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[bookmark: _Toc215479394]Purpose 
Canberra Hospitals Foundation (CHF) is the endorsed charity for Canberra Health Services (CHS) and facilitates all donations, fundraising and sponsorship.
The purpose of this procedure is:
· to provide staff with information and correct processes for donations, fundraising and sponsorship and outline the role of CHF in managing these processes.
· to note that, in accordance with CHS policy, canvassing and hawking activities are not permitted.
· to inform staff on how fundraising and sponsorship activities conducted by staff within CHS are handled and are consistent with legislative requirements within the ACT.
· to ensure compliance with taxation arrangements.
· to outline proper management and administration of donations.
· to describe proper record keeping and auditing of accounts for donations; and
to outline how the public has access to information about donations.
This procedure aims to provide information for all CHS staff on how CHS facilities can be used for fundraising, sponsorship and promotional and educational purposes and how to arrange this use.
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All CHS staff carrying out fundraising and sponsorship activities will:
· seek advice from the CHF before establishing a fundraising event or any sponsorship arrangements. CHF will manage all fundraising proceeds for approved activities raised within the organisation through its bank accounts.
· seek written exemption and guidance from CHF to host fundraising events or activities on CHS property for any charity or cause that does not directly provide the funds raised to support CHS through CHF. Noting these activities on approval must be contained to staff areas only and excluded soliciting patients and visitors.
· return all fundraising proceeds to CHF; CHF will responsibly manage all donated funds through its records and banking processes.
· maintain proper records and accounts of activity and lodge all fundraising application forms and related documents with CHF.
· keep a record of all receipts, invoices and other recordings concerning costs and outgoings, payments received and donations.
· show the name of the benefitting organisation on advertising and disclose the appeal’s purpose or how the donations collected will be distributed or used.
· not permit organisations or foundations external to the CHF to adopt, or use the CHF name, address or logo as their own.
· not solicit donations for charities or causes external to CHF on CHS communication channels including social media, internal newsletters, and internal websites.
· not seek or receive personal benefit or be perceived to receive a personal benefit from donations.
· ensure that any nominated funding will benefit CHS and not an individual.
· ensure the activity is consistent with the values, corporate purposes and goals of CHS and the ACT Government.
· ensure the sponsorship, event or activity does not signal CHS endorsement or preference of the sponsor’s or donor’s product or service.
· ensure the event, activity or sponsorship does not involve relinquishing control of the direction of the proposed event or activity or ownership of the outcome.
· understand that corporate sponsorship or charitable donation cannot be considered from a supplier during a tender period where the supplier may be a bidder; and
· ensure goods or services provided would benefit CHS and be of the type of quality CHS requires.
· direct all enquiries in relation to donations, fundraising or sponsorship to CHF to manage.
Failure to comply with the above may result in CHS not meeting its legislative responsibilities pertaining to fundraising activities, which may be detrimental to donations that directly benefit CHS. Consequently, any failure by a CHS staff member to follow this procedure will be taken seriously and may result in disciplinary action and/or result in disciplinary action and possible criminal prosecution.
CHF will:
· respond to all enquiries from the public relating to all matters associated with fundraising, sponsorship and gift/donations enquiries in a timely manner.
· hold a fundraising licence under the Charitable Collections Act (2003) and Australian Charities and Not‑for‑profits Commission Act (2012).
· maintain a fundraising and donor management database. 
· maintain a Deductible Gifts Recipient (DGR) recognition program.
· maintain accurate copies of all sponsorship agreements.
· ensure all details of all income and expenditure are submitted with any grant or agreement with the ACT Government and legislatively required by and Australian Charities and Not‑for‑profits Commission (ACNC).
· report to the Chief Financial Officer (CFO) in relation to any instances where fundraising, sponsorship activities and where Gift Fund usage may contravene this procedure or the fundraising procedures.
· liaise with the relevant bank for all transactional matters.
· respect the privacy of the individuals of whom CHF collects, uses, discloses, and holds personal information. CHF will maintain a Privacy Policy that is based on the Australian Privacy Principles contained in the Privacy Act 1988 (Cth).
· provide advice where necessary on the implementation of this policy and the fundraising procedures.
· advise the relevant Executive of all sponsorships that affect their area at the outset of formal negotiations.
· deposit proceeds of donations as soon as practicable; and
· seek to recognise donors for their voluntary financial contributions to CHS and to ensure consistent, appropriate and adequate acknowledgement.
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This document applies to all staff members across the CHS Network, CHF and any external body/organisation who wishes to donate/sponsor or fundraise in support of CHS.
CHS Network includes the inpatient facilities at Canberra Hospital, Clare Holland House, North Canberra Hospital, and University of Canberra Hospital and community-based services.
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CHS receives donated equipment and funds through CHF for the purchase of equipment, to support programs, research and refurbishments to areas across CHS. 
The acquisition of all goods must comply with the purchasing principles of the Government Procurement Act 2001, Government Procurement Regulation 2007, Government Procurement Amendment Regulations 2009 (No 1), which applies to expenditure on all public monies including capital funds, operating funds, special purpose account funds and 
Donation of a piece of equipment or comfort item is known as an ‘in-kind’ donation.
A donation of funds if deemed for a specific purpose must be used for that intended purpose in accordance with the Charitable Collections Act 2003 and Australian Charities and Not for Profits Commission (ACNC). 
Acceptance of donations/gifts are managed by the CHF
· CHS staff should refer the donor to CHF by calling the CHF office on (02) 5124 3542 or emailing hello@chfoundation.org.au. 
· CHF will ensure in accepting a donation, that it be treated in accordance with the donor’s wishes. Generally, donations should produce a benefit, or facilitate a specific health objective or activity, such as research. 
· A donation must be unconditional. The donor must not receive any material benefit or advantage. The receiving of a donation by CHF or CHS staff must not involve the granting or acceptance of any favours for personal gain or cause a conflict of interest. 
· An offer of a donation of equipment must not be agreed or accepted until CHS procurement guidelines and policy are checked and met. CHF should be contacted to manage donations of equipment.
· An offer of a donation of comfort items in support of all areas of CHS must be processed by CHF to ensure the CHS Infection Prevention & Control Procedure and health & safety risk assessments are upheld. 
· In addition, the staff of CHF, on behalf of CHS, have the right to decline a donation. The circumstances where this might occur would include: 
· if it is considered that the donation cannot be used effectively for its intended purpose, for example the gift is for capital expenditure that is not supported by CHS.
· if the purpose of the donation is not in keeping with Infection Prevention & Control Procedure, for example soft furnishings or second-hand children’s soft toys.
· if there would be ongoing costs associated with the donor’s desired use of the donation that CHS cannot support, for example ongoing maintenance or memberships fees.
· if the nature of the donation or conditions attached to it, places an unreasonably financial or physical burden on it or where such a donation poses a health and safety risk to CHS or CHF volunteers or employees, for example toys with long cords or containing button batteries. 
Ethics
All reasonable attempts should be made to ensure that the donation of money or a gift is used for the purpose for which it was intended. Exceptions to this rule should only apply where:
· the use of the donation or gift is not specified by the donor (i.e., non-specific or untied donation). 
· CHF has had to decline a donation/gift due to the constraints placed on the donation/gift (i.e., unreasonable expectation of a benefit or advantage to the donor); or, in the case of research, the research to be supported does not have approval from CHS Ethics.
· the donation or gift cannot be accepted in accordance with the donor’s wishes (e.g., is contrary to best medical practice), whereby reasonable attempts should be made with the donor to renegotiate a suitable purpose for the donation/gift.
Process
· CHS staff should contact CHF, or provide the enquirer with the CHF contact details, to any patient who enquires about donating or an opportunity to thank CHS. CHF contact is by phone (02) 5124 3542, or by email hello@chfoundation.org.au. They can also be directed to the CHF website: https://www.canberrahospitalfoundation.org.au/.
· CHF will notify the receiving business unit of the proposed donation.
· Donation of equipment:
· CHF, on advice that a piece of equipment will be donated to CHS, will notify Healthcare Technology Management (HTM), and if necessary, the Health Technology Advisory Committee (HTAC), to enable assessment and ascertain its compliance with CHS’ requirements prior to accepting the donation.
· CHF is also required to notify CHS Procurement of all ‘in-kind’ equipment donations for assessment purposes to determine ongoing maintenance costs, and for recording as a donation on the Assets Management Register.
· All recurrent costs associated with service contracts and maintenance need to be met by the receiving unit and these costs must be identified and approved by an appropriate delegate (Business Manager, Executive Director etc) before accepting the equipment.
· For monetary donations:
· the business unit will be notified and should follow CHF Funding Application guidelines for release of donated funds on the CHS intranet at Canberra Hospitals Foundation.
· The business unit receiving the donation through an approved Funding Application is responsible for the procurement process and must follow the Government Procurement Act 2001 and the CHS Procurement Toolkit.
· CHF is required to sight evidence that the appropriate procurement process has been undertaken before releasing any funds through the final stage of Funding Application process, namely provision of an Acquittal Form. Funding Application forms are all available on CHS intranet at Canberra Hospitals Foundation.
· For in kind donations:
· the business unit will be notified and should follow CHF Funding Application processes for use of the in-kind donation.
Donor Recognition
· A letter acknowledging the donation and confirming how the money is to be applied will be forwarded to the donor, from CHF, along with a receipt and other appropriate recognition as set out in CHF Donor Stewardship Program. 
· Donations of a significant size and generosity warrant special acknowledgement.
· The naming of spaces is a means of publicly acknowledging the generosity of benefactors. Whilst there may be an expectation of specific acknowledgement in the minds of benefactors, the naming of spaces is not a negotiated pre-condition of any donation.
· On notification from a benefactor to CHF, of the intention to make a large donation, the CEO, CHS will make a recommendation to the Minister regarding the naming of an appropriate space. The Minister will make all final decisions regarding the acceptance.
· In making a recommendation to the Minister regarding naming rights, the CEO CHS will ensure that:
· the naming of spaces is consistent with the character of the hospital and the location.
· signage is consistent with the design of the building; and
· the naming of spaces and the mechanism of their naming is consistent with any current government policy regarding donations and sponsorship.
· Where the operational needs lead to a change in the use of a particular named space, making it an unsuitable or inappropriate space to acknowledge the benefactor, the benefactor will be consulted where possible and a new recommendation made to the Minister.
· Naming applies only to individually designated spaces within CHS. The individual hospital cannot attract donor recognition.
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The CHF is responsible for the governance and oversight of all fundraising and sponsorship activities within CHS and holds and manages the fundraising licence as a registered charity with Australian Charities and Not for Profits Commission (ACNC).  
All fundraising activities within CHS must comply with the obligations imposed by sections 30-125, 30-160 and 30-228 of the Income Tax Assessment Act (1997), A New Tax System (Goods and Services Tax) Act (1999), Australian Charities and Not for Profits Commission Act 2012, Charitable Collections Act (2003), and the Lotteries Act (1964), Privacy Act 1988, Privacy Amendment (Enhancing Privacy Protection) Act 2012, ACT Information Privacy Act 2014 and operate within International Statement of Ethical Principles of Fundraising, and FIA code, Fundraising Institute of Australia, 1 June 2018.
CHF’s registration with the Australian Charities and Not-for-profits Commission (ACNC) authorises the type of fundraising activities to be conducted by CHF staff including:
· Personal collections
· Telephone collections
· Written appeals
· Internet collections
· Collection bins
· Recycling program
· Fetes, fairs
· Open days
· Golf days
· Race days
· Food markets
· Sporting days
· Fashion parades
· Fundraising dinners
· Appeals
· Children’s events
· Merchandising.
Record Keeping
· The Fundraising Act (1998) prescribes the maintenance of proper records and accounts of activity. All fundraising application forms and related documents must be lodged with CHF at hello@chfoundation.org.au. 
· A record must be kept of the total amount of money received from the sale of raffle tickets as well as the value of the prizes and retained for seven years after the draw. Raffle ticket butts must be kept for three months after the draw, after which time they may be disposed of.
· All receipts, invoices and other records concerning costs and outgoings, payments received, and donations must also be kept, as per the Corporate records Policy on the CHS intranet at  Corporate Records Management Program
Marketing, Advertising and Communications
· Advertising must show the name of the benefiting organisation and should disclose the appeal’s purpose or how the donations collected will be distributed or used.
· Organisations or Foundations external to CHF are not permitted to adopt, or use the CHF name, address or logo as their own.
· Will not solicit donations for charities or causes external to CHF on CHS communication channels including social media, internal newsletters, and internal websites.
Management of Deductible Gift Recipient (DGR) Status
Obligations
DGR status imposes certain obligations to the endorsed entity including:
· the maintenance of a gift fund 
· advising the Commissioner of Taxation when entitlement to endorsement ceases
· inclusion of all relevant details on receipts 
Donation types
A deductible donation may be money or property that is covered by one of the following donation types:
· minimum of $2 or more
· property of less than $5,000[footnoteRef:1] [1:  Covers gifts of property values by the ATO at more than $5,000 regardless of when or how the property was acquired. ] 

· property greater than 12 months[footnoteRef:2] [2:  Covers gifts of property purchased by the donor during the 12 months before making the gift. As well as physical things, gifts include rights and interests that are capable of ownership and have a value. ] 

· trading stock disposed of outside the ordinary course of business
It is anticipated that vast majority of donations will be in the form of money. 
General DGR enquiries
Telephone Enquiries: (02) 5124 3542
Email enquiries: hello@chfoundation.org.au 
In person: 	CHF shopfront, Level 2, Building 3 
By mail: 	Canberra Hospitals Foundation
PO Box 11 
WODEN ACT  2606
Donation Register
Donations, funding applications and donor details are managed by CHF staff. This information is used strictly for this purpose.  
CHF will respect the privacy of the individuals of whom CHF collects, uses, discloses, and holds personal information. CHF will maintain a Privacy Policy that is based on the Australian Privacy Principles contained in the Privacy Act 1988 (Cth). CHF’s Privacy Policy can be accessed at  https://www.canberrahospitalfoundation.org.au/privacy 
Tax Treatment
As DGR donations are gifts, there is no supply for consideration and therefore they are not subject to GST. 
Process
· Any staff wishing to fundraise for their area must first contact the CHF via phone on          (02) 5124 3542 or email hello@chfoundation.org.au. 
· A ‘CHS Staff Request to conduct Fundraising activity form (Attachment 1) must be completed and returned to CHF staff prior to the commencement of any fundraising activities. This form is also available from the CHF office and on the Canberra Hospital Foundation site via the CHS Intranet https://actgovernment.sharepoint.com/sites/Intranet-CHS/SitePages/Canberra-Hospital-Foundation.aspx. 
· Any staff wishing to hold a raffle, will need a permit. CHF will lodge an application form with the ACT Gambling and Racing Commission, together with the relevant determined fee (dependent on monetary value of prizes). 
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Sponsorships are managed by CHF. Any charitable sponsorships directed to CHS need to ensure that CHS achieves its stated objectives and that all parties fulfil their agreed responsibilities.
The extent of acknowledgement should reflect the level of sponsorship; and although sponsorship agreements may provide exposure of the sponsor’s corporate logo or name, the written agreement must not endorse or recommend any product or service. 
Furthermore, staff may not be involved in marketing commercial products of sponsors.
CHS staff should not actively recommend or endorse a product or service and no statement in the sponsor’s advertising should imply that a product or service is recommended or endorsed by CHS.
CHF will ensure that any charitable sponsorship complies with relevant national and local jurisdiction legislation, the needs as agreed by CHS, procurement regulations and is held to ethical and fundraising codes of practice. CHF will ensure that any public recognition such as naming rights, visual displays or campaign with charitable sponsorship is with the agreement of CHS. 
CHS staff have an obligation to report the benefits and outcomes of charitable sponsorships to CHF as a condition of receipt of funding. CHF may organise promotion and marketing to acknowledge charitable sponsors, share benefits of the donation with the public and procure testimonials with consent of participants and CHS executives.
The Australian Taxation Office (ATO) defines a ‘sponsorship arrangement’ to mean the receipt of monetary support for a fundraising activity, and in return, you provide advertising, signage, naming rights or other benefits to your sponsor.
· CHS recognises that sponsorship can be a legitimate means of:
· Promoting our corporate image.
· Fostering community, corporate or business relationships.
· Positioning CHS as a good corporate citizen in the community. 
· Communicating messages to defined audiences; and 
· Demonstrating a commitment to a particular goal or cause.
· CHS acceptance of sponsorship will not involve explicit endorsement of the sponsor or sponsor’s products.
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· CHF is responsible for the governance and oversight of all fundraising and sponsorship activities within CHS and holds and manages the fundraising licence under the Charitable Collections Act (2003) and Australian Charities and Not for Profits Commission (ACNC).Staff who would like to use facilities at CHS for fundraising activities should contact CHF in the first instance via email hello@chfoundation.org.au; CHF will then make contact with the Client Services Unit for approval of use of space.
· CHF will seek appropriate clearance for fundraising activities to occur and liaise with area executives and, if appropriate, the Chief Operating Officer (COO) or CEO to gain appropriate clearance.
· The use of CHS facilities is prioritised accordingly:
· CHS purposes including health promotions and media launches.
· Promotion and education of health issues.
· Fundraising efforts where monies raised are to be directed to areas within CHS.
· Sponsors who have entered into a sponsorship arrangement/agreement with CHS, with the sponsorship agreement clearly identifying how often the use of CHS facilities is agreed on, and an end date for renegotiation.
· Use of CHS areas by non-profit organisations for public relations or fundraising initiatives that are directed to their own cause in general or compete with the retail outlets are not permitted.
· The areas are not to be used for:
· commercial display and advertising purposes.
· external media events and event launches.
· external fundraising purposes.
· Exceptions for special circumstances: 
· A letter of appeal can be written to the CEO CHS, to ask for access to facilities in special circumstances, in particular when a group does not meet the above criteria. 
· Users of these areas are:
· responsible for liaising with CHF to gain approval for use of the area.
· responsible for set up, clearing away and clean-up of these areas after use.
· to refer to information on Emergency, Security & Fire Safety on the CHS Intranet.
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CHS is committed to creating and maintaining an environment for patients, visitors and employees which is professional, client responsive, safe and free of any form of hawking or canvassing by inappropriate soliciting of a business, product or service. 
Vendors will not canvas or solicit their business or engage in hawking activities at any CHS facility site without the prior written approval of the Chief Executive Officer (CEO).
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Donations
Outcome 
· All procurements funded through donations are to comply with and be measured against the:
· Charitable Collections Act 2003
· Australian Charities and Not‑for‑profits Commission Act (2012).
· Government Procurement Act 2001
Measure
· CHF will evaluate and provide a report of all charitable donations bi-monthly to CHF Board and CHS CEO in the role of Ex-Officiary member of the CHF Board.
Fundraising and Sponsorship
Outcome 
· Fundraising and sponsorship activities will meet legislative requirements.
Measure
· CHF Staff will monitor compliance with this procedure and report any known breaches or compliance issues, bi-monthly to the CHF Board and CHS CEO in the role of Ex-Officiary member of the CHF Board.
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Policies
Procurement Toolkit
Canberra Hospitals Foundation Ethical Fundraising Policy (available by contacting hello@chfoundation.org.au)
Canberra Hospitals Foundation’s Privacy Policy: available via the CHF website https://www.canberrahospitalfoundation.org.au/privacy
Canberra Hospitals Foundation Funding Application Policy & Procedure (available by contacting hello@chfoundation.org.au)
Legislation
Charitable Collections Act 2003
Government Procurement Act 2001
Income Tax Assessment Act (1997)
A New Tax System (Good and Services Tax) Act (1999).
Australian Charities and Not‑for‑profits Commission Act (2012).
Lotteries Act (1964).
Disciplinary provisions of the Public Sector Management Act (1994).
Crimes (Offences against the Government) Act (1989).
Territory Records Act (2002).
Freedom of Information Act (1989).
Privacy Act 1988, Privacy Amendment (Enhancing Privacy Protection) Act 2012
ACT Information Privacy Act 2014 
Ethical Principles and Code
International Statement of Ethical Principles of Fundraising 
FIA code, Fundraising Institute of Australia, 1 June 2018 
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GiftPack for Deductable Gift Recipient & Donors (ATO Pub. NAT 3132-12.2007).
Non-Profit organisation and fundraising (ATO Publ. NAT 13095-03 2005).
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· Canvassing: means process where a person talks to people and tries to persuade them to vote for a political party, support an idea or buy a particular product.
· Fundraising: involves activities conducted to fund additional medical equipment, improve facilities and conduct research, in accordance with relevant legislation, with funds raised used for their specific intended purpose.
· Hawking: meaning a process where a vendor or person sells goods, items or services from a public place.
· Personal information: this procedure applies to all personal information, related to donors, prospective donors, sponsors and fundraisers, held by the CHF staff regardless of the format in which the information is held (e.g. paper, electronic, verbal, etc).
· Sponsorship: is the negotiated provision of funds, goods or services to CHS in exchange for publicity, advertising or other benefits. Sponsorship does not include:
· The selling of advertising space (commercial arrangement).
· Joint ventures.
· Grants; and
· Unconditional gifts, donations, bequest or endowments.
· Vendor: means an employee of a third party contracted to provide a service on-site at any CHS location.
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Donations, donated, donate, sponsorship, sponsor, fundraising, Canberra Hospitals Foundation, equipment, gift, north.
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Attachment 1 Canberra Health Services Request to Conduct Fundraising Activity
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Canberra Health Services Staff – Request to Conduct Fundraising Activity
The Canberra Hospitals Foundation is very appreciative of your fundraising efforts and understands how important fundraising is, not only for raising money or seeking in kind donations but also for bringing the community together. 

There are a number of legislative requirements in place regarding fundraising in the ACT. Canberra Hospitals Foundation is a registered charity with the Australian Charities and Notforprofits Commission (ACNC) and exclusively supports Canberra Health Services.

It is important for all staff or area wishing to undertake a fundraising activity to fill out the attached form and return it to the Canberra Hospitals Foundation prior to commencing any fundraising activity. At the conclusion of your fundraising, all money that has been raised must be taken to the Canberra Hospitals Foundation office to enable appropriate reporting and receipting. 

If you wish to fundraise for a specific item or area, an application for support may be required. These forms can be found on the Canberra Hospital Foundation site via the CHS HealthHub https://actgovernment.sharepoint.com/sites/Intranet-CHS/SitePages/Canberra-Hospital-Foundation.aspx.

You must seek written exemption from CHF to host fundraising events or activities as a representative of CHS-on-CHS property for any charity or cause that does not directly and immediately support CHS through CHF. CHS staff must not solicit patients or visitors to CHS for fundraising other than CHF approved activities. CHS staff may fundraise for other charities and causes privately within their staff room area or to friends and family outside of working hours and away from CHS property. 

Please contact the Canberra Hospitals Foundation staff with any queries on (02) 5124 3542. 
Forward completed form to: Canberra Hospitals Foundation, Level 2, Building 3, Canberra Hospital or to hello@chfoundation.org.au. 


Request to Conduct fundraising Activity on behalf of Canberra Health Services

Name of area wishing to fundraise: 	

Contact person within area: 	

Contact phone number: 	

Contact email: 	

Type of fundraising (raffle, cake stall): 	

Date fundraising to be held: 	

Will this activity be supporting Canberra Hospitals Foundation? Y /N            If no, please provide name of organisation 	


[bookmark: _Hlk206058390]Purpose of fundraising (what the money is to be used for): 	

	

Please note a confirmation letter stating whether your fundraising activity has been approved will be sent with a 2-week period. Please allow sufficient time for this process.

Canberra Hospitals Foundation Office Use Only

Approved:							Date:
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