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Sponsored fundraising events - guidelines

Watford Mencap welcomes people fundraising in aid of the charity.  Doing a sponsored event is a great way to do this. 
Some ideas for sponsored events are:
· Bike ride 
· Sponsored silence
· Sponsored walk  

Before You Start
· Get in touch — Let us know your plans so we can support you, provide materials, and ensure your event aligns with our charitable objectives.
· Set a realistic fundraising target — Aim for a goal that stretches you but remains achievable. You can always raise it later.
· Create your fundraising page — Watford Mencap has an account with Justgiving which you can directly link to, which makes donating easy and automatically handles Gift Aid declarations. Or, if you prefer, we can send you our template sponsorship forms to record donations or pledges in return for your activity. 
· Check if you need permission or insurance — Public events, street collections, or activities on private land may require permits, licences, or liability cover. We can advise on specifics.

Promoting Your Event
· Use our name and logo correctly — We'll provide brand guidelines and assets. Please don't alter our logo or make claims on our behalf without approval.
· Be clear about the charity link — State that you're raising funds in aid of Watford Mencap, not on behalf of us, unless we've formally agreed otherwise.
· Spread the word — Share your page on social media, email friends and family, and update supporters on your progress. Personal stories and photos boost engagement.

On the Day of your activity
· Prioritise safety — Conduct a simple risk assessment. Have a first-aid plan, brief any helpers, and keep emergency contacts handy.
· Keep records — Note total amounts raised, any expenses, and take photos (with consent) for reporting and celebration.
· Enjoy yourself — Fundraising works best when you're genuinely having fun. Thank everyone who supports you.

After the Event
· Submit funds promptly — Transfer online donations automatically; hand over cash or cheques within 28 days.
· Provide a summary — Let us know the total raised, any costs deducted, and share photos or stories we can feature (with permission).
· Say thank you — Update your donors on the final total and how their contributions will help.

Collecting Donations
· Online donations are simplest — Direct people to your fundraising page whenever possible.
· Cash and cheques — If you collect offline, keep accurate records (donor name, amount, date, Gift Aid eligibility). Never hold large sums for long—arrange handover promptly.
· Gift Aid — Remind UK taxpayers that Gift Aid increases their donation by 25% at no extra cost. Ensure declarations are completed correctly (full name, home address, confirmation of UK taxpayer status).

Expenses and Deductions
· Keep costs low — The more that reaches the charity, the greater the impact.
· Agree deductions in advance — If you need to cover unavoidable costs from funds raised, discuss this with us beforehand and keep receipts.
Safeguarding and Conduct
· Protect yourself and others — Never put yourself in uncomfortable or unsafe situations while fundraising.
· Involve children responsibly — Under-18s should be supervised, and fundraising activities must be age-appropriate.
· Represent us well — You're acting as an ambassador. Be honest, respectful, and never pressure anyone to donate.

General guidelines
· Any cost involved with your activity must be made clear to any sponsors if you will be deducting your expenses from the amount you raise. 

· Make your sponsorship form clear about whether you will be meeting specific conditions in return for sponsorship money.  For example, “I will walk 10,000 steps every day in April”.

· If you don’t complete your sponsored activity (for example if the event is cancelled or you are ill on the day etc), you must offer to refund donations to the donors.  Watford Mencap’s fundraising team can help you do this. 

· Before doing your activity, think about how to make sure it is safe.  You will need to complete a simple Risk Assessment form.  Watford Mencap’s fundraising team can help you do this.  

· Make sure you have permission to do the event in the space you are planning it.  And apply for any licences in good time.  

· All money raised must be passed directly to Watford Mencap’s Fundraising Team within 14 days of the last day of your activity. 

Finally, thank you for thinking of Watford Mencap and for taking on a challenge to raise funds.  Every penny you raise will help to provide services that enable local people with learning disabilities to make the most of life. 

Contact:
fundraising@watfordmencap.org.uk
01923 713620
www.watfordmencap.org.uk
92a Langley Road, Watford WD17 4PJ
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