CHARITY BALL AND
DINNER GUIDE
www.stjohneyehospital.org
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Get dressed to the nines and help us to continue our sight
saving work by hosting a fabulous charity ball or dinner. Our
tips will help to ensure your event is the talk of the town!

St John of Jerusalem Eye Hospital Group transforms lives by saving sight
in the world’s most unique region facing decades of conflict resulting in
the poorest people lacking the basic privileges of ordinary life.
We are the oldest and only charitable provider of expert eye care in the Middle
East and have clinics in the West Bank, Gaza, and Jerusalem treating patients
regardless of ethnicity, religion or the ability to pay.

Find out more at www.stjohneyehospital.org
© 2021 St John of Jerusalem Eye Hospital Group Registered Charity Number: 1139527
St. Johns of Jerusalem Eye Hospital Group, 4 Charterhouse Mews, London, EC1M 6BB
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GETTING STARTED
SET A DATE

TICKET PRICE

Pick a date for your event. Give yourself
plenty of time to plan and advertise it,
we would advise at least 9-12 months in
advance. Make sure the date doesn’t clash
with any major events (such as sports or
cultural events) and isn’t during the summer
holidays, when most people are likely to be
away.

Set ticket prices based on how much the
event is going to cost and what you think is a
reasonable amount to charge guests. Charge
more for special tickets which include extras,
such as gold table service. The ticket price
should cover all primary costs and include an
extra £10-£20 to the charity.

PICK A VENUE
Find a suitable venue or ask your contacts
for help. When finalising a venue consider if
the location is accessible by local transport
and if parking is available. If you are playing
any videos or doing speeches on the night,
ask if there is sound and media technology
available and WiFi access (if required).

EVENT COMMITTEE
Organise an event committee. Think about
each person’s skills and assign roles in
logistics, advertising and event support
and execution. Remember to have regular
meetings so you can communicate key
information, check if your event is going to
plan and discuss any obstacles (if there are
any).

PROMOTING YOUR EVENT
Get as much support as possible by:
Designing posters of the event and asking
them to be displayed at your event venue
or in the local area such as shops and halls
Create a Facebook event and invite
everyone you know, encouraging them to
share the page with their own personal
networks
Ask the event venue to promote your
event on their social media channels or
website
Advertise the event in a local newsletter or
newspaper
Create a fundraising page online where
you promote the event as well as attract
donations

BUDGET
Agree on a budget and delegate costs
to things such as venue hire, catering,
raffle prizes, invitations, photography,
entertainment and drinks. It’s advisable to
hold your dinner on a weeknight to save
costs and you’re more likely to negotiate a
charity rate.
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EVENT IDEAS
THEMES

TIMETABLE

You may want to consider having a theme on
the night. Popular themes include:

Have a timetable of when the event starts,
speeches, meal times, entertainment, auction
or raffle (if included) and time the event
finishes.

Black and white party
Masquerade ball
Summer/Winter ball
1920s theme
A midsummers night/Gatsby/Alice in
Wonder Land/Hollywood/Fairy tale/
Circus type theme
Or you can simply set a black tie/smart dress
code.

INVITATIONS
To make the event extra special, why not
send out invitations to guests who may be
interested in attending? You could even offer
an early bird discount to boost sales.

In the occupied Palestinian
territories, the rate of
blindness is ten times
higher than in the West.
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Example timetable
6:00pm-6:30pm

Guests arrive and receive
a drink

6:30pm-7:00pm

Guests are seated

7:00pm-8:00pm

Dinner is served

8:00pm-8:30pm

Speeches

8:00pm-9:00pm

Entertainment

9:00pm-9:30pm

Stop for raffle or auction

9:30pm-10:30pm

Entertainment continues

10:30pm

End, guests depart

CLOAK ROOM
Charge guests a small fee to store their coats
and other possessions in a cloak room. We
recommend charging £1-£2.

STYLISTS

ENTERTAINMENT

Why not offer hair/make up stylists on the
night for guests who want to look and feel
fabulous? Ideally this should be in a private
area.

This can range from live music, singers,
comedians, magicians and orchestras. Try and
make the entertainment match the theme of
the night. For example, a jazz or swing band
would be great for a Gatsby inspired event.
Perhaps one of your contacts knows a celebrity
who can make a guest appearance and offer a
signed photo?

DRINKS RECEPTION
Offer drinks to guests as soon as they arrive
to make them feel welcome and create a great
first impression

PHOTOGRAPHY
You may want to have a photographer on the
night to capture special moments. You can
then share these with guests after the event.

SPECIAL TABLES
You can offer unique tickets for special tables.
These tables could have their own:
Waiter/Waitress
Quick access - queue jump
Luxury goody bag
Mention of sponsorship on the website
Set number of free drinks

RAFFLE/AUCTION
Host a raffle or auction on the night and sell
tickets before and during the event. You can
have either a live auction, silent auction or
online auction. Keep the auction brief to hold
your guests’ attention.
You can send a list of auction prizes (together
with terms and conditions) out with the final
information to your guests. This will create a
lot of excitement.
Make sure your auctioneer is fully informed of
each of the prizes and who they need to thank.
For prizes like signed memorabilia display them
in a prominent place, to create anticipation
during the event.

SPEAKERS
Speak to us directly and we may be able to help
provide speakers on the night who can talk
about our vital sight saving work in the West
Bank, Gaza and East Jerusalem. We can also
provide you with a video that you can share
with guests on the night if your venue has the
technology.

CATERING
Ask guests for their dietary requirements on
your ticket form or invitation, so that everyone
can be accommodated on the night. Ask your
caterers when dietary requirements and food
choices need to be submitted and see if you
can do a sample tasting.

OVERNIGHT STAY
If your venue is at hotel, perhaps you can
sell pricier tickets for overnight stays
with or without breakfast included.
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CHARITY DINNER
PLANNING FORM
Title of event: ______________________________________
Proposed date:_____________________________________
Location:__________________________________________
Start time:_________________________________________
Finish time: ________________________________________
Suggested schedule:________________________________
__________________________________________________
Key contact for the event: ___________________________
Other members involved:____________________________
__________________________________________________
__________________________________________________
Extra money raising
activities (e.g. raffle/auction): ________________________
__________________________________________________
Budget (approximately):_____________________________
Fundraising target (approximately)___________________
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Comments

Compare at least 5 caterers for a competitive rate
Look at their online reviews
Check if they have insurance and food hygiene
certificates
Ask if there are any additional costs
Check their availability

Check
How many people the venue can accommodate
If there is a cloakroom available
If there are any additional costs (cleaning, security)
If the venue would be willing to offer a discount for
a sponsorship placement.
You should do a walk around the venue prior to the
event and find out where key facilities are (toilets, fire
escape) and see where the sound/speaker systems
are located.

The date you want the event to take place:
Date of advertising (website, emails, social media,
etc.):
Date to send invitations:
Deadlines to pay any invoices:
Date to confirm bookings with venue or caterer:

Advice

This could include dancers, singers, comedians or
even musicians.

Speak to St John of Jerusalem Eye Hospital Group
directly and we may be able to help you with speakers.

Deadline

Organise
speakers

Service and cleaning:

Linen/glass/cutlery hire:

Drinks per person:

Food per person:

Budget and
actual costs

This can include event décor hire, dance floor hire as
well as catering and entertainment equipment hire.

Person
responsible

Equipment
hire

Organise
catering

Source a
venue

Set key dates

Item

Organise
entertainment

7

Advice

Freebies on the
night

This could be a keychain or bookmark for guests to
take away.

This can include leaflets and invitations.

Programmes on tables, table name holders, name
badges for event organisers etc.

Stationery for
the event

Printing materials
for the event

Flowers, table decorations, etc.

Make sure you have a variety of prizes that would
appeal to every guest. Ask local businesses or your
contacts for prizes.

Sourcing raffle
prizes

Decorations

If the venue doesn’t have their own first aider on the
night you may need to arrange one. Find out if the
venue has a first aid room you can use.

The invitation should communicate key event details:
Date, location, time, price of ticket, how to purchase
tickets, dress code/theme, that the event is in aid of St
John Eye Hospital Group and the format of the night.
Remember to ask for dietary requirements in the
invitation and set a deadline for purchasing tickets
(so the caterer has advance notice of dietary
requirements).

First aid and fire
marshals on the
night

Online advert costs:

Postage costs:

Comments

You may want to include free tickets for ‘VIPs’.

Deadline

Tickets and
managing the
Guestlist

Budget and
actual costs
VIP tables, package tables, etc.

Person
responsible

Manage table
plans

Item

Sending out
invitations/
advertising the
event
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This can simply be a message on social media or an
email to event attendees. Thank them for coming, tell
them how much was raised and how this will help the
hospital and show some pictures of the night.

Sending
thank you
communications
post event

Two people to manage the cloakroom and take
payments. This should be done by two people as
money handling is involved and this will reduce any
risks.

Cloakroom
managers

This should be done by two people as money handling
is involved and this will reduce any risks. You can have
a rota, so that everyone gets a break.

A person to meet guests on the night, tick them off
the guest list and direct them to the cloakroom and
event hall. You could organise a rota.

Advice

Event hosts

Comments

To transport items (such as fundraising materials) to
and back from the venue.

Deadline

Organising a
courier

Budget and
actual costs

The office can provide you with banners, collection
tins and buckets.

Person
responsible

Organising
fundraising
materials

Item

Processing
raffle tickets/
donations on
the night
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SPONSORSHIP PACKAGES
If you’d like to offer corporate organisations sponsorship
packages to increase their brand profile, below is a table
with suggested packages. This can be amended to suit your event.
Sponsorship Packages

Platinum

Gold

Silver

Bronze

Amount

Cover the
entire event.
Sole sponsor

50% of
expenses

33% event

£1,000

Company description in
event programme

200 word

100 word

50 word

-

Logo on website event
page

x

x

x

x

Logo/Ad in event
programme

x

x

x

x

Logo on all promotional
material

x

x

x

Mentions on social media
and enewsletter

x

x

x

Option to provide
notepads, pens, etc
with company logo to
attendees

x

x

Logo slides in image
slideshow

x

x

Banner stands at events

x

x

Logo in newspaper ads

x

Speaker opportunity

x

Number of
complimentary tickets
Number of discounted
tickets

Backstage meet and
greet or VIP reception
with performer or
speakers
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HOW WE CAN HELP YOU
Remember that SJEHG can support you with:
Facebook posts
Enewsletter announcement
Listing in Jerusalem Scene ‘upcoming events’ section
Listing on our website events page
Postal mailing to a selection of our database
Processing of cheque and card payments for tickets and/or donations
Merchandise/information stand at event
Loan of PVC banners, banner stands and banner flags
Provision of Jerusalem Scene copies, donation envelopes and
information leaflets at event
Attendance of key SJEHG staff
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ON THE DAY
Make sure there the venue is
accessible for all visitors and
there is plenty of space between
tables
Point out where facilities are at
the beginning of the event
Have signage that leads guests to
the venue hall
If you have a VIP table, make sure
it is clearly labelled
Make sure you have a cash float
and or card machine for raffle
ticket sales if you are hosting one
Put collection tins/buckets
securely around various stands
and put posters in visible
locations
Keep track of your fundraising
and announce a grand total at the
end of the event

THANK YOU
Your efforts are helping
us to fund essential services
and save sight.
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WHAT WE CAN
PROVIDE
We can provide the following:
Branded collection buckets or tins
Donation envelopes
Pull up banners

MAKING YOUR EVENT SAFE AND LEGAL
Clear messaging in your fundraising
When you fundraise for St John Eye Hospital
group you need to be clear about where the
funds will go and if any money will be used to
pay for any costs
Using our logo
You can use our ‘In support of‘ logo for your
fundraising. The use of our logo must be
approved by us before printing or publishing
materials for your event.

IN SUPPORT OF

Under 18s
If children are taking part in a fundraising event
or activity, there must be adult supervision
and appropriate background checks must be
carried out if an adult will be left unsupervised
with a child. If you are under 18 years old, ask
an adult to help you with your fundraising.
Raffles and lotteries
Holding a raffle is subject to lottery law. Please
check your council website, as well as the
Gambling Commission website to see if you
need a licence/permit.

Over 40% of patients surveyed
in Gaza hadn’t had an eye
screening in over 2 years, if at
all. Our outreach teams allow us
to reach the most marginalised
communities by taking our care
where it is needed most
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AND FINALLY...
POST EVENT
Banking
For any cash donations collected, please
pay this into your bank and then pay it to us
through our website here:
www.stjohneyehospital.org/donate-now/

This includes:
Everyone who purchased tickets or helped
with organising the event
Companies who donated prizes or
sponsored the event
The venue and staff (particularly if they let
you use the venue at a reduced rate)

Alternatively, you can make payment by
cheque.
Please make cheques payable to, ‘St John of
Jerusalem Eye Hospital Group’ and send it to:
London Fundraising Team
4 Charterhouse Mews
London
EC1M 6BB
Please include your full name and event details
so we can process the donation smoothly.

Finally, we’d love to hear how your event went.
We are here to help throughout your planning and
happy to answer any questions you have. You can
contact us on info@stjohneyehospital.org.
If you have taken any photos, you can tag us in
your Twitter post on @StJohnEyeHosp or in your
Facebook post on @stjohneyehospital.
With your permission, we’d also like to share
your fundraising on our social media pages to
encourage other people to support us.
Our social media pages are:
www.twitter.com/StJohnEyeHosp

Thanking
After your event, remember to give a big
thank everyone to everyone involved and let
them know how much money the dinner or
ball raised.

THANK YOU
14

www.facebook.com/stjohneyehospital
www.instagram.com/stjohneyehospital

