








Insurance
If you’re organising your own 
fundraising event, you are 
responsible for making sure the 
event has sufficient insurance. 
You may need public liability 
cover - valid for personal injury 
plus damages to premises, food 
and drinks and other goods 
supplied - for some events to help 
protect you should a third party 
make claims due to injury or 
damage to a property .2 

Data Protection 
For an event in a public area you 
should inform your local police 
and council of the date and the 
route.

Photography and 
videography
Ensure consent is obtained from 
participants/attendees beforehand 
and remember to seek parental 
consent for children.

Preserve our 
reputation 
Don’t forget that you are 
fundraising for HHUGS so 
please:

Make sure that what you 
are saying is relevant and 
appropriate and does not 
damage the Charity’s 
reputation.

Ensure any speakers invited 
are on our approved speaker 
list or contact us to propose a 
new speaker.

Ensure that no speakers or 
material at the event can 
be construed as offensive 
and that literature is not 
distributed without the 
organiser’s permission.

2 Whilst we appreciate your support, HHUGS cannot accept liability for any fundraising activity undertaken to assist us 
and therefore are unable to provide public liability cover for your event.



Record what actions you 
need to take to remove 
or control those risks.

Review your assessment as 
you plan/once you have set 
up your event to check for any 
additional hazards or risks.

Have you put safety measures in place to 
make sure equipment is properly situated?

Identify any potential hazards that might cause harm 
to yourself and/or others at your fundraising event. 
Assess who could be injured or potentially become ill.

Prioritise the risks as low/medium/high.



For First Aid advice, 
consult your local St. 
John’s Ambulance Ensure 
you have adequate cover – 
first aid supplies, qualified 
first aiders - available for 
the scale of your event. 

Have you double-checked 
fire exits to your venue, 
and do you know where the 
assembly points are? Are all 
the fire exits clearly marked? 
Have attendees been briefed? 
Will there be marshals to 
direct people to a safe place?

Have you considered how 
the weather could affect 
your event?  What you will 
do to reduce the risks? Have 
you got a contingency plan 
in case of bad weather or a 
problem with the venue?

Will children be attending and 
have you organised enough 
stewards to supervise hazardous 
areas (for example, where there 
might be hot food and drinks 
or sharp objects)?  Have you set 
up a system for lost children? 
Do you need DBS checks for 
individuals looking after the 
children?  Make sure all children 
are accompanied by an adult.

Have you got enough volunteers 
to help you in case of emergency? 
Have you put together a list of key 
contact phone numbers in case of 
an incident? Have you sent your 
volunteers the risk assessment 
and briefed them about health 
and safety? Have you organised a 
briefing for the start of the event? 

Take great care when handling food 
and work to basic rules for safe 
preparation, storage, display and 
cooking. A Food Standards Agency 
booklet ‘Preventing Food Poisoning 
- Good hygiene at home’ can be 
downloaded from the Food Standards 
Agency. Contact your local council for 
food hygiene regulations at events, or 
see www.food.gov.uk.	
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HHUGS can provide materials to help make your fundraising event even more of a 
success. Let us know what you need by contacting us at fundraising@hhugs.org.uk

Collection 
Bucket 
(registered 

volunteers only)

Sponsorship
Form

Label 
Stickers

T-Shirt

Penny 
Box

HHUGS
Leaflets



Compass

Pens

Keyrings

Take a look at our YouTube channel 
(youtube.com/1Hhugs) where you 
will find lots of shorts films to help you 
highlight and promote our work as part 
of your fundraising efforts.

Contact us if you’d like to request a 
HHUGS representative attends your 

event. Unfortunately it most cases it is 
more likely we will be unable to attend. 

However, we can help by providing a 
statement that can be read out, thanking 

all for their hard work and explaining 
how the money will be spent.

To obtain a statement, email us at
fundraising@hhugs.org.uk

More Resources



We would love to hear 
from you and inspire other 
HHUGS’ fundraisers with 
your success, please send 
us your photos, videos, 
blog posts, media coverage 
or any reports, with your 
name and event details to: 
fundraising@hhugs.org.uk.

Don’t forget to thank 
everyone who helped to 
organise, support, promote 
the event and to everyone 
who donated!

Pay in your donations 
JustGiving:
If you have created your own personalised fundraising page on 
JustGiving, you don’t need to do anything else. The money goes 
directly to HHUGS without bothering with forms.

Pay by Cheque

Count all the money and pay the cash into your account, and write 
a cheque of the amount raised to ‘HHUGS’. Please write your name 
(or group name) on the back of the cheque

	 - Put the cheque and your sponsorship form and/or standing 		
	    order form (if applicable) into an envelope to our office
	 - Send to: HHUGS, Office 36, 88-90 Hatton Garden,
	    London, EC1N 8PN

Pay by BACS
Give your bank our bank details and they will issue you with a 
receipt as proof of payment

	 • Bank Name: Islamic Bank of Britain
	 • Account Name: HHUGS
	 • Account Number: 01269701
	 • Sort Code: 30-00-83



Deposit in an
IBB branch

Visit any IBB branch to deposit 
the cash raised providing the 
bank details quoted above.

Pay in Cash

If you cannot utilise any 
of the above, contact our 
Fundraising Team to check 
if it’s possible to arrange to 
meet a HHUGS representative 
to pass on cash donations.

Once you’ve transferred the money, please contact us 
to ensure we can track your sponsorship, and so we can 
thank you for your support and send a special certificate 
for the amount you raised, with the following details:

	 • Your name:
	 • Email address:
	 • What was your fundraising event/activity:
	 • How much you raised in total:
	 • JustGiving page address (if applicable)
	 • How you made the money transfer:



On behalf of everybody 
at HHUGS, we would 
like to thank you for 
fundraising for us.

To give you the 
recognition you 
desire, we’d like to 
invite you our special 
annual dinner for our 
committed fundraisers. 
Share experiences, 
tips and plan new 
events with like minded 
supporters. Be the 
heart of HHUGS!

We’d like this to be an experience that not only one from which 
our beneficiaries benefit, but we’d like it to be one where you 
also take something positive away with you. In addition to the 
immense satisfaction gained from restoring honour and dignity to 
our vulnerable beneficiaries, we’d like to show our appreciation, by 
providing accreditation, references for your CV or a job application.

We hope this fundraising tool kit has all the information and 
inspiration you need to run a successful event or activity.

To discuss your fundraising ideas or for further support,
please contact our Fundraising Team on:
020 7733 2104 or fundraising@hhugs.org.uk

HHUGS Office 36 88-99 Hatton Garden London EC1N 8PN
| 020 7 733 2104 | www.hhugs.org.uk




