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Introduction 
This Fundraising Made Possible: Raising Funds Together, A Facilitatorôs 

Manual (ñthe Manualò) supports the training of teachers and other 

stakeholders within schools on topics related to fundraising and financial 

management. The goal is to support shared responsibility for the 

implementation of school-based fundraising activities and other youth-led 

initiatives in the Western Balkans (referred to as the ñW6ò: Albania, Bosnia, 

Herzegovina, Kosovo, North Macedonia, Montenegro and Serbia). To meet 

workshop outcomes, the facilitator should thoroughly review the companion 

document to this Manual, a Fundraising and Financial Management Guide 

entitled Fundraising Made Possible: A Guide for the Future, Guide to School-

based Fundraising and Financial Management (ñThe Guideò) before planning 

to facilitate workshops outlined in The Manual.  

Facilitators should expect questions about the content of the workshops and 

be prepared to be flexible in their planning by incorporating feedback prior to 

and during workshop facilitation. Trainees (referred to as ñparticipantsò) 

should be aware of their responsibility to work with other participants and 

should be informed of expectations regarding the time and dedication it will 

take to actively participate in workshops as adult learners. 
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Reflecting on the Principles of Adult Education 
The ideal team player in an adult learning setting is willing to share their learning needs, while being mindful of the learning 

needs of participants within the larger group. They demonstrate a desire to listen, reflect on, and contribute to the learning 

of others as well as their own learning. It is assumed that adults ï unlike younger students or children who may need 

additional support ïhave all the necessary skills to be active and respectful participants in a learning community. However, 

sometimes it is necessary at the outset of a training activity to ensure that the tone is set for the overarching expectations 

that will act as guiding principles for adults in the learning space.  

Basic Principles of Adult Education 
The basic principles of adult education are succinctly outlined below in Figure 1.0 Adult Education: Participant and 

Workshop Needs to help trainers and trainees understand the specific expectations, actions and results that stem from 

tailoring the learning space for adult learning. It also helps to highlight the ways in which adult learnersô needs can be 

satisfied through thoughtful and careful planning that accounts for their individuality and experiences. 

Figure 1.0 Adult Education: Participant and Workshop Needs 

 

Workshop Participant

Ability to provide frequent and direct feedback, and 
time alloted for reflection

Experiences are acknowledged and used to inform 
content

Everyone feels respected and sees the learning as 
valuable

Facilitation style is diversified to address multiple 
learning styles

Differences are recognized and acknolwedged with 
use of written material, speech and humor

Goals for the training are visible and are clear
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Module Highlights 

Module 1: 

 Introduction to 

Fundraising and 

Financial 

Management 

Format: 3 Activities Total Time: 4 Hours 

Module 1: Introduction to Fundraising and Financial Management supports participants to build a 

working understanding of fundraising and financial management. Further, it sets the tone for the 

development of a respectful and caring adult learning community. 

Module 2: 

Developing a 

Fundraising 

Blueprint 

Format: 2 Activities Total Time: 4 Hours 

Module 2: Developing a Fundraising Blueprint explores the various ways fundraising benefits 

students, their school, their immediate communities and other social groups and communities. 

Activities support participants in developing a draft plan for fundraising in their own communities. 

Additionally, this module covers the themes of organization and planning of various activities that 

would be a good fit for both school-based and student-led fundraising.  

Module 3: 

Determining 

Guiding Principles 

Format: 2 Activities Total Time: 3 Hours 

Module 3: Determining Guiding Principles supports participants in understanding the importance of 

fundraising that is carefully planned and is inclusive. This module encourages participants to 

determine how social justice principles and human rights can be woven into fundraising efforts.  

Module 4: 

Exploring Principles 

of Financial 

Management and 

Accountability 

Format: 2 Activities Total Time: 3 Hours 

Module 4: Exploring Principles of Financial Management and Accountability directly addresses the 

concepts of responsibility, due-diligence, and financial control in relation to fundraising. Additionally, 

the module builds on content from previous modules and helps participants see themselves in the 

role of volunteer and facilitator to support initiatives that align with the principles and purposes for 

public education within the W6. 

Module 5: 

Identifying Funding 

Sources and 

Community Support 

Format: 1 Activity Total Time: 1 Hour, 30 Minutes 

Module 5: Identifying Funding Source and Community Support helps participants to solidify ideas 

about what it means to collaborate and secure strategic partnerships. The module will expand initial 

thinking about topics covered in Module Two by supporting participants in documenting ideas about 

third party contributions (e.g. RYCO, CSOs and NGOs). 

Module 6: 

Defining Roles for 

Leadership and 

Support 

Format: 2 Activities, Celebratory Event Total Time: 2 Hours, 30 Minutes* 

Module 6: Defining Roles for Leadership and Support is focused on increasing participantsô 

understanding of leadership and the importance of fundraising support. The overall purpose is to 

support participants in gathering documentation that they can bring back to their respective 

fundraising groups, while brainstorming ideas about who would be involved in a fundraising group 

and how they would contribute. (*Additional time allocated for a celebratory event to mark the 

conclusion of the workshops.) 
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Format of Modules 
Each module is set up in the same easy to use format and begins with a section titled, At A Glance. This section provides 

an overview of what will be covered within the specific modules, and contains the following sub-headings that align the 

modules with the overarching theme of fundraising and financial management: 

¶ Module Theme ¶ Module Purpose ¶ Overall Learning Outcomes 

In addition, the activities associated with each module will have complementary group and individual tasks and include 

notes for facilitators. The associated activities for each module align with the theme introduced at the beginning of the 

module, and clearly outline the: Activity Goal(s), Materials, Time, Facilitation Instructions, Notes to the Facilitator and 

Participant Actions. Notes to the Facilitator sections contain important information and/or tips that will help the trainer 

facilitate the varied activities. Additionally, each module contains slides and/or pictures that can be reproduced.  

Companion Resource 
The Fundraising and Financial Management Guide entitled Fundraising Made Possible: A Guide for the Future, Guide to 

School-based Fundraising and Financial Management (ñThe Guideò) is designed to be used in conjunction with this 

Facilitatorôs Manual. 

Organization of Workshops and Options for 
Training 
There are various options for facilitating the workshops. They can take place during professional development activities, 

after school, online or at another agreed upon meeting time and space. The most important consideration for the facilitator 

is that he or she must plan, design and facilitate the workshops in a format that is responsive to their audienceôs varied 

learning styles, experiences and understanding of shared responsibility on fundraising and financial management.  

Workshop Sequence of Events: Plan, Design and 
Facilitate 
Found below, the Workshop Sequence of Events Illustration is outlined to demonstrate the key ways a facilitator may want 

to work through the three key stages of workshop facilitation for fundraising and financial management. Initially the planning 

stage may be considered as the foundational step for the next two stages which include design and facilitation of the 
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workshops. The illustration works to clarify ways in which trainers and volunteers alike can collaboratively plan, design, and 

introduce each module associated activities. 

Figure 1.1 Workshop Sequence of Events Illustration 

 

Implementing a Planning Checklist 
Use of a planning checklist (Appendix A: Planning Sample Checklist) will ensure that volunteers in charge of organizing 

the workshops have a flexible methodology that modelôs accountability and also provides a sequential format for task 

completion. Please note that here the terms module and workshop are used interchangeably, as the modules are facilitated 

in a workshop format. An ideal planning checklist will cover the following fundamental areas: 
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Figure 1.2 Basics of a Planning Checklist for Fundraising and Financial Management Workshop Facilitation 

Participants ¶ Selected 

¶ applicable information sent 

¶ contact information documented 

Accessibility and 

Inclusion 

¶ determine in what ways the venue is accessible to those who may have accessibility 

challenges (e.g. sight, mobility, hearing) 

¶ ensure measures are taken to ensure workshops are as accessible as they can be given 

the venue location 

Resources ¶ secure workshop funding 

¶ gather applicable materials 

¶ contact and secure third-party contributors and stakeholders 

¶ contact sponsors if applicable 

Logistics ¶ secure a venue, equipment needed, food and beverages 

¶ purchase supplies needed 

¶ conduct a pre-workshop assessment of venue 

¶ ensure there is space for large (between 20-100) and small group meetings (under 50) 

¶ post signs where participants can locate, food, beverage and workshop location(s) 

¶ access information on how to adjust lighting, heating, audio and technological devices 

Workshop 

Materials 

¶ prepare printed or digital copies of handouts, activity/task sheets for facilitators and 

participants 

Documentation ¶ determine the ways in which documentation will be gathered 

¶ document the event, including challenges and opportunities for improvement 

¶ ensure there is a visible and accessible method of gathering participant feedback 

Accountability ¶ determine how participantsô accountability will be exemplified and measured 

¶ determine how facilitator accountability will be measured and noted for recognition 

Guiding Principles ¶ decide and plan for how the guiding principles of the program will be highlighted and posted 

in individual workshops and within the broader location/venue 

Communication ¶ determine how the participants will be contacted during the facilitation of the workshop 

modules (e.g. in case of emergencies, cancellations etc.) 

Emergency 

Management 

¶ locate and document information for services that may be needed in the event of an 

accident, medical or other emergencies 

Data Collection 

and Security 

¶ ensure there is a way to secure any data that contains participantsô personal information 

¶ have a plan for how that information will be stored and for how long 
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Module 1: Introduction to Fundraising and Financial 
Management 

At A Glance 

Module Theme 

The theme for Module 1 is team building. 

Module Purpose 

The purpose of the first module is to introduce participants to the training program, and support them 

in getting to know one another, while also building a sense of community within the training group. 

This is also an opportunity to review the content with participants, and to gather their feedback. 

Overall Learning Outcomes 

The activities for Module 1 will work to ensure that participants (1) work together to develop a safe 

and respectful learning environment, (2) explore reasons why the topic is important and for whom, 

and (3) are supported in understanding the specific topics that will be covered throughout the module.  

Module 1: Activity 1: Welcome, Objectives and Agenda 

Activity Goals 

¶ To create a safe and fun learning environment 

¶ To introduce participants to each other  

¶ To review the objectives of each workshop session 

¶ To outline what topics will be covered in Module 1 and review logistics 

Time 

¶ 60 minutes 
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Materials 

¶ Presentation slideshow (Appendix C: Slideshow Screenshot to Support Module 1: Activity 

1), a flip chart, or chart paper that can be posted on a wall, markers 

Facilitation Instructions 

¶ Introduce yourself and have a warmup/teambuilding activity for participants to introduce 

themselves (See Appendix B: Sample Teambuilding Activities) 

¶ Introduce the workshop objectives and ask for feedback 

¶ Negotiate the logistics: breaks, lunch, use of phones and other digital devices 

¶ Introduce the principle themes of fundraising and financial management drawing from The 

Guideôs ñFundraising Blueprintò and ñYoung people who participate in fundraising activities will:ò 

(p.3) 

Notes to the Facilitator 

The ways participants go about introducing themselves or one another may be changed to meet 

specific group needs and experiences. *If possible, have participants sit in a circle formation during 

ñStep 2ò introductions. 

Participant Actions: Paired Interviews 

Step 1:  Ask participants to brainstorm what they would like to know about each other related to their 

skills, experiences and training 

 Next, list these responses on the flip chart. 

Step 2:  Pair participants randomly. 

Have each pair pose questions, based on responses recorded in Step 1, to each other and 

record answers.  

Once each person has been interviewed, participants introduce each other to the rest of the 

group. 

Module 1: Activity 2: Fundraising 

Activity Goals 

¶ To introduce the topic area 

¶ To discuss positive and challenging aspects of fundraising 

¶ To present a compelling rationale for the importance of this topic 
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¶ To review the Fundraising and Financial Management Guide 

Time 

¶ 60 Minutes 

Materials 

¶ Presentation slideshow (Slideshow Screenshot to Support Module 1: Activity 2) flip chart, writing 

materials, paper for note taking 

Optional: Enough copies of The Guide for participants to review definitions 

Facilitation Instructions 

¶ Use the slideshow presentation provided to introduce the concept of fundraising and its 

associated benefits for young people 

¶ Divide participants into two large groups 

¶ Ask group One to identify challenging aspects of fundraising and ask group Two to name positive 

aspects. Each small group should have a representative who will record and present 

brainstormed ideas to the entire group. Allow for discussion and further analysis of questions 

posed by participants. 

¶ Ask participants to review The Guideôs definition of fundraising  

Notes to the Facilitator 

Read the Fundraising and Financial Management Guide and identify the pages to use during the 

workshop. Have slides set up to support Steps 1-4 outlined in the Participant Actions section. 

Participant Actions: Fundraising  

Step 1:  Participants are presented with a slide (or printed copy) of: 

A. The broad concept of fundraising from the Guide 

B. Possible challenges associated with fundraising  

Step 2:  Working in small groups, participants brainstorm collaboratively to identify some of the 

challenging and positive aspects associated with fundraising. 

Step 3:  Participants are given time to share their ideas with the larger group.  

Step 4:  Using the slideshow, provide time for participants to review the Guideôs multifaceted 

definition of fundraising, along with challenges and opportunities 
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Module 1: Activity 3: Fundraising and Equity 

Activity Goals 

¶ To clearly define equity 

¶ To ensure that fundraising efforts are equitable in all schools 

¶ To use case studies (See Appendix E: Case Studies: Module 1: Activity 3) to discuss possible 

challenges and solutions associated both with fundraising and financial management 

Time 

¶ 2 hours 

Materials 

¶ Slideshow (or overhead projector), flip chart, markers, case studies 

Optional: The case studies may be printed beforehand for participant use, or shown on an overhead 

projector 

Facilitation Instructions 

¶ Use the slideshow to introduce the concept of equity 

¶ Group participants into small groups (with 4/6/8 participants) and hand out different case studies 

¶ Ensure all participants are engaged and a recorder is chosen to present back to the group 

¶ In the large group, presentations and discussions on case studies highlight important things to 

consider when moving forward with fundraising and equity issues 

Notes to the Facilitator 

At the end of this module you are asked to introduce equity issues that might prove to be a challenge 

when fundraising. In preparation for this, group participants thoughtfully to ensure all individuals are 

provided with time to contribute to discussions. The facilitator should encourage participants to record 

their own notes based on discussions related to the case studies. 

Participant Actions: Fundraising and Equity 

Step 1:  Using the slideshow participants are provided with time to review the concept of equity 

 Next, divide participants into three or more groups depending on the group size 

Step 2:  Using the case studies, participants record solutions for challenges suggested by each case 

study 
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 *Each group needs to select an individual to present their findings who is the ñpresenterò 

Step 3:  Back in the larger group each ñpresenterò shares their groupôs findings based on their 

specific case study  

Step 4:  Participants are encouraged to take notes during the concluding discussion where the 

facilitator will review several issues concerning equity and fundraising 
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Module 2: Developing a Fundraising Blueprint 

At A Glance 

Module Theme 

The theme for Module Two focuses on both the organization and planning of various activities that 

would be a good fit for both school-based and student-led fundraising. 

Module Purpose 

The purpose of this module is to explore the various ways that fundraising can benefit students, their 

school, and their broader community 

Overall Learning Outcomes 

Overall Learning Outcomes: Associated outcomes include (1) conceptualizing student-led fundraising 

(The Guide, p.2), and fundraising ideas (p.15-16), (2) facilitating collaborations outside the traditional 

school environment (p.2), and (3) developing fundraising ideas that align with the Financial Stages in 

Fundraising Activity 

Module 2: Activity 1: What is Student-Led Fundraising? 

Activity Goals 

¶ To generate a working understanding of student-led and school-based fundraising 

¶ To support trainees in better understanding their role as a fundraising facilitator  

¶ To help participants see the ways in which the Financial Stages in Fundraising Activity can be 

implemented 

Time 

¶ 3 hours or 2, 1.5-hour workshop sessions 
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Materials 

¶ Slideshow, flip chart, markers, Graphic Organizer #1: Student-led and School-Based 

Fundraising, Graphic Organizer #1: Module 2: Activity 1 (Appendix F), Whose Job is it 

Anyway? Instructions: Module 2: Activity 1 (Appendix G), and copies of Fundraising 

Sample Checklist (Appendix A) 

Facilitation Instructions 

¶ Use the slideshow to explore the concepts of (1) student-led fundraising, (2) fundraising ideas 

and, (3) school-based fundraising  

¶ Facilitate a group game (Whose Job is it Anyway?) that supports participants in understanding 

the key differences between the role of fundraising facilitator versus leader. Each participant will 

need to have a copy of the Fundraising Sample Checklist to record their ideas 

¶ Facilitate a concluding discussion after the game where participants discuss their feelings about 

the activity and emerging understanding about how theyôd like to contribute (e.g. facilitator of 

fundraising, student leader support, or leader) 

¶ Using the slideshow, tie in the Financial Stages in Fundraising Activity by having the whole group 

discuss who might oversee each element of the stages. They should also discuss what skills the 

individuals would need. Follow up by showing participants different roles associated with the 

stages (i.e. financial planning, fundraising investment, revenue collection, monitoring fundraising 

results, donating to or paying for the school-based project, digital fundraising and bookkeeping 

tools for small fundraising groups). Emphasize the importance of precise record keeping for each 

specific stage  

¶ End the activity by sharing copies of the Sample Bookkeeping Tool (Appendix H) 

Notes to the Facilitator 

This specific series of module activities may need up to three hours for ideal pacing of the topics and 

to offer enough group discussion time. Other bookkeeping tools, and links for record keeping support 

can be found in The Guide. 

Participant Actions: What is Student-Led Fundraising? 

Step 1:  Take care to review: 

A. Student-led fundraising 

B. Fundraising ideas 

C. School-based fundraising 

Step 2:  Pay attention to the instructions for the group activity (Whose Job is it Anyway?) 
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 Next, participate actively in the group game 

Step 3:  When the game is completed begin the discussion with the question: How did you feel about 

the game, and what did you learn? 

 Think about and share your emerging understanding about how youôd like to contribute in a 

fundraising event (e.g. facilitator of fundraising, student leader support, or leader) 

Step 4:  In the following whole group discussion participants will share what key skills a volunteer 

should have to support each of the Financial Stages in Fundraising 

 Take part in a review of the Sample Bookkeeping Tool (Appendix H) and make edits to the 

hard copy to reflect your specific work context 

Module 2: Activity 2: Collaborations for School Related Fundraising 

Activity Goals 

¶ To expose participants to opportunities for collaborations that will support them in developing 

their own unique fundraising blueprints for both school and community-based fundraising 

initiatives: e.g. with community organizations, Civil Society Organizations (CSOs), or Non-

Government Organizations (NGOs) 

¶ To explore examples. sing The Guide as a reference point, participants will look at examples of 

RYCO (WB6ôs Regional Youth Corporation Office) proposals  

¶ To familiarize participants with examples of fundraising activities  

Time 

¶ 60 minutes 

Materials 

Slideshow or an overhead projector (for sharing The Guideôs reference pages), paper for taking notes, 

pens, enough copies of Graphic Organizer #2: Two Kinds of Strategic Partnerships (Appendix I) 

Facilitation Instructions 

¶ Provide participants with time to make a list of at least five different fundraising activities that 

could be held by their school. These could be in-person or digital.  

¶ In small groups, ask participants to review funding sources as outlined in The Guide, as well as 

RYCOs 2019 Call for Proposals criteria and their three key objectives for fundraising outlined in 

The Guide 

¶ In the same groups, have participants use Graphic Organizer #2: Two Kinds of Strategic 

Partnerships found in Appendix I (individual copies to be provided), to record initial ideas about 
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strategic partnerships required by one of the sample funders highlighted in The Guide 

(Erasmus+) that could support possible fundraising opportunities within their schools 

Notes to the Facilitator 

Ensure that enough photocopies of the graphic organizer are made prior to the workshop session. 

Participant Actions: Collaborations for School Related Fundraising 

Step 1: Work individually to brainstorm at least five different fundraising activities 

Step 2:  In a small group organized by the facilitator, review the multiple funding sources, criteria for 

RYCO (Regional Youth Corporation Office) and their objectives 

Step 3:  In the same small group, use the Graphic Organizer #2: Two Kinds of Strategic 

Partnerships (Appendix I) provided by the facilitator to record ideas your group has about 

strategic partnerships that could support the initial five fundraising ideas brainstormed in Step 

1 
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Module 3: Determining Guiding Principles 

At A Glance 

Module Theme  

The theme for Module 3 focuses on inclusiveness and careful planning. 

Module Purpose 

The purpose of the module is to encourage participants to determine how social justice principles and 

human rights can be woven into fundraising efforts. This module also shows the ways in which careful 

planning will lead to successful fundraising initiatives. 

Overall Learning Outcomes 

Participants will learn how (1) they can reach out to groups that may be typically excluded from school 

and community events, (2) the elements that relate to careful planning can increase the productivity of 

fundraising and, (3) to engage in reciprocal decision-making surrounding financial management and 

the allocation of funds raised. 

Module 3: Activity 1: From Exclusion to Inclusion 

Activity Goals 

¶ Participants will determine the specific social justice principles and/or human rights that theyôd 

like to see focused on more (e.g. freedom of expression, identity, issues impacting refugees and 

other minority groups) 

¶ Participants will explore the ways in which these principles and rights may be woven into 

fundraising activities 

¶ Participants will also develop a greater understanding of the underlying issues that relate to 

specific groups that may have been excluded in the past 
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Time 

¶ 1 hour, 30 minutes 

Materials 

¶ Slideshow, paper, pens, Graphic Organizer #3 Stand up, Speak up (Appendix J), Mind Map: 

Raising the Alarm for Justice and Inclusion (Appendix K), participant notes and worksheets 

from previous workshop sessions, Sample Mind Map (Appendix L)  

Optional: Provide participants with copies of the Sample Mind Map (Appendix L) for their future 

reference 

Facilitation Instructions 

¶ Post the slide that defines social justice and human rights in relation to the W6  

¶ Using Graphic Organizer #3: Stand up, Speak up (Appendix J), participants will work in 

groups (preferably from the same community or school) to document specific examples of social 

justice or human rights issues that could be addressed alongside fundraising activities 

¶ Post and review the Sample Mind Map (found in the slideshow or in Appendix L if using an 

overhead projector) in relation to the next step 

¶ Next, using the Mind Map: Raising the Alarm for Justice and Inclusion (Appendix K), 

participants will work with a partner to select two issues from their Graphic Organizer #3 ideas, 

and to map out (see Appendix L: Sample Mind Map) ways in which their chosen ñissueò could 

be linked to one of their fundraising ideas outlined during Module 2: Activity 2 

¶ Gathering as a whole group to conclude the workshop session, the facilitator should provide time 

for participants to share some of the connections they made between social justice, human rights 

and fundraising activities 

Notes to the Facilitator 

Take care to remind participants about the nature of cultural and ethnic sensitivity and the respect 

expected (from adult learners) in relation to this moduleôs content. If necessary, begin with guiding 

principles of respect in sharing thoughts, feelings and attitudes about particular social justice and 

human rights issues. Ensure enough copies of the Graphic Organizer #3: Stand up, Speak up 

(Appendix J) and Mind Map: Raising the Alarm for Justice and Inclusion (Appendix K) are 

provided to support active participation. 

Optional: If the participants are familiar with developing mind maps, this Step (3) may be skipped. 
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Participant Actions: From Exclusion to Inclusion 

Step 1:  Read the slide that defines social justice and human rights in relation to the W6 

Step 2:  After being organized into a smaller group (by school, community, or a predetermined 

method by the facilitator), use the Graphic Organizer #3: Stand up, Speak up (Appendix 

J) to document specific examples of social justice or human rights issues that could be 

addressed alongside fundraising activities 

Step 3:  After the facilitator reviews the elements of creating a mind map, use your copy of Mind 

Map: Raising the Alarm for Justice and Inclusion (Appendix K) for this step 

A. Collaborate with a partner within your small group to select two issues from both of your 

Graphic Organizer #3: Stand up, Speak up (Appendix J) ideas 

B. Next, map out ways in which your two selected ñissuesò could be linked to one of your 

fundraising ideas outlined during Module 2: Activity 2 (one person should be prepared to 

share with the whole group during the concluding discussion 

Step 4:  To conclude the session, engage in information sharing with the whole group by highlighting 

connections between social justice/human rights issues and fundraising that you and your 

partner made collaboratively 

Module 3: Activity 2: The Basics of Careful Planning 

Activity Goals 

¶ To support participants in understanding the multiple stages of planning involved with fundraising 

and Careful Planning  

¶ To explore what it means to have a balance between education and celebration  

¶ To explore multiple ways decision-making may be organized in a reciprocal manner: by young 

people, as a fundraising group, through volunteer support, and through collaborative efforts 

between students, parents, teachers, non-teaching staff, principals, and community members  

Time 

¶ 1 hour, 30 minutes 

Materials 

¶ Slideshow, flip chart or chart paper, markers, paper for note taking 
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Facilitation Instructions 

¶ Using the slideshow, post the slide that highlights the Strategies and Tips found in the Guide i.e. 

Inclusion, Careful Planning, Collaboration, Decide as a Group on the Use of Funds, Strike a 

Balance between Education and Celebration, Allow for the Unexpected, Transparency and 

Accountability, Sponsorship and Non-monetary Contributions, Communicate Well Often, 

Recognition and Gratitude, and Voluntarism. These contain basic principles of sound fundraising 

and are outlined to support the planning stages of fundraising 

¶ Next, ask the participants if they think these strategies and tips should be discussed by a 

fundraising group in a specific order 

¶ Depending on the group size, split participants into small groups (e.g. 5-10 participants) and have 

them organize the strategies and tips in an order that they believe best suits their school 

community by writing each of these strategies on flip chart/ chart paper  

¶ Allot time for each of the small groups to compare their order with another group  

¶ Finally, review each of the 11 Strategies and Tips and concepts related to them while providing 

time for participants to discuss each strategy/tip and add to the concepts already highlighted. 

(Please note that this is a key opportunity for participants to tailor the information to their school 

settings and communities, and to record emerging ideas from the discussion) 

Notes to the Facilitator 

Please note that the order of the 11 Strategies and Tips used in the slideshow is not the same order 

in which they appear in The Guide. his works to ensure participants align their school, experience, 

training, and community values with their predetermined order. Ensure participants understand that 

this order should remain flexible to suit their individual communities and schools. 

Participant Actions: The Basics of Careful Planning 

Step 1:  Participate in a brief review of the Strategies and Tips outlined to support the planning stages 

of fundraising 

Step 2:  Reflect on the question posed by the facilitator: Is there a specific order for these Strategies 

and Tips to be organized and discussed by a fundraising group? 

Step 3:  Work with your assigned group to organize the principles in an order that you believe best 

suits your school community by writing each of the Strategies and Tips on flip chart/ chart 

paper 

Step 4:  Upon completion of Step 3, compare orders with another group 

Step 5:  As a whole group, engage in a discussion supported by the facilitator to review each of the 

11Strategies and Tips in more detail, while also adding to the concepts covered in each of 

these in your personal notes, as you see fit 

 Tailor the information provided to suit the specific needs of your school and community 

setting 
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Module 4: Exploring Principles of Financial 
Management and Accountability 

At A Glance 

Module Theme  

The overarching themes for Module 4 focus on responsibility, diligence and financial control. 

Module Purpose 

Module 4 builds on the knowledge gained in Modules 1 through 3 and works to support participants in 

gaining a better understanding of how they see themselves as facilitators, and supporters of 

fundraising initiatives that align with the principles and purposes for public education within the W6 

Overall Learning Outcomes 

The main objectives for this module are to make clear: (1) the principles of financial management 

(found in The Guide), and (2) the importance of accountability, reflection, evaluation, and the means 

for establishing and maintaining open and consistent communications. 

Module 4: Activity 1: The Four Principles of Financial Management 

Activity Goals 

¶ Using The Guide, participants will learn about the importance of applying the four basic principles 

of financial management which include: (1) responsibility, (2) diligence, (3) accountability, and (4) 

financial control 

¶ Using The Guideôs Four Principles of Financial Management, participants will document the ways 

they can contribute to the best outcome for their specific school and community 

Time 

¶ 1 hour, 30 minutes 
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Materials 

¶ Slideshow or overhead projector, paper, pens, enough copies of Graphic Organizer #4: 

Exploring Dual Roles and Financial Management (Appendix M) 

Facilitation Instructions 

¶ First, using the slideshow, introduce the participants to the four Principles of Financial 

Management. Show participants the slide that highlights the key stakeholders (i.e. students, 

teachers, parents, principals, community members and pose the question: Which stakeholder is 

best suited to ensure that each of the Principles is accounted for? 

¶ Go back to the Principles of Financial Management and ask participants to use Graphic 

Organizer #4: Exploring Dual Roles and Financial Management (Appendix M) to record 

which stakeholder would be responsible for each of the four principles, and to highlight whether 

stakeholders would have one or more overlapping roles as members of the fundraising group 

¶ Next, in the large group ask participants to reflect on other traineesô thoughts and experiences 

with the four Principles and inherent duality of roles for a fundraising group 

¶ Finally, participants should be allotted time to place themselves (based on individual experience) 

within specific elements of the four Principles by recording (on Graphic Organizer #4: Exploring 

Dual Roles and Financial Management (Appendix M) where they believe they would be best 

suited to a role in managing finances for a school fundraising project.  

Notes to the Facilitator 

Facilitator should ensure that copies of Graphic Organizer #4: Exploring Dual Roles and Financial 

Management (Appendix M) are provided to participants at the beginning of the session 

Participant Actions: The Four Principles of Financial Management 

Step 1:  With the facilitator, review the four Principles of Financial Management on the slideshow 

Step 2:  Next, review the slide that highlights the key stakeholders (i.e. students, teachers, parents, 

principals, community members) and reflect on the following question: Which stakeholder is 

best suited to ensure each of the Principles are accounted for and could they fulfil dual or 

multiple roles? 

Step 3:  Using the Principles of Financial Management posted with the slideshow, use Graphic 

Organizer #4: Exploring Dual Roles and Financial Management (Appendix M) to record 

which stakeholder would be responsible for each of the four principles 

Step 4:  Participate in the whole group discussion where all participants are provided with time to 

share thoughts on and experiences with the four Principles, and inherent duality of roles for a 

fundraising group 
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Step 5:  With the remaining time, try to place yourself within specific elements of the four Principles 

by recording on your copy of Graphic Organizer #4: Exploring Dual Roles and Financial 

Management (Appendix M), where you can imagine a role for yourself 

Module 4: Activity 2: Best Practice for Accountability 

Activity Goals 

¶ Participants will better understand their specific role in ensuring accountability, and how their 

skills could be used to increase accountability in school-based fundraising  

¶ Participants will collaborate to develop their own sample mechanisms for evaluating and 

assessing the progress and outcome of a fundraising initiative they might become engaged in 

¶ Participants will develop their ideas about information sharing, and learn new and innovative 

ways that information can be shared during and after fundraising initiatives  

¶ Participants will know and appreciate the importance of accountability, and open and consistent 

communication throughout the fundraising process 

Time 

¶ 1 hour, 30 minutes 

Materials 

¶ Slideshow or overhead projector, flip chart or chart paper, markers, Graphic Organizer #5: 

Evaluating and Assessing Fundraising Progress (Appendix O), Fundraising 

Collaborations and Partnerships (Appendix P) 

Facilitation Instructions 

¶ Before the workshop, post the 4 Corner Labels (Appendix N) on chart paper around the 

meeting space (e.g. in four corners of the room or along one wall, with each of the four spread 

apart with enough space for participants to gather around and record ideas) 

¶ Instruct participants to use the markers to write ideas about how the four key stakeholders can be 

held accountable during the stages of preparing for fundraising, implementation and after a 

fundraising initiative is complete 

¶ Place Graphic Organizer #5: Evaluating and Assessing Fundraising Progress (Appendix 0) 

on a table for participants to retrieve 

¶ After participants record their ideas within the 4 Corners, the participants should be instructed to 

return to their seats where they will work in small groups (4-6 participants) to develop a 

mechanism for evaluating and assessing the progress of a fundraising initiative 
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¶ Ask participants to retrieve a copy of Graphic Organizer #5: Evaluating and Assessing 

Fundraising Progress (Appendix O) prior to starting the discussion with their small group 

¶ Allow participants time to work collaboratively to fill in the graphic organizer with ideas about how 

fundraising progress can be assessed 

¶ Facilitate a concluding discussion about information sharing and show participants the slide that 

outlines different ideas participants can use to share information with the fundraising group, 

student body, school staff, parents, and community at large 

¶ Provide time for participants to document emerging ideas that best suit their school and 

community  

¶ Next, share the Fundraising Collaborations and Partnerships (Appendix P) for participants to 

review after the session (follow up will complement Module 5) 

Notes to the Facilitator 

Ensure enough copies of the worksheets are prepared in print or digital form for participants prior to 

the session. The Fundraising Collaborations and Partnerships (Appendix P) should be distributed 

in this session and brought for Module 5: Activity 1 for further review and discussion. 

Participant Actions: Best Practices for Accountability 

Step 1:  Participate in the exercise ñ4 Cornersò by recording your ideas about how different 

stakeholders could demonstrate accountability when preparing for, engaging in, and after a 

fundraising event 

Step 2:  Working in a small group, use your copy of Graphic Organizer #5: Evaluating and 

Assessing Fundraising Progress (Appendix O) to record ideas about evaluating the 

progress of a fundraising activity 

Step 3:  Take part in the concluding discussion about information sharing and review the slide that 

outlines how information can be shared with key stakeholders (student body, volunteers, 

school administration and staff, parents and the community) 

Step 4:  Document emerging ideas about information sharing during the discussion that happens in 

Step 3 

Step 5:  Obtain a copy of Fundraising Collaborations and Partnerships (Appendix P) at the end 

of this workshop session. 

Step 6:  Review Fundraising Collaborations and Partnerships (Appendix P) and bring it with you 

to the next session: Module 5 
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Module 5: Identifying Funding Sources and 
Community Support 

At A Glance 

Module Theme  

The overall theme for Module 5 is collaborations through strategic partnerships. 

Module Purpose 

The purpose of Module 5 is to expand on thinking discussed during Module Two: specifically, where 

participants first explored the concept of collaborations and third-party contributions (e.g. RYCO, CSO 

and NGOs). 

Overall Learning Outcomes 

Module 5 will support participants in learning about (1) possible sponsorship opportunities, (2) 

strategic partnership projects (see The Guide, p.10), (3) how product sales can be paired with 

fundraising and, (4) other (participant) generated opportunities (p.11-13) 

Module 5: Activity 1: Exploring Our Ideas About Potential Partnerships 

Activity Goals 

¶ To clearly define the difference between partnerships, product sales and sponsorships 

¶ To establish a working knowledge of available sponsorships 

¶ To enable participants to work collaboratively to generate potential partnership opportunities 

based on their experiences, knowledge and specific community settings 

¶ To determine what types of potential product sales are complementary or conflicting for school 

related fundraising 
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Time 

¶ 1 hour, 30 minutes 

Materials 

¶ Slideshow, pens, paper, Graphic Organizer #6: Defining the Difference Between 

Partnerships, Product Sales and Sponsorships (Appendix Q), participant copy of the 

Collaborations and Partnerships (Appendix P) (distributed during the previous session) 

Facilitation Instructions 

¶ Work with the participants to define the difference between a partnership and a sponsor by 

displaying the slide that highlights key characteristics of both 

¶ Using Graphic Organizer #6: Defining the Difference Between Sponsorships and 

Partnerships (Appendix Q) participants will collaborate in small groups to list the differences 

among these fundraising approaches  

¶ Next, be sure to highlight the slide that outlines ñConflict of Interestò in relation to the activitiesô 

overarching themes 

¶ Facilitate a discussion, by showing the slide entitled ñAppropriate Partnerships, Product Sales 

and Sponsorshipsò to help participants identify appropriate collaborations related to one of the 

fundraising initiatives they initially brainstormed in Module 2 Activity 1. Ask participants to use 

their copy of the Fundraising Collaborations and Partnerships (Appendix P) as a reference 

sheet 

Notes to the Facilitator 

Ensure that participants have a working understanding of how conflict of interest can negatively 

impact the progress and outcome of a fundraising event. Make enough copies of the graphic 

organizer available to the participants. Ideally, you should also have extra copies of the Fundraising 

Collaborations and Partnerships sheet (Appendix P) in case participants forget to bring the copy 

distributed at the end of Module 4: Activity 2. 

Participant Actions: Exploring Our Ideas About Potential Partnerships 

Step 1:  Engage in group discussion about the difference between a partnership and a sponsorship 

by reviewing the slide that highlights key characteristics of both 

Step 2:  In a small group, use your copy of Graphic Organizer #6: Defining the Difference 

Between Partnerships and Sponsorships (Appendix Q) to identify the differences 

between these fundraising approaches 

 Donôt forget to keep in mind the concept of ñConflict of Interestò 
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Step 3:  Participate in the group discussion, using the slide ñAppropriate Partnerships, Product Sales 

and Sponsorshipsò to help you identify appropriate collaborations related to one of the 

fundraising initiatives you initially brainstormed in Module 2: Activity 1. 

 Use your copy of the Fundraising Collaborations and Partnerships sheet (Appendix P) 

as a reference and take notes to bring back to your fundraising group on potential 

partnerships. 
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Module 6: Defining Roles for Leadership and 
Support 

At A Glance 

Module Theme  

The themes for this concluding module are the concepts of leadership and fundraising support. 

Module Purpose 

The purpose of Module 6 is to support participants in incorporating all their learning from Modules 1 

through 5, including how to collaboratively determine who they envision as prospective participants in 

a fundraising group they may be a part of. 

Overall Learning Outcomes 

To elaborate on a fundraising groupôs participatory roles, trainees will: (1) add to the definitions of 

stakeholders/key players outlined in The Guide, and (2) explore who will assume the leadership role 

to provide support within their own school and community settings. 

Module 6: Activity 1: Exploring the Concept of Fundraising Support 
through Defined Roles 

Activity Goals 

¶ To establish a working understanding of the accountability associated with specific roles in 

relation to fundraising (i.e. among students, teachers, non-teaching staff, administration, family 

members and the broader school community) 

¶ To expand participantsô thinking about who has the right to be involved and contribute to 

fundraising, and the responsible management of funds collected 
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Time 

¶ 60 minutes 

Materials 

¶ Slideshow or an overhead projector, pens, paper, Graphic Organizer #7: Stakeholders at my 

School and within the Community (Appendix R)  

Facilitation Instructions 

¶ Show the slide that highlights the key stakeholders that should be considered when preparing for 

and hosting a fundraising event 

¶ Instruct participants to collaborate or work individually to record ideas on their copy of Graphic 

Organizer #7: Stakeholders at my School and within the Community (Appendix R) to make 

their ideas about who exactly would be involved in ñtheirò fundraising group more concrete 

¶ Facilitate a concluding discussion about who (within the stakeholder community) may have been 

left out and ask them to justify their reasoning (e.g. non-teaching staff, specific members of the 

broader community outside of the school) 

¶ End the session by asking participants to share which social justice\ or human rights issues are 

directly related to their potential fundraising initiative 

Notes to the Facilitator 

Ensure there are enough copies of Graphic Organizer #7: Stakeholders at my School and within 

the Community (Appendix R) for all participants. Most of the session time will be spent (by the 

trainees) documenting follow up contacts for a fundraising group 

Participant Action: Exploring the Concept of Fundraising Support Through Defined Roles 

Step 1:  Review the slide that highlights key stakeholders that should be considered when preparing 

for and hosting a fundraising event 

Step 2:  Collaborate or work individually to record ideas on your copy of Graphic Organizer #7: 

Stakeholders at my School and within the Community (Appendix R) to make more 

concrete ideas about who exactly would be involved in ñyourò fundraising group 

Step 3:  Take part in the concluding discussion about who (within the stakeholder community) may 

have been left out and be prepared to justify your reasoning if specific groups have been left 

out of your planning 

Step 4:  At the end of the session, share with the whole group which social justice or human rights 

issue is directly related to one of your proposed fundraising initiatives 
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Module 6: Activity 2: Determining the Suitability of a Leader 

Activity Goals 

¶ To identify who will be the responsible leader and what kind of skills they should have to help 

students facilitate fundraising, and guide volunteers within the fundraising group 

¶ To make clear who may be approached for support to ensure the fundraising initiative is viable, 

appreciated, participatory and ultimately successful  

Time 

¶ 1 hour, 30 minutes 

Optional: The time allotment may be adjusted to include a celebratory event at the end of this final 

session. 

Materials 

¶ Slideshow, pens, paper, Brainstorm Web #1: Choosing the Right Leader (Appendix S), 

Brainstorm Web #2: Support and Visibility (Appendix T), Fundraising and Financial 

Management Training Certificate (Appendix U) 

Facilitation Instructions 

¶ Distribute copies of Brainstorm Web #1: Choosing the Right Leader (Appendix S) and 

Brainstorm Web #2: Support and Visibility (Appendix T) 

¶ Show participants the slide that highlights the key qualities of a good leader 

¶ Keeping their fundraising idea in mind, ask participants to document on their brainstorm web the 

qualities a leader should have that relate to their fundraising idea 

¶ Next, using Brainstorm Web #2: Support and Visibility (Appendix T), ask participants to 

reflect on information presented in the slide entitled ñSupport, Media and Information Sharingò 

¶ Provide time for participants to determine (in list format): 

¶ Who, in addition to their fundraising group, should be approached for support to ensure 

their fundraising initiative is a success? 

¶ How media, including social media, could be used to further their fundraising messaging 

and purpose 

¶ At the end of the session, distribute copies of certificates that acknowledges each traineeô 

participation in the Fundraising Made Possible: Fundraising and Financial Management Training 
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Notes to the Facilitator 

Ensure enough copies of the brainstorm webs are prepared beforehand for participants to use during 

the session. Highlight how a leaderôs skills should be linked to specific fundraising initiatives and why 

different leaders may need to be selected based on the fundraising initiative to be undertaken. You 

will need to print copies of the Fundraising and Financial Management Training Certificates 

(Appendix U) for each participant who has completed each of the six training modules. If participants 

miss more than one session, it is up to the facilitator to determine how they can access the 

information they missed and whether a certificate of completion will be awarded. It is advised that 

participants be rewarded with a celebratory event at the end of this session to increase motivation and 

morale as they move on from training to the planning stages of a fundraising initiative at their 

respective schools.  

Participant Actions: Determining the Suitability of a Leader 

Step 1:  As a whole group, review the slide that highlights the qualities of a good leader 

Step 2:  Using your copy of Brainstorm Web #1: Choosing the Right Leader (Appendix S), 

document the qualities a leader should have with reference to one of your fundraising ideas 

Step 3:  Using Brainstorm Web #2: Support and Visibility (Appendix T), reflect on information 

presented on the slide entitled ñSupport, Media and Information Sharingò 

 Use the time provided to determine in a list format:  

A. Who ï in addition to your fundraising group ï would you approach for support to ensure 

your fundraising initiative is a success? 

B. How could you use media, including social media, to further your fundraising messaging 

and purpose  

Concluding Activity 

Take part in a celebratory ñMunch and Mingleò where awards of recognition will be distributed. This is 

a chance to enjoy food and drink with fellow trainees and acts as a reference point for a concluding 

event that would be held at the end of a fundraising project. 
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List of Preparation Materials Found in Previous 
Sections 
Figure 1.0 Adult Education: Participation and Workshop Needs 

Figure 1.1 Workshop Sequence of Events Illustration 

Figure 1.2 Basics of a Planning Checklist 
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Appendix A: Planning Checklist Sample 

R When 

Completed 
Element Timeline Follow up Notes 

 Contact potential members of the 

ñFundraising Groupò 

  

 Meet to discuss group roles   

 Select a leader best suited to manage and 

support the team 

  

 Determine a fundraising need that can be 

articulated in an overarching theme 

  

 Work to establish goals in correlation to a 

social justice/human rights issue 

  

 Determine a budget   

 Select a venue or digital platform, and the 

fundraising date/ timeline 

  

 Book speakers, entertainment and catering   

 Organize registration (in-person or digital)   

 Utilize digital and print mechanisms to 

broadcast information about the fundraising 

initiative 

  

 Determine if fundraising will start before a 

main event or campaign activity 

  

 Set up the venue or digital platform and host 

the initiative 

  

 Follow up with guests: What was the 

outcome of the fundraising initiative? 

  

 Evaluate fundraising goals after the initiative 

and review bookkeeping with the fundraising 

group (takes place continuously as funds 

are raised) 
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Appendix B: Sample Team Building Activities 

(Adapted from: https://blog.cake.hr/top-50-team-building-games-employees-love-play/) 

Activity Name Instructions Benefits 

Dog, Rice, Chicken One of the group members is selected to be the farmer. 

The rest of the group acts as villagers. The farmer must 

return home with their three purchases (a dog, a package 

of rice and a chicken), by crossing a river in a boat. 

However, the farmer can only carry one item at a time. 

The villagers can help the farmer by coming up with 

solutions. 

Encourages creative 

problem solving 

Associated Problem The farmer cannot leave the dog alone with the chicken because the dog will eat the 

chicken. He cannot leave the chicken alone with the bag of rice because the chicken 

will eat the bag of rice. So how does the farmer get all three of his purchases back 

home safely? 

Two Sides of a Coin In a large group, make pairs within the training group. 

One partner should act as partner A, and the other 

partner B. 

Partner A begins with sharing something negative that 

happened in their life with Partner B. It can be a personal 

or professional memory, but it should be a true incident. 

Next, Partner A discusses the same memory again, 

however focusing on the bright side with positive 

takeaways. Partner B helps shed light on the ñsilver-

liningò/ learning outcome of the negative experience.  

Afterward, the pair switches roles. 

Encourages open 

communication, and 

helps participants to see 

the good in people while 

reflecting on 

preconceived notions 

Associated Problem Each person should focus on using positive language to help their partner identify 

what they may have learned from the challenging experience. 

¶ I feel that 

¶ I learned that 

  

https://blog.cake.hr/top-50-team-building-games-employees-love-play/
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Appendix C: Slideshow Screenshot to Support Module 1: Activity 1 

 

 

  

Step 1: Form pairs as directed by facilitator 

 

Step 2: Brainstorm what you would like to know about each other in 

terms of skills, experiences and training. List the responses on the 

flip chart. 

 

Step 3: Using the information you gained from interviewing your 

partner introduce each other to the rest of the group 
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Appendix D: Slideshow Screenshot to Support Module 1: Activity 2 

 

  

Activity 2: Fundraising 

Step 1 & 2: Review the definition below and on the next slide of 

fundraising and discuss possible challenges associated with fundraising. 

ñFundraising is not just a means of raising money. It is also a great way to 

raise awareness of your cause and the messages you want to communicate 

about your group. Those may be related to the importance of sharing our 

stores, the significance of young peopleôs contributions to the community, 

the need for better inter-generational communications, or practical needs 

such as upgrades to sports facilitates and their value for youth and the 

community as a whole.ò 
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Appendix E: Case Studies: Module 1: Activity 3 

Case Study 1: Volunteer Morale 

Two volunteers are overheard speaking negatively about the progress of fundraising activities. After a brief team 

meeting, they start to encourage other volunteers to drop out of the fundraising group. 

Case Study 2: Challenges with Bookkeeping 

After a volunteer group meeting, volunteers realize that some of the funds raised are unaccounted for. 

Case Study 3: Power Struggles with Parents 

After using the planning checklist at the first volunteer group meeting, a decision is made to determine who will be 

in charge of communicating the progress of fundraising. After the first communication is sent out to all 

stakeholders, a parent speaks to the leader about his discomfort with having his child participate in fundraising to 

support students with special needs to access learning equipment. The parent starts to rally together other parents 

to demand that the fundraising purpose and target group changed. 

Case Study 4: Confronting Challenges with Participatory Decision-Making 

During the first three initial fundraising group meetings, the leader notices that a small group of volunteers are 

overstepping their boundaries by trying to override decisions both the group and leader have made collaboratively. 

They are doing this by having brief meetings amongst themselves. 

Case Study 5: Issues with Leadership Accountability 

After a fundraising group meeting, a decision is made to secure a venue, catering and entertainment. The leader 

is asked to follow up with bookings. Three weeks later volunteers ask if they can distribute flyers to the school 

community that highlights where the event will be and when. They are informed that the leader has yet to follow up 

with the booking. 
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Appendix F: Graphic Organizer #1: Module 2: Activity 1 

Student-Led Fundraising School-Based Fundraising 

¶ To address civic duties and responsibilities 

¶ To address social issues 

¶ To address educational issues 

¶ To address cultural challenges/issues 

¶ To support sports and health and fitness 

¶ To teach marketable skills in planning, social 

media and communications 

¶ To support diverse activities 

¶ To encourage intercultural dialogue 

¶ To promote conflict management skills 

¶ To promote gender equality 

¶ To support youth engagement and activism 

¶ To introduce innovative ways for students to 

interact with educators 

My Ideas 

Student-Led Fundraising Ideas 

My Ideas 

School-Based Fundraising Ideas 
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Appendix G: Whose Job is it Anyway? Instructions: Module 2: Activity 1 

Objective: To clearly define the difference between a leader and a fundraising facilitator. 

Instructions: 

1. Using your copy of the fundraising sample checklist record which of the following individuals (listed below) could 

be placed in the roles associated with each element of the sample checklist. 

2. Keep in mind that the individuals placed on the chart should also be a part of the fundraising group. 

 

Students 

Teachers 

Principals 

School Staff 

Community Members 
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Appendix H: Sample Bookkeeping Tool 

(Adapted from: https://www.resourcecentre.org.uk/wp-content/uploads/2015/06/Single-activity-cash-record-sheet.pdf) 

Notes: See The Guideôs Appendix for additional sample bookkeeping tools and links to access more support and 

information. 

Single Fundraising Activity Cash Record Sheet 

(To be completed by the volunteers running the initiative) 

Event/ Activity Name:  

Date:  

Volunteer Names:  

Cash at start of day/event: 

(count cash and record) 

$ Counted by: 

Description of each item money was 
spent on and how much: 

Totals of money spent on 
each item: 

Item description: 

 

Item 1 $  

Item 2 $  

Item 3 $  

Item 4 $  

Item 5 $  

Item 6 $  

Total monies spent: $ 

Cash spent on the day: 

(if applicable include monies spent 
on food, drink, venue, entertainment) 

$ Counted by: 

Grand Total of Starting Balance: $ 

Minus Grand Total of Monies Spent: $ 

Total Funds Earned: $ 

https://www.resourcecentre.org.uk/wp-content/uploads/2015/06/Single-activity-cash-record-sheet.pdf
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Appendix I: Graphic Organizer #2: Two Kinds of Strategic Partnerships 

Objective: Participants record initial ideas about strategic partnerships that could support possible fundraising 

opportunities within their schools 

Definitions: Under one of the sample funding opportunities listed in The Guide, there are two kinds of strategic 

partnerships projects that schools can present to a particular funder (Erasmus+):  

¶ Projects supporting student exchanges 

¶ Projects supporting innovation 

Following the requirements of this funder, youth organizations and groups must take part in cross-sectoral partnerships 

among the youth and education sectors and training organizations. Strategic Partnerships in the youth field must include 

a minimum of two partners from two different Programme Countries, including the applicant organization. 

Instructions: Use the chart below to record strategic partnership ideas and potential contacts. 

Exchange of 

(traditional/cultural) 

Practices 

Innovation Support 
Cross-Sectoral 

Partnerships 
Youth Field 

   Partner 1: 

Partner 2: 

   Partner 1: 

Partner 2: 
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Appendix J: Graphic Organizer #3: Stand up, Speak up 

Objective: Participants will determine the specific social justice principles and/or human rights issues that theyôd like to 

see focused on (e.g. rights of women and girls, freedom of expression, identity, issues impacting refugees and other 

minority groups), and explore the ways in which these principles and rights may be woven into fundraising activities. 

Instructions: Complete the following graphic organizer to document your ideas, and to use with your future fundraising 

group to determine the cause youôll link to your fundraising initiative. 

 

 

  

Social 
Justice

Human 
Rights
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Appendix K: Mind Map: Raising the Alarm for Justice and Inclusion 

Instructions: Use this template and work with a partner to select two issues from your Graphic Organizer #3 ideas and 

map out ways in which your chosen issue could be linked to one of your fundraising ideas outlined during Module 2: 

Activity 2. Each participant should complete their own mind map. 

 

 

 

 

  

Issue: 

_________________________ 

Fundraising Idea: 

_________________________ 
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Appendix L: Sample Mind Maps 

Instructions: Participants to use the sample mind maps to develop their own mind map. 

Sample 1: (Retrieved from https://instituteofyou.org/how-to-create-a-mind-map-examples/) 

 

Sample 2: (Retrieved from https://www.conceptdraw.com/samples/mind-maps) 

  

https://instituteofyou.org/how-to-create-a-mind-map-examples/
https://www.conceptdraw.com/samples/mind-maps


Appendix 

45 

Appendix M: Graphic Organizer #4: Exploring Dual Roles and Financial 
Management 

Objective: To use this organizer to record which stakeholder would be responsible for each of the four principles, and to 

highlight whether stakeholders would have one or more overlapping roles as members of the fundraising group. 

Instructions: Using the four principles of financial management below, place yourself in one or more of the circles to 

illustrate how you see yourself contributing to create the best outcome for your schoolôs fundraising initiative. 
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Appendix N: Four Corner Labels 

Instructions for the Facilitator: Print the labels below on chart paper and instruct participants to use the markers to 

write ideas about how members of the four key stakeholder groups can be held accountable during the stages of 

preparing for fundraising, implementation and completion.  

 

Students 

Teachers 

School Staff 

Parents & Community 
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Appendix O: Graphic Organizer #5: Evaluating and Assessing Fundraising 
Progress 

Objective: To stress the importance of accountability, reflection and open and consistent communications throughout the 

fundraising process. 

Instructions: Working in a small group, use your copy of Graphic Organizer #5: Evaluating and Assessing Fundraising 

Progress to record ideas about evaluating the progress of a fundraising activity. 

Fundraising Element Assessment Timeline Assessment/ Evaluation Idea 

Contact potential members of the 
ñFundraising Groupò 

  

Meet to discuss group roles   

Select a leader best suited to 
manage and support the team 

  

Work to establish goals as they relate 
to a social justice/ human rights issue 

  

Determine a budget   

Select a venue or digital platform and 
fundraising date/ timeline 

  

Book speakers, entertainment and 
catering 

  

Organize event registration   

Utilize digital and print mechanisms 
to broadcast the event 

  

Set up the venue and host the main 
event 

  

Evaluate fundraising goals after the 
event and review bookkeeping with 
the fundraising group (takes place 
continuously as funds are raised) 

  

Follow up with guests: What was the 
outcome of the fundraising event? 
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Appendix P: Collaborations and Partnerships 

Objective: Participants will work collaboratively to generate potential partnership opportunities based on their 

experiences, knowledge and specific community settings, and to determine potential product sales that are 

complimentary/conflicting for school related fundraising. 

Instructions: Use as a reference sheet to determine the appropriateness of potential collaborations related to one or two 

of the fundraising events initially brainstormed in Module 2: Activity 1. 

Sponsorships Partnerships Product Sales Notes: 
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Appendix Q: Graphic Organizer #6: Defining the Differences Between Partnerships, 
and Sponsorships 

Objective: To clearly define the difference between partnerships and sponsorships 

Instructions: In a small group use your copy of Graphic Organizer #6: Defining the Difference Between Partnerships and 

Sponsorships to show the difference between the two fundraising approaches your school group may consider. Examples 

are provided to start the conversation.  

 

Involve mutual benefit, 
though perhaps not at the 

same level

Partnerships

Involve direct funding for your 
initiative or some aspect of it, to 

cover your costs. 

Sponsorships
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Appendix R: Graphic Organizer #7: Stakeholders at my School and within the 
Community 

Objective: To expand thinking about who has the right to be involved in and contribute to fundraising, and to develop an 

understanding of the responsible management of funds collected 

Instructions: Collaborate or work individually to record ideas about who will be involved in your fundraising group 

  



Appendix 

51 

Appendix S: Brainstorm Web #1: Choosing the Right Leader 

Objective: To break down who will be in charge of leadership and what kind of skills they should have to help students 

facilitate fundraising, and guide volunteers within the fundraising group 

Instructions: Document the qualities a leader should have that relates to one of your fundraising ideas 

 

 

  


