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Fundraising Guidelines – Events

Events1

Charities hold many different types of events in order to raise funds. Events can range from a 
gala dinner to a fun run to an overseas trek or challenge event. Charities are constantly coming 
up with new and innovative types of events. It is not possible, therefore, for this checklist to 
exhaustively cover every possible type of event. This checklist focuses on the legal requirements 
and best practice that will generally apply to the running of an event, such as an organised 
music event. It also highlights certain other requirements that you will need to consider in 
respect of certain specific activities or types of event. Additional advice may be required in 
relation to certain aspects of some events, such as ticket sales etc. 

Where cash collections occur at an event, please refer to the checklists entitled “Cash Collections”. 

The questions set out in Part 1 capture legal requirements in relation to the running of an event 
and direct you to what you must do as a charity when running this type of event. Part 2 contains 
questions which provide guidance in terms of best practice and indicate what a charity ought to 
do in such circumstances.  

Last updated: 28th September 2017

1This checklist does not constitute legal advice and should not be considered a substitute for taking legal advice. The purpose of this checklist is to serve as a guide 
for the legal requirements and best practice associated with the specific fundraising activity. Law and best practice develop and are shaped over time. This checklist is 
current as at the date indicated as the date the checklist was last updated.
Please read the Authority Guidance on Fundraising in advance of reading this document. 
Please read the introduction to these Codes in advance of and in conjunction with this Part 1.
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Part 1 Events
Questions Yes/N/A Comment/Action Required

Is the event a public performance which takes place wholly or 
mainly in the open air or in a structure with no roof or a partial, 
temporary or retractable roof, a tent or similar temporary 
structure and which is comprised of music, dancing, displays 
of public entertainment or any similar activity which is likely to 
attract 5000 or more visitors? 

If so, the event will be classed as a “prescribed event” and an 
application for an event licence will have to be made to the 
relevant local authority at least 13 weeks prior to the date of 
the holding of the event.

A local authority will not accept an application for a licence 
for a proposed event unless a pre-application consultation 
meeting has taken place in relation to the event during the 12 
month period prior to the date of the event.

Once a person who intends to make an application for a 
licence makes a written request, the local authority must hold a 
pre-application consultation meeting to discuss the proposed 
event and they must invite any prescribed body concerned to 
attend the meeting.
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Questions Yes/N/A Comment/Action Required

The prescribed bodies are:
(a) the relevant Chief Superintendent of An Garda Síochána,
(b) the Health Service Executive; or
(c) any county council, county borough corporation, 

borough corporation or urban district council (other than 
the local authority to whom the application is made) in 
the area which will be affected by the event. 

However, a local authority is not permitted to enter into any pre-
application consultation meeting in relation to a proposed event 
with you if you have already either:

(a) advertised the proposed event; or
(b) offered for sale tickets for the proposed event.

Have you completed a draft management plan for the event, 
including the elements listed below:

(a) the names and responsibilities of the event controller, 
the event safety officer and their deputies;

(b) a draft site emergency plan;
(c) a draft traffic management plan;
(d) a draft safety strategy statement;
(e) a draft environment monitoring programme for before, 

during and after the proposed event; and
(f) provision for the removal of structures and the carrying 

out of any works for the reinstatement of the venue after 
the event, for the full clean-up of the surrounding area, 
and for any remedial works arising from any damage 
caused to public property, facilities or amenities 
associated with the event.
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Questions Yes/N/A Comment/Action Required

Have you published a notice of intention to apply for a licence 
in one local and one national newspaper within the two week 
period before making the application to the local authority? 

Has consent in writing to the holding of the event been received 
from the owner or occupier of the venue?

Will funfair rides / activities be made available for public use? If 
so, such equipment must have a valid safety certificate.

Have you checked whether the relevant local authority for the 
area in which the event is taking place has made bye-laws for 
the purpose of controlling litter within its area? 

Such bye-laws could include the requirement to take measures to 
prevent or limit the creation of litter and to provide for its removal.

If you are running an event, have you considered your 
obligations with respect to employees or volunteers working at 
the event on behalf of the charity? 

Please see the checklists entitled “Working with Volunteers”. 

If the event involves employees or volunteers working with 
children or vulnerable adults, have the appropriate Garda 
Vetting checks been carried out?

Do you intend to sell goods at the vicinity of the event? If so, 
you will need to ensure that you have the appropriate licences. 
For instance, you may need to apply for an event casual trading 
licence before the event.
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Questions Yes/N/A Comment/Action Required

Do you intend to sell food at the event? If so, food hygiene 
legislation will have to be complied with.

Do you intend to sell alcohol at the event? If so, you will need to 
comply with the applicable licensing obligations.

Do you intend to promote a raffle or lottery, or to provide other 
gambling opportunities for attendees at the event? 

If so, please review the checklist entitled “Lotteries”.

If you intend to collect personal data at the event, have you put 
in place the necessary policies and procedures to ensure that 
the charity complies with applicable data protection law?
This may include: 

• supplying individuals whose data you are collecting with 
details of the purpose for which the data will be used; and

• putting in place procedures to:
o ensure data is kept accurate, complete and up to date;
o ensure the data is adequate, relevant and not excessive;
o use the data only in ways compatible with the 

purposes disclosed;
o retain the data only for as long as is necessary for the 

purpose for which it was collected;
o delete or amend donors’ details upon request from a 

donor;
o keep data secure and prevent unauthorised access to 

or disclosure of the data; and
o provide access to data subjects upon request.
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Part 2 Events
Questions Yes/N/A Comment/Action Required

Do you have insurance policies in place where appropriate? 
The fundraiser needs to ensure that there is clarity (in writing) 
as to which party is insuring against which risk.

Do you have written agreements in place with all external 
parties clearly highlighting all parties’ rights, responsibilities 
and obligations?

Have you considered disability access to the venue?

Do marketing materials have accurate and clear details of the 
event and clearly state how the money raised will be used?

For money received in advance or during the event, have 
you ensured that proper financial procedures are in place? 
For more information please see the checklist entitled “Cash 
Collections”.

Are all sponsorship forms clear about whether sponsorship 
money is given subject to any conditions (e.g. that the 
participant completes a marathon)?

Where events are organised by third parties, do you have 
clear agreements in writing with the event organiser allocating 
specific responsibilities and risks?

Are there proper systems in place to ensure that money is 
transferred to the charity as quickly, efficiently and transparently 
as possible?
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Questions Yes/N/A Comment/Action Required

Where necessary, does the fundraising event have marshals 
and stewards with relevant experience in place?

If a participant does not personally pay the entire cost 
associated with his or her participation in an event, but uses 
some of the sponsorship money for this purpose, has this been 
made clear to the donors?

Is the participant in your fundraising event aware of the 
fundraising targets they are expected to meet?

If holding an event abroad, have you ensured that applicable 
visas, insurance and travel documentation are in place?

Prior to the event, has the fundraiser conducted a final check 
to ensure safety measures such as fire exits, first aid and 
equipment provisions are in place?

Are there robust procedures in place for following up non-
payment of sponsorship moneys  and not reaching minimum 
sponsorship requirements?

This publication contains a practical summary of the law. It should not replace legal advice tailored to your specific circumstances. 
While every effort has been made to ensure the correctness, accuracy and completeness of the information contained within this 
publication, Mason Hayes & Curran and the other contributors assume no responsibility and give no warranty in that regard and 
accept no liability for any loss or damage incurred through the use of, or reliance upon this publication. Readers of this publication 
should satisfy themselves as to the correctness of the information contained in this publication.


