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About Solent NHS Charity
Solent NHS Trust specialise in providing high quality, best value, community and mental health services to people living in Portsmouth, Southampton and in some parts of Hampshire. 

We are the main provider of community health services in Portsmouth and Southampton and the main provider of adult mental health services in Portsmouth.  We also provide a number of pan-Hampshire specialist services, including sexual health and specialist dentistry.  
We support families to ensure children get the best start in life, provide services for people with complex care needs and help older people keep their independence. We also provide screening and health promotion services, which support people to lead a healthier lifestyle.
We actively promote strong out of hospital services and take an active role in integrating care. Working closely with other Trusts, primary care, social care providers and the voluntary sector we make sure care is joined-up and organised around the individual.
We always endeavour to maintain our focus on providing safe, effective and quality services and pride ourselves on being a learning organisation. We are creating a culture of continuous improvement, providing our staff with the tools, capability and capacity to continuously improve to ensure we provide people with the best, and most effective, service we can.
Our Story – why we exist 
At Solent NHS Trust we all share an ambitious vision to make a difference by keeping more people healthy, safe and independent at, or close to, home.
People, values and culture drive us. The best people, doing their best work, in pursuit of our vision. 
People dedicated to giving great care to our service users and patients, and great value to our partners.
We aspire to be the partner of choice for other service providers. With them we will reach even more people, and care for them through even more stages of their lives. Ultimately it is the people we care for who will tell us if we are successful and who will help shape our future care.
Solent NHS Charity
The Solent NHS Charity is proud to support the patients, services users, carers and the families of all who come into contact with Solent NHS Trust.
We raise money for areas not covered or fully supported by NHS funds. Healthcare services are funded by central government and Solent NHS Trust works hard to provide outstanding care to the people we see. 
Our charity, raises money to make a difference to the experience people have when they come to us. This can be anything from improving a waiting area, or buying a more comfortable chair for relatives, to creating a multi-use outdoor sports area for those staying with us on a longer term basis. Sometimes it’s the smallest things that can make the biggest difference.
We hope that everything we do has a positive impact on those who use our services. 
Making a donation
At Solent NHS Charity, we are really very grateful to everyone who helps raise money for us. We realise every penny counts and we work hard to ensure your donations are spent wisely.
There are many ways you can get involved. You could make a simple donation, organise  a fundraising event or donate in memory of a loved one.
To make a donation you can visit our online donations page at https://www.cafonline.org/my-personal-giving/start-giving/donate-now
Or, you can set up a Go Fund Me page and link Solent NHS Charity to it.
Alternatively you can write a cheque to Solent NHS Charity. You can specify the team you would like your money allocated to, or you can ask that it be put to best use in the general fund. Please use the donation form at the end of this pack.
Gift aid is one of the simplest and most effective ways of giving to charity. Gift aid is worth 25p for every £1 donated. All you need to do is print and complete the Gift Aid Form at the end of this pack and send it in with your cheque.
Cheques, donation forms and gift aid forms should be sent to:
Solent NHS Charity
Finance Team
Highpoint Venue
Bursledon Road
Southampton
SO19 8BR.
Fundraising for Solent NHS Charity
There are many ways you can fundraise for the charity. From a sponsored event, to a coffee morning to a more physical challenge, they are all welcome. If you would like to chat an idea through with the Communications Team then please do get in touch, they can be found at communications@solent.nhs.uk or on 0300 123 4156. The team can provide advice and guidance. 
Register with the Communications Team
The Charity asks everyone who fundraises for them to fill in an agreement form before they start stating that they are fundraising in aid of Solent NHS Charity, Solent NHS Charity. By agreeing to fundraise in aid of Solent NHS Charity you are raising funds but acting in your own capacity. Once you have filled in the agreement and sent it to the Communications Team they will send you a letter of authority, saying that you are raising money in aid of the Charity. This will come in useful if asking for prizes or sponsorship.
Personal challenges
Personal, inspirational challenges can be a great way to raise money for charity. From fun runs to bike rides, mountain treks and jumping out of a plane there are plenty of challenges out there.
An open challenge is a fantastic way to do this, with a group of like-minded people all raising money for different charities. At present Solent NHS Charity is not running any bespoke challenges , but if you can find a challenge to sign up for where the money can be donated to us then the communications team would love to hear from you. 
Getting started on creating a fundraising event
Can you do this on your own or do you need a team to help you? 
Consider exactly how this event is going to happen and who will be responsible for what. Use people’s strengths and skills, and give them jobs that they will enjoy. 
Set the date and time
Try and choose a date that works for you, giving you enough time to plan your event properly. Check what else is happening in your area and that the date doesn’t clash with anything. 
Set the budget
Think very carefully about how much it is going to cost to make your event happen. By keeping costs low you can maximise the amount of money you raise for the charity. Once you know what you need to make your event happen, try to think of different people that may be able to help make it happen, either by providing different elements or some generous sponsorship. We regret that we are unable to underwrite the cost of any event. 
Find an appropriate venue
Where you hold your event can have a big impact on how successful it will be. It needs to be in the right place and of the right size for the event you are planning. 
Other things to consider:
· a plan for wet weather if your event is outside
· has all the equipment been checked and is it safe
· do you have permission to hold the event in this location (e.g. from the council or owner)
· is your venue accessible
· have you informed your local highways office or police if you are likely to disrupt the traffic
· have you obtained permissions to collect money (if applicable)
· are you covered by public liability insurance if members of the public are attending
· do you need a licence e.g. a public entertainment licence or a licence to sell alcohol
· is it easy for people to get to
· are the fire escapes clear and do people know where to go in the event of an evacuation
The health and safety bit
Please ensure that your event is organised as efficiently and as safely as possible. Solent NHS Charity, Solent NHS Charity cannot accept any responsibility for your event, nor for anyone who participates in it. You must make sure you are properly insured, either through a group or personal policy.
You should conduct risk assessments to make sure you have proper plans for the safety of participants. The Health and Safety Executive has further information www.hse.gov.uk.
Food hygiene is also really important, after all, no one wants to make their guests feel ill. Please take great care when handling food. A food standards agency booklet ‘Preventing Food Poisoning – Good hygiene at home’ can be downloaded from www.food.gov.uk. 
Have you considered first aid at your event? Think about who will be the qualified first aider and who will supply the first aid kit.
Please ensure that participants are fully briefed about the event, including any risks, fitness requirements, special equipment or clothing required and standards of behaviour expected. Please ensure that your event is properly and adequately supervised. 
There are specific rules that apply when children and young people are involved. 
Using the charity name and charity branding
All of your fundraising materials should make it clear that you are raising money ‘in aid of’ Solent NHS Charity, Solent NHS Charity, but that you do not represent the charity. The communications team can supply you with copies of the logo, to be used in agreement with them. All materials must be signed off by the communications team before they go out. Email communications@solent.nhs.uk . 
By law you are required to put our charity number 1053431, and in aid of Solent NHS Charity, Solent NHS Charity on all fundraising materials. 
Keeping it legal
There are certain procedures that must be followed when fundraising. These are laid down by central and local government in order to protect you, the fundraiser, and your donors. More information can be found on the Charity Commission’s website: www.gov.uk/government/organisations/charity-commission
Collecting money
All the money you raise in aid of Solent NHS Charity, Solent NHS Charity, must go to the charity and must not be used for any other purpose. 
Counting money
All money raised should be counted in the presence of at least two unrelated people. When counting money use a private place, rather than in front of the public. The total must be agreed by all present and signed by the person counting the money and a witness. Bank the cash as soon as possible, if you need to or make arrangements to keep it in a safe if necessary.
Setting up an online donation page
Solent NHS Charity, Solent NHS Charity, has an online donation page athttps://www.cafonline.org/my-personal-giving/start-giving/donate-now 
Running a lottery or raffle
A raffle is just another word for a lottery. If you hold a small raffle on the day of your fundraising event you do not need a licence, so long as all ticket sales and the draw itself takes place during the main event. Tickets must be sold for the same price with no discounts applied. You must make it clear who is running the raffle.
If you wish to sell raffle tickets in advance of your event or for a larger draw you will usually need a local authority licence. Check the latest information and guidance at www.gamblingcommission.gov.uk 
Notifying the local council and the police
If your event is to be held in a public place, e.g. on roads which could cause traffic disruption, then you are legally required to notify the police and local authority. You will also need licences for collecting money on the street.
Insurance
You are responsible for running the event and Solent NHS Charity, Solent NHS Charity is not responsible for the health and safety of others at an event that you are organising. Please ensure you have notified the appropriate authorities and have public liability insurance in place.
Children and young people
There are specific laws regarding children and young people and fundraising. These include providing proper adult supervision, checking that the child’s parents or guardians have given permission for them to take part, carrying out appropriate background checks on the adults who are having unsupervised access to children. 
Promoting your event
Before and after your event you will want to generate as much publicity as possible. 
Photography
A picture tells a thousand words. Photographs before, during and after your event are worth so much but remember to ask people’s permission first. Solent NHS Charity is very proud of our supporters and like to tell people about what is happening.
Media and press releases
The local media may be able to help your publicise your event and are often looking to feature stories that of interest to local people. 
The best way to gain coverage of your event is to create a press release and send local media outlets. 


You can find guidance to help you write a press release here:

 
Please send your press release to our Communications Team on communications@solent.nhs.uk for agreement before issuing. 
Social media
We also use social media to promote the work of the Trust, you can find us on Facebook, Twitter and Instagram. Please tag our social media accounts in your posts: Instagram: @solentnhs_trust
Twitter: @SolentNHSTrust
Facebook: @solentnhstrustnews

Fundraising Agreement Form
This agreement is between the volunteer organiser and Solent NHS Charity, Solent NHS Charity.
If you are planning to raise money in aid of Solent NHS Charity, Solent NHS Charity the charity need to have a written agreement from you. This is required by the Charities Act 1992 and the Charitable Institutions (Fundraising) Regulations 1994. It reflects the commitment of Solent NHS Charity, Solent NHS Charity to fundraise in line with the Institute of Fundraising Code of Best Practice.
Please complete both pages of this form

Personal details
	Name
	

	Address


	

	Postcode
	

	Telephone contact details
	

	Email address
	



Fundraising details
	What is your fundraising activity

	

	Name of your event

	

	Date of event

	

	Which Solent NHS Charity donation fund would you like the proceeds to go to? Or would you be happy to donate to the general fund?

	

	Will you be using an online donation page? If yes, please provide details
	

	Would you be happy for our communications team to share information about your fundraising?
	

	Will you be talking about this on social media? If yes, please give details of accounts
	







Fundraising Agreement Form (page 2)
Agreement

	· I agree that all proceeds raised from the above mentioned event will go to Solent NHS Charity, Solent NHS Trust Charity.
· On all promotional activity including flyers, tickets, receipts etc. I will state that I am raising money: In aid of Solent NHS Charity, Solent NHS Charity, registered charity no 1053431.
· I will not use the logo without the prior consent of the communications team.
· I will not bring the charity name or logo into disrepute in any way whatsoever.
· I will ensure all monies are counted in the presence of another person and that the money will be paid into a charity bank account until it is transferred to Solent NHS Charity’s account.
· All money will be paid to the charity no more than 28 days after the event. 
· I will keep separate, detailed financial accounts and allow inspection if requested.
· I understand that Solent NHS Charity will not be held liable for any outstanding costs either pre or post event.
· I will be responsible for arranging insurance cover for the event. I understand that Solent NHS Charity, Solent NHS Charity cannot take responsibility for any event organized in aid of the charity or for anyone who participates in it. Including injury, loss or damage.
· I will undertake full risk assessments and ensure I have proper plans for the safety of participants. The Health and Safety Executive has further information.
· I will ensure all health and safety, charity and local authority laws are complied with, including applying for the appropriate licences when necessary.
· Where children and young people are involved I will make sure that there is proper adult supervision and that permission is given by their parents and appropriate background checks have been carried out for those with unsupervised access to children.
· I will not use any money raised to employ, or provide renumeration to anyone who may be involved in the fundraising activity.
· I understand that Solent NHS Charity, Solent NHS Charity may institute legal proceedings against me to enforce their rights under this agreement. If it is found that I have breached this agreement I will then pay to Solent NHS Charity, Solent NHS Charity all costs which may have been incurred.
· I will not undertake any fundraising activities until I have received a countersigned agreement from Solent NHS Trust.

	Signed:


	Date: 


	Name (please print):



Please return this form to Communications Team, Highpoint Venue, Bursledon Road, Southampton, SO19 8BR.


 


Donation form
Thank you for your donation to Solent NHS Charity, Solent NHS Charity.
Donor’s details:
	Name
	

	Address



	

	Postcode
	

	Email
	

	Amount of donation
	

	Please indicate which area of Solent NHS Trust you would like your donation to benefit:
(If you do not have a preference your donation will go in to the general charitable fund that supports all our services.)
	

	Do you require a receipt?
	



Donations should be made payable to:
Solent NHS Charity
Finance Team
Highpoint Venue
Bursledon Road
Southampton
SO19 8BR.

Alternatively donations can be made via BACs to:
Solent NHS Charity
CAF Bank
Account number: 00018955, sort code: 40-52-40.
Gift aid
By using Gift Aid you can make your donation go further. For every pound that you give we can reclaim an extra 25p from the Inland Revenue at no extra cost to you.
I confirm that I have paid or will pay an amount of Income Tax and/or Capital Gains Tax for each 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 on my gifts for that tax year. I understand that the charity will reclaim 25p of tax on every £1 that I give.
	Date
	

	Signature

	

	Name (please print)

	


Solent NHS Charity, Solent NHS Charity
Sponsorship Form
	Name
	

	Event
	

	Date
	

	Email
	

	Telephone
	



We, who have given our names and addresses below, and who have ticked the box entitled Gift Aid, would like Solent NHS Charity, NHS Charity to reclaim tax on the donation detailed below, given on the date show.
We understand that each of us must pay Income Tax or Capital Gains Tax equal to the tax reclaimed by the charity on the donation.

	Full name
	Home address
	Postcode
	Amount pledged 
	Amount given
	Date given
	Gift aid (tick)

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	
	

	
	£
	£
	
	

	Total
	
	
	




Appendix 1: Press release guidance
What would you like to publicise? 
When is it taking place or are there any important dates? 
Why is it happening?
Who does it involve? 
How is it happening? 
Any other important information
Are there any opportunities for photographs? 
Are any other organisations involved? 
Where can people go for more information? 
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Skills Guide: Writing a press release / 3

1 Introduction

A press release is written to help a journalist to quickly understand a positive —
or sometimes negative — piece of news about an organisation.

A press release is not the same as a news story and adopts a different style. However,
the best way of achieving balanced coverage is to give journalists an interesting, clearly-
written, honest account of the thing which you are writing about.

2 Learning objectives

This CIPR Skills Guide will show you how to write press releases that are relevant and
useful to the media — ones that get the coverage your organisation or client wants.

It will be useful to those who are writing press releases for the first time and those who
are looking to improve their writing.

3 What's the story?

All news stories cover the 5Ws and 1H — Who, What, Where, When, Why and How?
This is typically broken down into:

who the story is about — the subject or those affected by it;

what happened,;

why it happened;

when it happened;

where it happened; and

how it happened.

Before you write your press release, identify your 5Ws and 1H. That should give you
the basis for your story.

4 Is it news?

Just because something has happened doesn’t always mean it's news, or that it's
newsworthy. It is critical to start any press release by thinking of your audience (both
the journalist and their audience). One way of determining whether something is
newsworthy, is to use the “TRUTH’ test. The TRUTH acronym covers the five common
elements of news. It's broken down into:

e topicality / timeliness (has it happened or will it happen recently?);

¢ relevance to the target media and to their audience (is this something they
typically cover?);

® how unusual or unique this is;

e trouble (for someone) — or is there tragedy or triumph over tragedy (all of which
create tension); and

® human interest (are the audience involved or affected by this story?).

Ideally, your press release should always be topical, relevant and include one of the
other three elements of news — or, in an ideal world, all of them!

Do your research, try and find as much information as you can and draw out as many
of the five elements of news as possible before you begin drafting.
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5 Writing the press release

First, the headline. Keep it short, factual and interesting. If you're working with
consumer media you can be a bit more creative, but always err on the side of simple
and readable. A great example of headline writing can be seen by newswires like
Bloomberg and Reuters who are experts at conveying a story in very few words.

Try and use the headline to highlight the relevance of the story to the journalist:
"Guildford accountancy firm wins industry award”, if targeting local media — with
this type of press geographical relevance is crucial - or, for instance, “£10m contract
win for IT company” if aiming for trade coverage. You can include the name of the
organisation in the press release’s headline, but only if doing so won't make the
headline/news angle less clear than it needs to be.

The first paragraph should expand on the headline and make the reader want to

read on. Keep it short — one sentence of 20 words ideally, certainly no more than

30 - and focus on telling the reader what happened, by answering the who, what,
when (and where if targeting the local media) mentioned earlier. For an idea of writing
introductions, study the news pages of any of the local and national newspapers —
especially the tabloids, who have a knack for writing short, snappy first paragraphs.

The second, third and fourth paragraphs should expand the story, explaining why
it happened, how it came about and its significance to the intended audience.
Here you'll expand on the "What Happened?' question from the first paragraph by
answering 'What does this mean?’

Next, the quote. You do not have to always add a quote, but they can be a useful
way to provide some colour, opinion and insight to the story. Look at the quotes that
appear in the newspapers, study their style and structure and try to emulate them.
Avoid clichés in quotes at all costs such as “strategic partnerships,” “innovative
occurrences” and definitely the utterly dull and meaningless word “pleased”.

In terms of length, quotes of 60-100 words are acceptable, but can be edited back

by journalists meaning that you cannot be sure which points are included.

If you are writing a commercial announcement, it's worth including a call to action
and a website link in the body copy of a press release. If the journalist doesn’t want
to include it in the final piece, they won't — and having it as a standalone paragraph
makes it very simple to cut when the release is being edited. Keep the language
simple: for more information on xxx, visit www.websitelinkhere.com.

By convention, press releases end with the word ‘ENDS'.

6 Boiler plate

A boiler plate is a paragraph of text about the organisation that the press release
is from (sometimes more than one organisation includes a boiler plate for joint
announcements).

Boiler plates tend to be titled ‘About x’ and then set out the basic details about the
organisation such as what it does, when it was founded and its size (often number of
customers and/or financial performance). There are many examples of company boiler
plates in press releases within the media section of web sites to look at for inspiration.

Boiler plates are kept separate from the body copy because depending on how well
known the organisation is, and the space allotted for the story, a journalist may include
some biographical information or leave it out.
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7 Contact details

Include contact details and be prepared to respond to an enquiry quickly and, for
global announcements, around the clock. Nothing annoys a journalist more than not
having a means of contacting someone for more information about a potential story.
But no one being available to talk to them comes a close second.

8 Notes to editors

These appear right at the end. They're the place for detailed background information
that can be included in the story or discarded, depending on how the journalist writes it.

9 Editing your draft

Once you've written your release, read it again. Go through it line by line, and see
whether you can make any words, sentences or paragraphs shorter and easier to read.

Make sure there's no opportunity for the reader to ask, “So what?”. If there is, stop
reading at that point and answer the question — either at the point you asked it, or
earlier in the release.

When reviewing your press release, ask yourself the following questions:

What am | trying to say?

What words will express it clearly?

What image or idiom will make it clearer?

Is this image fresh enough to have an effect?
Could | have put it more succinctly?

Have | said anything that is avoidably ugly?

10 Lessons from George Orwell

The famed writer and journalist George Orwell was passionate about clear, direct

writing. His ‘elementary rules’ are still used by many journalists to develop a good,

plain style — decades after they were first published. They're worth remembering —

not just for press releases, but all types of copy:

1 Never use a metaphor, simile or other figure of speech which you are used to
seeing in print (avoid clichés).

2 Never use a long word when a short word will do (don‘t be pretentious).

3 Ifitis possible to cut out a word, a sentence or a paragraph, always do so
(edit, edit, edit).

4 Always use the active voice, not the passive. (e.g. passive — the car was driven
by Jim; active — Jim drove the car).

5 Never use jargon, a scientific word or a foreign phrase if there is a straightforward
English equivalent.

11 Using Plain English

The Plain English Campaign was set up by a feisty Liverpudlian woman who was sick
and tired of pompous and wordy government forms that ordinary people couldn't
understand. Take a look at their website — there is a fantastic set of resources available
to download. Make sure you are a champion of good, plain English whatever you write.






Skills Guide: Writing a press release / 6

12 Ten rules for professional press releases

1 Make sure your planned story meets three or more news tests. In particular, if it
isn't timely or relevant you should rewrite it.

2 Keep it short - aim for one side of A4 (300-600 words) and keep to the facts in the
body copy. Save opinions and colour for the quote.

Use a clear layout — 12 point type size, double spacing.

4 Make the first paragraph a good one, answering what happened. Here is the place
to focus on the news values mentioned earlier.

5 Use simple language — keep sentences short (15-25 words), don’t waffle and avoid
industry jargon unless you are writing for an expert technical journal; even then
keep it to a minimum. And no superlatives — unless you're writing about something
that really is the biggest, fastest, or genuinely ground-breaking...

6 Present it so it can be sent easily within an e-mail, not as an attachment.

Consider including a quote from your spokesperson (for online and print media,
not for broadcast).

8 Add a short pithy headline — 3-12 words. “Someone does something interesting
and relevant” or “Something will happen/has happened to someone”.

9 Include technical information and explanations as editor’s notes.
10 Provide 24/7 contact details. —

Bonus #1: Know the media you're sending your release to. Even better, know the
journalist, the stories they typically run and the topics they cover!

Bonus #2: Ask someone else to proofread your press release before you send it out.
A second pair of eyes will spot errors the writer is likely to have missed.

13 Sources of further information

Caroline Black, 2014, The PR Professional’'s Handbook. Powerful, practical
communications. Kogan Page.

John Foster, 2012, Writing skills for public relations. Style and technique for
mainstream and social media. Kogan Page.

The CIPR also holds courses on writing better press releases. More details can be
found here: https://www.cipr.co.uk/coursefinder

THANKS
Thanks to Stuart McBride Chart.PR, MCIPR and Caroline Black FCIPR
who contributed to this guide.

Last updated: 22 October 2017






