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A GUIDE TO CHARITY COLLECTIONS AT TRAIN STATIONS
Organising

If you are a volunteer planning to organise a collection on behalf of a charity for the first time, your first step should be to contact the charity.  Ideally, arrange a meeting at their office to discuss aspects such as mutually convenient dates, suitable venues and numbers of collectors required. If the charity has a pool of likely collectors, all well and good, but they may rely on you to have a list of your own.  
Obtain a letter from the charity confirming that you are approved by them to take part in collections and to coordinate them. The letter should be printed on the charity’s headed paper, and should carry the registered charity number.  Also, obtain some leaflets relating to the charity, ideally outlining its history, objectives and achievements and giving its website address.  
Finally, decide with the charity what sort of advertising materials are to be worn by the collectors.  Some collectors, particularly inexperienced ones, can feel intimidated at the prospect of wearing large colourful placards, but in terms of raising awareness and therefore raising money, they are far superior to tabards.  Tabards are not as eye-catching, and they have the additional disadvantage of being associated in the public’s mind with people who patrol the streets accosting them in the hope of persuading them to sign up in support of a charity. Ask the charity to give you a supply of posters which can be used in making placards.  Please note that although the posters need to be clear and thought-provoking, they should not be exceptionally gruesome, since this risks alienating the public, especially those accompanying children, and the station authorities may even refuse to allow them to be worn.  If possible, prepare two placards for each collector so that they can be worn front and back.         
Next, apply in writing to the admin staff at your preferred station(s).  Many stations have an officer responsible for charity collection coordination, and if you have the name of such a contact apply direct to him or her.  Bear in mind that the more promising the venue (such as London’s Liverpool Street), the more popular it will be, and you should not be disappointed to find that there are no available dates for several months.  With your application, you should include a copy of the charity’s letter of approval and a leaflet.  You should also ask for permission for collectors to wear placards, and try to describe what sort of placards you have in mind.  It might be advisable to visit the station in advance of the collection to show the staff one of the placards to ensure that it will be acceptable. Offer the station staff two or three possible collection dates in your order of preference, but be flexible and agree to consider other dates if your suggested ones are not available.  Fridays tend to be the most lucrative collecting days, but here again be prepared to consider alternatives.  As far as possible, try to avoid public holidays and dates immediately preceding them, since you will find that commuters are much readier to donate than tourists.  For that reason also, try to avoid the peak holiday month of August. Also, try to steer clear of late October and early November, to avoid direct competition with poppy-sellers   -   given the choice, the vast majority of people will buy poppies rather than support animal charities.  At this stage it is advisable to contact potential collectors about possible venues and dates, to give them a chance to leave some free dates in their diaries.  It is important to give people as much notice as possible, since many of them are likely to collect for a number of charities.  
If you have not heard from the station say two weeks after applying, send them a diplomatic reminder or telephone them to try to ensure that your letter has at least arrived and is being/will be considered.  Most stations will send you an application form for completion and a set of conditions to be adhered to.  Obviously, as soon as a definite date is confirmed, contact your collectors again to let them know.  The morning peak period between 7.00 and 10.00 is almost always the most profitable session. It is therefore important to have a number of collectors who are prepared to cover this shift.  It can be difficult to persuade people to arrive this early, especially in the colder months, but if a hard core of three or four can be relied upon, it can make a crucial difference between a mediocre collection and an outstanding one.      
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As soon as possible after the collection, preferably within a week, write to the station staff thanking them for allowing the collection to take place, telling them how much was raised, and asking about the possibility of another collection there, either later the same year or during the following year.  Some stations only give permission for one collection per charity per year, in which case, provided the collection has been successful, it can be useful both for the station staff and for you and your collectors to opt for the following year’s corresponding day.
Participating

As far as collecting itself is concerned, there are several dos and don’ts, many obvious but all worth repeating.
DO

· Ensure that you arrive at the venue looking presentable.  This does not mean that you need to dress formally, but your appearance should be clean, neat and tidy.  You are in public view and are representing the charity to the public. You will therefore command more respect and in turn collect more money if you come across as civilised rather than shabby and possibly vaguely threatening.  

· Ensure that you have all necessary documentation with you.  This will include your approval letter from the charity, a copy of the station’s permit letter, and any ID that may have been specified by the station, for example a passport or driving licence.  

· Cooperate with the station staff.  At some venues you will be given a fairly lengthy briefing, maybe lasting five or six minutes, on safety issues and collecting procedures.  Even though you may be eager to start collecting, listen politely to what you are told.  Remember that it is far better to have the staff on your side than against you, since in extreme cases they have the power to terminate not only your immediate collection but maybe also your prospects of future ones.  While collecting, if any official or member of the public asks to see proof of ID, letters of approval, etc. comply with them without question.  If a station evacuation is announced, comply immediately.  
· Try to get a feel as quickly as possible for the movement of people through the station.  At the risk of stating the obvious, the vast majority of people will be leaving the station in the morning peak and entering in the evening.  Bear this in mind, keep alert, keep mobile and try to face as many people as possible.  For example, if you see a train approaching a platform move towards the adjacent barrier so that you are immediately visible to the people alighting.     

· Concentrate on your body language.  Look as upbeat as possible by keeping you head up and looking at the people ahead of you rather than looking downward or vaguely around you. Make positive movements, such as walking purposefully rather than shuffling when you are changing your collecting position.  Remember that if your body language is negative you will risk giving the impression that you are not fully committed to what you are doing.  
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Be informed and informative.  Before collecting, read the charity’s latest literature and make sure that you are acquainted to a reasonable degree with its achievements, campaigns and objectives. Nobody should expect you to know every detail, but they will at least expect you to be able to string together a few sentences.  On the other hand, if somebody asks you a question you are unable to answer, be honest and resist any temptation to bluff.  If someone appears particularly enthusiastic or makes a particularly large donation, invite them to read more by offering them a leaflet.  However, if they resist taking one, do not try to force the issue. 
· Be courteous.  Most people will not talk to you, some will speak briefly, some will ask you questions of varying relevance, some will make statements which you may find bizarre, and some will appear just to want a chat. Also, unfortunately, some may appear to want to provoke you, perhaps by asking you why you are collecting for animals rather than for children.  Whatever approach people take to you, be as polite as possible.

· Remember to book out at the end of your shift and return any station ID you may have been given.  Thank the station staff for allowing you to collect.
· Write to all of your volunteers after the collection informing them of the amount collected and thanking them for their participation. 
DO NOT

· Do not obstruct people.  This means not standing too close to ticket barriers, escalators, staircases, entrances and exits.
· Do not call out and ask people directly for cash.  This is usually counter-productive, and you risk annoying people to the extent that they report you to the station staff.

· Do not rattle collecting boxes too vigorously. This again impresses few people and annoys many.  Gentle shaking is usually acceptable to staff and public alike, but if a member of staff specifically tells you to stop doing even this, comply immediately.
· Do not stand too close to other collectors.  Two or more collectors close together can intimidate people, as well as unnecessarily restricting the catchment area of the collection.   
· Do not empty collecting boxes within sight or sound of the public.

· Do not leave collecting items unattended.  If something is too heavy or bulky to hold, always ensure that you or one of your colleagues remains close to it.
If you would like to join a London collection please contact us at GAWF. If you would like to organise your own collection please contact us and we will provide you will collection tins, leaflets and posters. Thank you.
