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[bookmark: _Toc495478625]QUICK REFERENCE GUIDE

This policy must be followed in full when developing or reviewing and amending Trust procedural documents.

For quick reference the guide below is a summary of actions required. This does not negate the need for the document author and others involved in the process to be aware of and follow the detail of this policy.

1.  The Trust has chosen to support principally one charity – Portsmouth Hospitals Charity.

2.	Staff MUST liaise with the Fundraising Team on all fundraising matters.

3.	When seeking to raise funds for a charity other than Portsmouth Hospitals Charity, staff MUST liaise with the Fundraising Team prior to any event planned.

4.	If in any doubt, staff should contact the Fundraising Team on QAH Ext 5190.



























1. [bookmark: _Toc315242545][bookmark: _Toc315242620][bookmark: _Toc315242876][bookmark: _Toc315243024][bookmark: _Toc495478626]
 INTRODUCTION

In a climate of considerable financial restraint, Portsmouth Hospitals NHS Trust needs to ensure that the NHS Charity is fulfilling its potential and maximising income to support the hospital.  There can be confusion across the site with many different charities being active.

The Trust’s charity is Portsmouth Hospitals Charity (this includes the Rocky Appeal).

2. [bookmark: _Toc315242546][bookmark: _Toc315242621][bookmark: _Toc315242877][bookmark: _Toc315243025][bookmark: _Toc495478627]PURPOSE

[bookmark: _Toc315242547][bookmark: _Toc315242622][bookmark: _Toc315242878][bookmark: _Toc315243026]To ensure that the Trust environment is consistent, welcoming and supportive to staff, patients and their families.

To protect the Trust, its staff and patients from the risks associated with fundraising activity by multiple charities.

To ensure that our wards, services and research derive maximum benefit from those seeking to support us. Individuals, companies and organisations that make donations and fundraise in support of the NHS Hospital, its wards, services or research should have total confidence that their gift is received and managed in line with their wishes and in accordance with best practice and charity law. The Portsmouth Hospitals Charity (the Charity) exists solely for the benefit of the NHS, its patients, staff and visitors. 

3. [bookmark: _Toc495478628]SCOPE

All managers and staff working directly or indirectly for the Trust must comply with this policy.

In the event of an infection outbreak, flu pandemic or major incident, the Trust recognises that it may not be possible to adhere to all aspects of this document. In such circumstances, staff should take advice from their manager and all possible action must be taken to maintain ongoing patient and staff safety.

4. [bookmark: _Toc315242548][bookmark: _Toc315242623][bookmark: _Toc315242879][bookmark: _Toc315243027][bookmark: _Toc495478629]DEFINITIONS

N/A.

5. [bookmark: _Toc315242549][bookmark: _Toc315242624][bookmark: _Toc315242880][bookmark: _Toc315243028][bookmark: _Toc495478630]DUTIES AND RESPONSIBILITIES

The Fundraising Team is responsible for working with Trust staff in respect of fundraising activities within the Trust.

Staff are responsible for informing the Fundraising Team of any planned fundraising events or activities, as well as conducting any Fundraisng activities in accordance to this policy.


6. [bookmark: _Toc315242550][bookmark: _Toc315242625][bookmark: _Toc315242881][bookmark: _Toc315243029][bookmark: _Toc495478631]PROCESS

In order to provide a transparent and co-ordinated approach, the Trust asks that Portsmouth Hospitals Charity is made aware of all charitable activity on Trust premises and externally, including activities of all other charities as follows:

Any person or organisation wishing to make a donation, gift in kind or to fundraise for  Portsmouth Hospitals should be directed to the Charity.

Staff MUST contact the Fundraising Department before initiating any fundraising activity in order to gain the Charity’s full support and expertise.  The Charity can then offer the use of marketing, promotional materials and design skills before, and during, the fundraising activities.

It is asked that no fundraising for external charities is carried out on PHT sites by staff with exception to our partnering charities (a list of these charities can be provided by the Fundraisng Team).  Staff wishing to promote their own fundraising (for a charity other than Portsmouth Hospitals Charity) must seek the approval of the hospital Charity before starting any such activity.  The Trust is focusing its efforts on supporting its own Charity (Portsmouth Hospitals Charity) to maximize the benefits to the Trust and its patients, visitors and staff. It is also important to have a consistent and united message throughout the Trust.   

The Charity MUST be made aware of donations, legacy enquiries or gifts to the hospital.  This is to ensure that donations are officially receipted through the Charity and donor details are captured on the Charity database for future purposes (in accordance with the current Data Protection legislation).

Any enquiries from other charities regarding access to the Trust estate or its communication channels in order to fundraise or promote their services MUST be directed to the Charity for prior approval.

Some charities have a long standing and close relationship with the hospital. The Trust will continue to support their activities on the estate (a list of these charities can be provided by the Fundraising Team).

Additionally, some major national fundraising events will continue to be supported during the period of their appeal only, at the discretion of the Charitable Funds Committee.

Other external charities that support and benefit the Trust will be allowed access to the Trust site and can carry out fundraising activities with the prior agreement from the Charitable Funds Committee before doing so.

Any queries over fundraising activities should be directed to the Fundraising Team.

The Trust will permit promotional materials from other charities regarding healthcare services in support of patients with the prior authorisation of the Trust management, but any direct appeals or fundraising mentions within these materials will not be permitted.  Concerns over this are to be directed to the Fundraisng Office.

The Fundraising Office can be contacted on QA Ext 5190.

7. [bookmark: _Toc315242551][bookmark: _Toc315242626][bookmark: _Toc315242882][bookmark: _Toc315243030][bookmark: _Toc495478632]TRAINING REQUIREMENTS

Staff should contact the Fundraising Team for any queries, advice or support on any fundraising activity within the Trust.


8. [bookmark: _Toc315242552][bookmark: _Toc315242627][bookmark: _Toc315242883][bookmark: _Toc315243031][bookmark: _Toc495478633]REFERENCES AND ASSOCIATED DOCUMENTATION

N/A




9. [bookmark: _Toc315242553][bookmark: _Toc315242628][bookmark: _Toc315242884][bookmark: _Toc315243032][bookmark: _Toc495478634]EQUALITY IMPACT STATEMENT

[bookmark: _Toc314731125]Portsmouth Hospitals NHS Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services to the public and the way we treat our staff reflects their individual needs and does not discriminate against individuals or groups on any grounds.

This policy has been assessed accordingly

Our values are the core of what Portsmouth Hospitals NHS Trust is and what we cherish.  They are beliefs that manifest in the behaviour displayed by our employees in the workplace. 

Our Values were developed after listening to our staff.  They support the Trust inits vision to be the best hospital, providing the best care by the best people and ensure that our patients are the focus of everything that we do.

We are committed to promoting a culture founded on these values.:

Respect and dignity
Quality of care
Working together
Efficiency

This policy should be read and implemented with the Trust Values in mind at all times.
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10. [bookmark: _Toc411501792][bookmark: _Toc495478635]MONITORING COMPLIANCE WITH PROCEDURAL DOCUMENTS

	Minimum requirement  to be monitored
	Lead
	Tool
	Frequency of Report of Compliance
	Reporting arrangements
	Lead(s) for acting on Recommendations

	Fundraising activity to be managed by the Fundraising Team
	Fundraising Manager
	Database, Ledger
	 Bi-Monthly
	Policy audit  report to:
· Charitable Funds Committee
	Fundraising Manager

	Donations, legacies and gifts to be directed through the fundraising office
	Fundraising Manager
	Database, Ledger
	 Bi-Monthly
	Policy audit  report to:
· Charitable Funds Committee
	Fundraising Manager




This document will be monitored to ensure it is effective.
   

[bookmark: _Toc205881304][bookmark: _Toc315243034].


































[bookmark: _Toc495478636]EQUALITY IMPACT SCREENING TOOL
To be completed and attached to any procedural document when submitted to the appropriate committee for consideration and approval for service and policy changes/amendments.

	Stage 1 -  Screening 

	
Title of Procedural Document: Fundraising Policy


	Date of assessment
	14th September 2017
	Responsible Department
	Fundraising

	Name of person completing assessment
	Victoria Greenshields
	Job Title
	Fundraising Manager

	Does the policy/function affect one group less or more favourably than another on the basis of :

	
	Yes/No
	Comments

	· Age
	NO
	

	· Disability
Learning disability; physical disability; sensory impairment and/or mental health problems e.g. dementia
	NO
	

	· Ethnic Origin (including gypsies and travellers)
	NO
	

	· Gender reassignment
	NO
	

	· Pregnancy or Maternity
	NO
	

	· Race
	NO
	

	· Sex
	NO
	

	· Religion and Belief
	NO
	

	· Sexual Orientation
	NO
	

	If the answer to all of the above questions is NO, the EIA is complete. If YES, a full impact assessment is required: go on to stage 2, page 2

	
	

	More Information can be found be following the link below

www.legislation.gov.uk/ukpga/2010/15/contents


	
	

	Stage 2 – Full Impact Assessment

	What is the impact
	Level of Impact
	Mitigating Actions
(what needs to be done to minimise / remove the impact)
	Responsible Officer

	 
 























	






 
	







	













	Monitoring of Actions

	The monitoring of actions to mitigate any impact will be undertaken at the appropriate level

Specialty Procedural Document: 	Specialty Governance Committee
Clinical Service Centre Procedural Document:	Clinical Service Centre Governance Committee
Corporate Procedural Document:	Relevant Corporate Committee

All actions will be further monitored as part of reporting schedule to the Equality and Diversity Committee
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