Liverpool John Moores University

University Policy Paper in Support of Fundraising and Institutional Development

Summary

This paper defines the University’s policy regarding philanthropic fundraising and forms part of the staff handbook, as it is relevant to every member of staff and provides information for staff relating to fundraising, and contact information.

It is important that it is understood that the PVC (Marketing, Commercial and International) is responsible to the Vice Chancellor for ensuring the co-ordination of all philanthropic fundraising across the University. This co-ordination function is important and central to the University’s plan to build broad-based income generation and to create a sustainable and growing fundraising culture within LJMU.

This document is intended for internal use only and where monetary values are shown they are for guidance only.
	
1. Principles of Fundraising at LJMU

1.1 Fundraising priorities are agreed at institutional level

A core function of the office of the PVC (Marketing, Commercial and International) and (within the PVC’s area) the Corporate Communications directorate is to facilitate more external relationship building with donors and potential donors, and to help us to become better at asking for money. 

The PVC’s Office has, therefore, been given the key job of recording and co-ordinating fundraising across the University.

This does not mean that the PVC and Corporate Communications will simply seek to raise funds for any and every need at LJMU, or that they are the only members of staff who can ‘ask’. Rather their main focus is to help secure significant sums of money for the key institutional priorities identified in the Institutional Plan, and support colleagues wishing to develop relationships with donors and sponsors for Faculty and School projects that have been agreed with their Dean. 

It is important that all staff are clear as to the major fund-raising priorities for the university, and that, in line with LJMU’s mission and values, these are centred on the student.  

For this reason, the Vice Chancellor, the Dean and PVC (Marketing, Commercial and International) will together approve any requests for fund-raising, and no fund-raising must be undertaken by any member of staff unless this permission is granted.  This is in the interests of relationships with prospects and donors who may become inundated and upset by multiple, uncoordinated approaches for seemingly ‘the same university’.

A current list of LJMU fundraising priorities can be found at Appendix A.


1.2 Management of major prospects and donors must be agreed with the Vice Chancellor (and via devolved responsibility to the PVC (Marketing, Commercial and International)

It is very important that the university develops its relationships with major donors, and since the Vice Chancellor is most likely to be the key point of contact with such individuals or organisations, a co-ordinated, planned and managed approach must be adopted. 


1.3 All fundraising activities must be recorded centrally 

It is vital that fundraising is professionally co-ordinated across the University so as to enable all members of staff to work with donors and potential donors (prospects) in the most effective way.  To facilitate the sharing of knowledge across the institution it has been agreed that the Office of the PVC (Marketing, Commercial and International) will serve as a central ‘hub’ of information, and so must be contacted before any individual member of staff intends approaching an external funder – for gifts and philanthropic grants.  (Please note: This does not include research support which continues to be the responsibility of the Director of Research and his team).

The Office will provide you with advice on preparing grant applications and background material on potential funders so that we are making the most efficient and effective approaches possible.  We cannot allow multiple approaches to funders and donors from several parts of the university simultaneously as this is most unprofessional and does not demonstrate a strong case for support.

Where a gift is received in support of the work of a department or school, the University expects an individual member of staff to take responsibility for thanking and communicating with the donor or sponsor. It will be usual that the staff of the department will have been involved throughout the process and the thanking will be a natural extension of the relationships built up.


1.4 Written agreements must be given to donors in return for their gift

This ensures that both parties – the donor and the university (as represented by the staff making the request for support) are clear as to the purpose of the gift and any expected outcomes from that gift (such as a written report, naming rights, sponsorship benefits etc).  This is known as a ‘Donor Agreement’ and the PVC’s office can provide both templates and advice for this. 

Once signed by both parties, a copy of the agreement will be held centrally and monitored by the PVC’s office to ensure ‘follow through’ of the outputs by the faculty/school/service team concerned.

Donor gift agreements are very important for scholarships and bursaries as there may be criteria for eligibility specified that require monitoring by the University’s Scholarship Board (see later section).

Donor gift agreements are essential for naming opportunities (see later section).

1.5 Naming rights can only be approved by the Vice Chancellor

Some gifts (especially larger ones) can be facilitated in return for appropriate naming rights. 

The University requires a clear policy to manage this process and to raise more funds, so we have established minimum gift sizes below which it is not normally acceptable to name the item. These figures will be reviewed in the light of experience, but are intended to provide guidance to those seeking support and to ensure consistency within and across the University. The issue is also related to quality control and accepted best practice in this field. 

For example, gifts which do not cover the full cost of a project or item, must be carefully considered before the University agrees to accept the gift. Linked to this is the relationship between the size of the gift and the true cost to the University of creating the project or post. Before a name is attached by the University we must understand the relationship between these figures.

· Naming of Posts - Minimum gifts required
The current acceptable minima for naming activities at LJMU are:

5-Year term* Professorial Chair (new or to name an existing post)		£350,000
Fully endowed Professorial Chair named in perpetuity				£1.75m
5-Year term* Lectureship (new or to name an existing post)			£250,000
Fully endowed Lectureships named in perpetuity				£1.25m
5-Year term* Research Fellowship						£180,000
Fully endowed Research Fellowship named in perpetuity			£900,000
5-Year term* Academic Fellowship 						£180,000
3-Year term Research Studentship						£70,000

*The University does not accept externally funded posts for less than five years except in exceptional circumstances. In some cases the University may accept gifts attached to existing posts for a minimum of three years. The name of the donor is attached to the post for the period of the gift only.

· Naming of posts - When to use the name
· It is expected that holders of externally-funded and named posts will use the full name of the post, including the donor’s name in all academic publications
· The full agreed name will appear on business cards, letterheads and other appropriate printed material
· The full, agreed name will appear in University publications, such as the Prospectus, on the web site etc. 
· The full name should appear in all departmental materials
· The full name should appear on staff lists in departments etc.
· It is expected that the post-holder will use the full name when addressing conferences, giving lectures and seminars and in related publicity material.

· Naming of buildings, rooms, laboratories etc.
The Strategic Management Group will make the final decision on names to be attached to physical assets. In the case of buildings, the Strategic Management Group will make recommendations to the University Board of Governors.  In making these decisions the Group will seek advice from Heads of Departments or Schools and the PVC’s Office.

Proposals on naming physical assets must be accompanied by a full explanation of the relationship between the size of the gift and the total cost of the asset (building, room, laboratory etc.). 

The University will not normally accept a proposal to name a building or other asset in return for a gift of less than 50% of the total cost (usually more will be required). 

Where less than 100% of the total capital cost is provided through the gift or gifts or sponsorship, the SMG will require a clear plan setting out the source(s) of the remaining funds and maintenance/revenue costs. 

It is essential that the PVC (Marketing, Commercial and International) should be able to provide advice and to consider all proposals and to make informed recommendations to SMG in this area.

Note: The University may choose, from time to time, to name buildings and spaces for reasons other than financial support.  The Vice Chancellor will seek approval from the Board of Governors in this instance.


1.6 Acceptance, receipt and recording of gifts is managed through PVC (Marketing, Commercial & International)

It is very important that gifts are received, recorded, administered and donors thanked in a professional and timely manner.  Donors may also require updates on how their donation is being used, the progress of the student etc and will be less likely to renew or increase their gift if their relationship with the university is not managed with professionalism, courtesy and respect.

To ensure that such an approach is adopted, all gifts received by any member of staff must be notified immediately to the PVC’s office.  That team will then support the member of staff concerned with the ensuing donor communications, financial management of the gift, recording on the university’s database of donors etc.
The PVC (Marketing, Commercial and International)’s Office is the sole unit within LJMU permitted to accept charitable gifts to the University or any constituent departments or units. 

Therefore all gifts (including notification of in-kind donations such as scientific or research equipment) must be sent to the PVC’s Office where they will be recorded on the central database, acknowledgement provided to the donor, tax claimed (where appropriate) and funds allocated to the appropriate project or account. (see below for process of accepting gifts and the information required)


1.7 The benefit of each gift must be maximised for the donor and LJMU

Our donors will expect the University to use their gift in a way that will ensure the maximum benefit for the cause is achieved (e.g. ensuring that prize money, a scholarships or a bursary is given to the most deserving student within the agreed criteria for selection).  The donor will expect us to manage the gift professionally and also be aware of any ways in which the gift could be increased (e.g. by ‘matched funding’ from a government scheme, from Gift Aid/tax relief, etc).

Our donors will also expect that the University is grateful for the support given and will manage that gift appropriately.

Communications with the donor, meetings with them, and so on – what is known as ‘donor care’ – are very important, therefore, and cannot be undertaken lightly.  The tracking of our donor relationships via the central database (managed from the PVC’s office) is designed to assist all the members of the university engaged with donors to manage these relationships positively.

The PVC’s office can advise staff prior to an approach being made to the donor as to what might be the best approach and any benefits for donors that may be available from external philanthropic schemes. 


1.8 Management of Scholarships and Bursaries are undertaken by LJMU Scholarship Board

The LJMU Scholarship Board was established so as to ensure that all gifts to scholarships and bursaries were administered and allocated in accordance with the donor requirements.


1.9 Financial management of philanthropic gifts is the responsibility of the Finance team

· Keeping close track of all the money (philanthropic gifts and grants) that comes into the University 

· Understanding all options for tax relief on donations
· Liaising with the officer responsible for bringing in the funding in order to ensure that it is used by the university appropriately to the wishes of the donor.
· Making a link with the University's Finance Department on this income stream


Appendix B provides contact information for the individuals in the Office of the Pro-Vice Chancellor (Marketing, Commercial and International) and Corporate Communications.



The LJMU Process for Accepting Gifts

The PVC (Marketing, Commercial and International)’s Office is the sole unit within LJMU permitted to accept charitable gifts to the University or any constituent departments or units. 

Therefore all gifts (including notification of in-kind donations such as scientific or research equipment) must be sent to the PVC’s Office where they will be recorded on the central database, acknowledgement provided to the donor, tax claimed (where appropriate) and funds allocated to the appropriate project or account.

1.1 Information Required
The PVC’s Office will ask for support information so that the gift can be properly recorded and the donor thanked, but at a minimum the gift should be accompanied by:

· Name and address of donor
· Name of University staff member(s) involved
· Project/department/unit gift is intended to support
· Copies of supporting letters, proposals, communications with and from the donor

1.2. In-Kind Gifts
In the case of in-kind donations of equipment, materials or time (perhaps from professional advisers) please provide the PVC’s Office with the above information PLUS a valuation of the gift. There may be tax implications of which you will be advised.

1.3 Counting Gifts
Please note that ALL gifts to LJMU in cash and in kind will count towards the University’s overall fundraising goals and reports. This is intended to provide a true and complete picture and record of the University’s successes in attracting donations of all kinds and to ensure that all donors are appropriately thanked and managed by the University as well as departments, schools and individual members of staff as appropriate.

2. The LJMU Process of Identification and Selection of Institutional Fundraising Priorities

The PVC’s Office cannot actively take on responsibility for seeking and securing private funding to meet all the needs and aspirations of every part of the University.

The staff provide a co-ordination and advice service, and facilitate the raising of funds for the key institutional projects and programmes identified by the Strategic  Management Group.

2.1 Areas of fundraising focus
Essentially the University’s fundraising strategy flows from the Institutional Plan and a number of key fundraising programmes, goals and targets have been identified. 

These priorities include raising funds in the form of gifts and grants to help LJMU:

· Seek funding to enable LJMU to provide financial support in the form of student support scholarships to well-qualified applicants
· Provide academic support in the form of additional fellowships, lectureships and chairs
· Continue to develop and improve the physical infrastructure of the University for teaching, working, study and research
· Over the long term to build endowment to provide some flexibility and ability to plan activities ahead of time

2.2 How projects are selected
The identification of the main fundraising targets lies with the Strategic Management Group. 

2.3 Volunteers
The Vice Chancellor and the PVC’s Office may seek the advice and input of external contacts before embarking on active fundraising for a project or campaign.  These individuals are known as ‘volunteers’ and are ideally existing donors to the university who can work with us to solicit philanthropic support from their peers and contacts.



Appendix A.

Institutional Fundraising Priorities: 

· Scholarships - to attract the best academic students
· Bursaries – to ensure access to LJMU for academically gifted students irrespective of background or financial ability to pay
· Prizes – to incentivise and reward excellent academic performance
· School of Engineering’s Formula Student Car team
· Astrophysics Research Institute
· The National Schools’ Observatory




Appendix B.

Contacts Relating to Fundraising at Liverpool LJMU

Michele Ibbs  - Pro-Vice Chancellor (Marketing, Commercial & International)
		Ext: 3274
		Email: m.ibbs@ljmu.ac.uk

Colette Glanvill - Marketing Admin Officer, Pro-Vice Chancellor’s Office
		Ext: 3292
		Email: c.glanvill@ljmu.ac.uk

Janet Martin – Director of Corporate Communications
		Ext: 3583
Email: j.martin@ljmu.ac.uk

[bookmark: _GoBack]Helen McCormack – Stakeholder Engagement Manager
		Ext: 3531
		Email: h.mccormack@ljmu.ac.uk






