At School
or Cubs, Brownies,
Guides or Scouts

Dress Down Day
Ask your head teacher to let you come to school in your own
clothes or fancy dress and ask everyone to make a donation.

Car Wash
Clean cars for teachers and parents

Toy Sale
Set up a stall at school and sell some
of the toys you don’t play with any
more

Hold a Cookie and Cake Sale
Make and sell cakes, cupcakes or biscuits. Go
wild with the decorating!

6

Swim
Swim or row the length of the channel
at your local leisure centre

Bike Ride
Design your cycle route and get fit
whilst raising money

Hold a Zumbathon
Organise a zumbathon class and ask
participants for donations or to collect
sponsorship

Walk
Organise a walk and invite friends and
family to take part too
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1. Focus

5. Spread the word

There are a huge number of tried
and tested ways to raise money,
you just need to find the right one
for you!

Tell people why you are holding the
event and how it will help the appeal!
A wonderful way to spread the word is
on social networking website such as
Facebook and Twitter

2. Set a target

6. Local media

If you set a target you are more likely
to achieve it. Once you’ve set your
fundraising goal, tell everyone and
ask them to help you reach it; either
by joining in, or sponsoring you!

You can’t go wrong with promoting
your fundraising activity through local
media. Get in touch with newsdesks
at local newspapers or try to get the
local radio stations interested in your
event.

3. Get the basics
right

7. On the day

Think carefully about what space
you’ll need. Give yourself plenty of
time to plan and get your event in
people’s diaries, and set a budget
of likely costs involved.

Write a plan or checklist of all the
things you need to do so you don’t
forget anything. If possible, announce
the amount you are hoping to raise at
the event, remind everyone why
you’re raising the money and say a
big ‘thank you’ for coming.

4. Materials

8. After the event

Why not see if you can borrow what
you need for your fundraising rather
than pay for it? Ask local companies if
they can help. We can also help by
providing you with some useful
materials, from sponsorship forms to
banners. Call us on 01730 823166.

Don’t forget to thank everyone
who helped out on the day. Then
count up your money and send it
to us using our paying in form.
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Things to think about
Supervision and briefing
Do make sure your event is adequately supervised and all volunteers and helpers are
properly briefed.

Health and Safety
Do carry out a risk assessment and contact any relevant bodies if required, such as
police, council and trading standards.

First Aid
Do assess your first aid requirements. Ask yourself if it is worth contacting someone like St
Johns Ambulance for help and advice.

Message
Do make sure it is clear to people that you are fundraising ‘in aid’ of The Sustainability
Centre but you are not a representative of the charity.

How to Fundraise
Do follow the strict laws and regulations regarding raffles and lotteries. More
information can be found at www.institute-of-fundraising.org.uk. If you’re in doubt,
though, please do get in touch with us — 01730 823 166

Licences
Do check if you require a licence, such as: alcohol or entertainment, including
recorded music, holding a raffle, lottery or auction, doing a public money
collection, putting up banners in public areas. Contact your local authority to check
which licences you need.

Insurance
Do check with the venue if they have Public Liability Insurance that covers you for the
event, if not you will need to organise your own.
Do make sure children are properly looked after and have permission to take part from
a parent or guardian. Appropriate checks should be carried out on adults looking after
children.
Remember that as the organiser, you are responsible for ensuring your event is legal
and safe.
The Sustainability Centre cannot take any responsibility for injury, losses or
damage incurred during fundraising events.
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Once you’ve decided on your event, planned all the details and made sure it is safe and
legal, it’s now time to start telling everyone about it.
Remember for a successful event you want as many people as possible to know about
it. Don’t forget to tell them the important information they need, including:


What the event is



When and where the event is taking place



Who is organising the event?



Why you have decided to fundraise for Leaves for Learning?



How much money you hope to raise?



How many people can support, get tickets, attend your event?



Contact details

Advertise your event by displaying posters at work, church, school and local
community spots, but remember to always get permission first. We can provide you
with a template for posters, flyers and tickets.

Tell all your friends, family and colleagues about your event and ask them to pass on
the details of their contacts. Remember Facebook is a great way to help spread the
word far and wide.
Why not become a friend of The Sustainability Centre on facebook or twitter?

Send an email to all your contacts about the event and ask them to forward it on to
their own contacts. You can even attach the posters and flyers too!

Prepare a press release for your local media as they may be willing to publish
information about your fundraising activities. Below are some contact details for local
press and turn overleaf for a template press release. The press release template can
also be emailed to you, just give the fundraising team a call on 01730 823166.
Don’t forget to let us know all about your event, where possible we will always aim to
publicise your event in our newsletter, facebook page and on our website.
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Used for collections. Must be sealed by fundraising team and returned sealed.

A selection of merchandise is available to be sold at your event.

Can be purchased at £15 each or borrowed and returned following your event.

Requests must be made with as much notice as possible. Please speak to the

Fundraising Team to discuss further.

A slideshow can be available on a memory stick to display at your event. You must use
your own device.
Please download and complete an event items booking form if you require any
of the above items for your event
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Once you’ve collected all the money from your fundraising event,
there are lots of ways to pay it in

By Phone

Call us on 01730 823166 to make a
donation by credit or debit card

Online
You can pay directly
into our bank account
with online banking.
Our bank details are:
Earthworks Trust Ltd

By post
There is a paying-in form included
with this pack. Fill in the form and
post it with your completed sponsorship forms and your cheque or
postal order made payable to
Earthworks Trust. Buckets must be
returned in person.
Please do not send cash in the post.

Any questions?

Co-operative Bank
Account number: 70178425

Sort code: 08-90-81
Please quote your unique supporter
reference number when you pay.
If you do not know your supporter
reference number please call

If you have any queries about
paying your money in, please email
lorraine@sustainability-centre.org or
call 01730 823166. We’ll be happy to
help.
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Please help me raise money for
Leaves for Learning £
I __________________________________ am doing a sponsored __________________________________
Please ensure you have completed an event details form and notified us of your event and have read our stay safe &
legal information page

PUT YOUR TAX TO WORK
“As I have ticked the gift aid box, I understand I must have paid or will
pay an amount of income tax and/or capital gains tax in this tax year
(6 April to 5 April) that is at least equal to the amount of tax that all the
charities I donate to will reclaim for that tax year. I also understand
that other taxes such as VAT and Council Tax do not qualify. The charity will reclaim 25p on every £1 that I donate.”
Please note, for us to claim Gift Aid from your donation you should write clearly (use block capitals if
possible), provide your full name, address and postcode and do not use ditto marks. Thank you

If you think you will need more space please photocopy this page.
Full Name

Home address

(PLEASE USE BLOCK CAPITALS)

(PLEASE USE BLOCK CAPITALS)

MRS ANN SMITH

1 STREET, TOWN

Please turn over

THANK YOU FOR SUPPORTING US

Postcode

AB2 3DE

Amount
given £

£20

Gift Aid

Date

()



Paid
()

1/1/2016















































SUB TOTAL (Page 1) £

Earthworks Trust (The Sustainability Centre) Registered Charity Number 1079866
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Full Name

Home address

(PLEASE USE BLOCK CAPITALS)

(PLEASE USE BLOCK CAPITALS)

MRS ANN SMITH

1 STREET, TOWN

THANK YOU FOR SUPPORTING US

Postcode

AB2 3DE

Amount
given £

£20

Gift Aid

Date

()



Paid
()

1/1/2016































































































SUB TOTAL (Page 2) £

Overall Total £
TO BE COMPLETED BY THE SUSTAINABILITY CENTRE
Total donations £_____________________________ Date sums collected passed to SUSTAINABILITY CENTRE __________________

Total Gift Aid to be reclaimed on above donations £________________________________________
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EXAMPLE POSTER—Please download an amendable poster template

[ADD INFO ABOUT
YOUR EVENT HERE/
LOGO]

Fun for all
Ages!
Treasure Hunt

FAMILY FUN DAY
Family Activities and Games
Come and join us for fun outdoor activities and
games for all the family. All proceeds will be
donated to the Leaves for Learning Campaign.
£2.00 Adult

£1.00 Child

Date: 20th February 2017
Time: 12-2pm

Location: The Village Green
Contact: *Name*

Bouncy
Castle
Food & Drinks
Available
Birds of Prey
Display
Craft
Activities
Story Telling

Telephone: ***** *******

Email: ************************
Website: *********************

[Your Company/
Organisation
Name]

www.sustainability-centre.org Charity Number 1079866
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