
 

 

 
 
 
 

 
 
 

 
Introduction 
We provide much needed support to families in Coventry and Warwickshire who are affected by 
childhood cancer.  Our services are designed to support children and young people between the ages 
of 0-24 and their parents and siblings, throughout this devastating and life changing experience.  We 
offer support to families from the date of diagnosis for as long as they need us.  We do this through a 
range of services such as activity days, trips, drop in sessions, home visits, parent and toddler groups 
and therapy sessions including art therapy, sport as well as offering a counselling service. 
 
 

The money you raise can help us to: 
 

Amount What this will pay for  

£30 One counselling session to help families through this distressing time 

£125 Will provide one family welcome pack that we deliver to families that 
have a child that has been diagnosed with cancer.  The welcome pack 
including sweets, a throw, a popcorn maker, a DVD and a board game as 
well as a voucher for a take away!  (see picture) 

 £300 A night out for our Teenagers.  Our teen group enjoy a variety of 
activities such as bowling, cinema, a meal out etc thanks to the 
donations of our generous supporters 

£50 A print run of leaflets or posters promoting our service to be distributed 
to hospitals and clinics or A print run for leaflets/posters to use to 
promote a coffee morning or event 

£500 This will enable us to run a fun event for our families such as quiz nights 
etc and for this we can provide all refreshments and an activity 

 
What’s in the Fundraising Pack? 
 

1. A registration Form so that we know when your event is being held and we help you to promote this 
2. A printable A4 poster for you to print and display with space for you to write the details of your 

event such as time, venue and date   
3. Marketing ideas  - a list of ways to promote your event 
4. Price stickers for you to print and use if you choose 
5. Suggestions and Tips – additional suggestions to maximise income at your coffee morning including 

recipes and recipe ideas and how to get people involved 
6. Recipes 
7. An invitation for you to use if you wish to 

  

Please feel free to contact us at any time if you would like some additional information or support! 
 

Shine a Light Support Service, Suite 21, Koco Community Centre, 15 The Arches, Spon End, Coventry 
CV1 3JQ t: 02476 676 159  e: hello@shinealightss.org.uk      www.shinealightss.org.uk 

Shine a Light Support Service 
 

Brightening lives affected by cancer 
Registered Charity No: 1171090  

  
 Coffee Morning Fundraising Pack 

mailto:hello@shinealightss.org.uk
http://www.shinealightss.org.uk/
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Shine A Light Coffee Morning Registration Form 
 
 

 
Your Name  

Your Company or Organisation Name 
(if applicable) 

 

Your Address 
 

 

Your Postcode  

Your Telephone Numbers    

Your Email Address  

Any social medial links eg Facebook 
and Twitter etc  

 

Event  Date  

Event Time  

Event Venue 
(including postcode) 

 

Signed  

Date  

PAYMENT Please put your takings into your bank account and pay through our Just Giving Page within 2 weeks of your event 
www.justgiving.com/shinealightsupportservice (there’s a link on our web site www.shinealightss.org.uk)  If you prefer to pay by cheque 
please tick this box ◊ Thank you! 

 

Please complete and return this to us by post email hello@shinealightss.org.uk or by post (please 
remember to keep a copy for yourself!) to Shine a Light Support Service, Suite 21 Koko Community 
Centre, 15 The Arches, Spon End, Coventry, CV1 3JQ  
 

 
 
By submitting this form, you consent to us using your details to provide you with information about 
our Coffee Mornings.   
 
We would also like to add you to our database to receive emails which give details of events, news etc.  
Please tick this box if you would like to be added to our database   
 

We promise to always keep your contact details safe and we do not sell or swap this information.  If 
you prefer not to hear from us you can stop receiving our updates at any time by emailing or calling 
02476 676159 or email: hello@shinealightss.org.uk   
 

You as the organiser are welcome to follow us on social media and tag us into your posts so that we 
can share these to help you to promote your event. 
 
 

http://www.justgiving.com/shinealightsupportservice
http://www.shinealightss.org.uk/
mailto:hello@shinealightss.org.uk
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Marketing ideas - a list of ways to promote your event 
 

1. Give yourself plenty of time to ensure that you get lots of people involved and 

delegate some of the tasks to willing volunteers 

2. Send out invitations (we have attached one that you can complete and use if you 

like).  Compile a list of people that you would like to invite and ask them to come along.  Ask 

them if they would like to donate any cakes or cookies!  See recipes and tips in this pack. 

3. Give out leaflets and posters to friends and family and co-workers to display at their place of 

work etc.  It is usual to bake cakes or biscuits so don’t forget when giving out the leaflets for help 

with baking! 

4. Display posters: Ask your local library, pub, supermarket, newsagents, church, scouts and 

brownies groups, mother and toddler groups, offices, leisure centre and shops to promote your 

event by displaying posters.   

5. Use Social Media to promote your event – create an event on Facebook, tweet etc – Invite 

people to come along with family and friends, and ask them to bake and bring along their cakes 

and cookies then stop for a drink!  Send out gentle reminders and don’t forget to include all the 

details of the event  

6. Text family, friends and colleagues to remind them a few days before  

7. If you are holding the event in your place of work make sure that everyone knows and find out 

if it is possible to open this up to the public.  It’s a great opportunity to invite suppliers and 

clients as a chance for an informal catch up!  It could go on your web site and in your newsletter 

8. Decide on your prices and make sure these are obvious and easy to read.  We have used the 

following wording which seems to work well ‘We suggest a donation of ………..’  there are some 

price markers for you to print off and use on the next page if you like. 

9. Collect the money -have a cash tin or collecting box ready for people to pay  

10. Don’t forget to thank people who have donated cakes and thank people who have bought them 

– in person or on social media 

11. After the event count up your takings and make a note of this then let everyone know how much 

you raised! 

12. Put your takings into a bank account and pay through our Just Giving Page 

www.justgiving.com/shinealightsupportservice (there’s a link on our web site 

www.shinealightss.org.uk)  If you prefer to pay by cheque please let us know  

 
 

           
 
 

http://www.justgiving.com/shinealightsupportservice
http://www.shinealightss.org.uk/
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Suggestions and Tips  
 

 If you can, try to get people to donate prizes for a raffle or tombola to increase your takings 

 Perhaps you could collect and sell other items such as donated books? 

 What time of year will you be holding your event?  Could it have a theme such as Easter, Spring, 
Mother’s Day, St George’s Day, Halloween etc?   

 Offer recipe suggestions to people to give them ideas such as: chocolate cake, victoria sponge, 
scones, flapjacks, shortbread, cookies, muffins, chocolate crispie cakes, carrot cake, pecan pie, 
lemon and poppyseed cake, cheesecake, traybakes, brownies, blondies, cupcakes, millionaires 
shortbread etc  Many people have their tried and tested favourites!  Remember if the weather is  
warm keep fresh cream to a minimum).  Take a look at the recipes below or visit 
https://www.bbcgoodfood.com/recipes for tried and tested recipes 

 Allergies – be aware and mark up any cakes that contain nuts etc so that people know – ask your 
bakers to ensure that where possible all allergen information is obvious such as nuts, wheat, milk 
etc.  If you know you will have visitors who are gluten or dairy intolerant they will be thrilled to be 
able to buy something suitable 

 Entertainment – would it be nice to have music or entertainment? 

 Organise a competition for the best cake!   

 Count some sweets into a jar and seal then ask people to guess the number of sweets in the jar to 
win it – 50p or £1 a go! 

 If there are little ones and you have some room why not offer colouring - buy some crayons and a 
couple of colouring books or print free colouring pages from the internet or get them to decorate a 
cookie or cake.  
 
 

 

   
 

 

Here is a handy checklist for you to use:  Done √ 

Posters/Leaflets distributed?   

Social Media posts prepared?  

Volunteers to bake cakes and cookies?  

Refreshments: Tea/coffee/hot chocolate/soft drinks/milk/sugar/sweetener  

Crockery and cutlery including plates, napkins, spoons, knives for cutting large cakes etc  

Tins or something to keep the money in – have a small float in case people need change  

Signs with prices/suggested donation – don’t forget people may want to buy to take home  

Bin liners, washing up liquid and cloths  

Foil/cling film and paper plates for people to take away a cake or two  

Why not use a few balloons to indicate where your event is and attract passers by?  

Thank everyone  

Let everyone know how much you have raised  

Donate your takings to Shine A Light through their just giving page   

Well done!  Now relax with a nice cup of tea or coffee and a piece of cake!  

https://www.bbcgoodfood.com/recipes
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Some recipes for you….. 
 
Lemon and Poppyseed cake - serves 8 
 
Ingredients 
3 lemons 
255g caster sugar 
55g softened butter 
225g self raising flour 
1 level tsp baking powder 
1 large egg 
100ml of semi skimmed milk 
2 level tbsp plain yoghurt 
2 level tbsp poppy seeds 
 
Method 

 Preheat the oven to gas mark 4 

 Lightly grease and line a loaf tin 

 Finely grate the zest from 2 lemons.   

 Place butter, lemon zest, 200g sugar, flour, baking powder, egg, milk, yoghurt and poppy seeds in a 
food processor 

 Process for 1 minute (or mix well by hand until all blended) 

 Spoon into prepared tin and level off the top 

 Bake for 1 hour or until a skewer comes out clean 

 (Check after 35-40 minutes and cover with foil if browning) 

 Squeeze juice from lemons into small saucepan and add rest of sugar and 125ml water.   

 Bring slowly to the boil and bubble for 4 – 5 minutes 

 Pierce warm cake with cocktail stick and spoon over the lemon mixture 
 
 

Easy Malteser Tray bake 
 
Ingredients 
    100g Butter 
    200g Milk Chocolate 
    3 tbsp Golden Syrup 
    250g Crushed Digestive Biscuits 
    225g Maltesers 
    Optional: 
    Extra 100g Milk or White Chocolate as topping 
 
Method 

 Melt the butter, chocolate and syrup in a large pan then add the crushed biscuits and maltesers 

 Mix together then pour into a greased baking tin and chill until set 

 Option: Once set, melt the additional chocolate and pour over the top. Chill until set 
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Carrot and Walnut Cake or Muffins- serves 16* 
 
Ingredients     
4 eggs (size 3) 
150ml corn oil or sunflower oil 
150ml skimmed milk 
1 tsp vanilla essence 
200g soft brown sugar 
225g self raising whole meal flour 
1 tsp salt 
1 tsp ground cinnamon 
1 tsp mixed ground spice 
Freshly grated nutmeg 
400g carrots, peeled and grated  
100g walnuts finely chopped – save 4 or 5 halves for decoration   
 
For the topping: 
175g full fat cream cheese 
50g butter, softened 
1 tsp vanilla essence 
175g icing sugar 
A few halved walnuts to decorate or: 
½ a small carrot, peeled and sliced and mint sprigs to decorate or extra chopped nuts 
 
Method 
• Preheat the oven to gas mark 4 - Grease and line a deep 8” round cake tin with grease proof paper 
• In a large mixing bowl, whisk together:  eggs, corn oil, vanilla essence and brown sugar - Mix 
thoroughly 
• Sieve the whole meal flour, salt, cinnamon, spice and nutmeg into egg mixture and fold in   using a 
metal spoon.   
• Fold in grated carrots and 6 oz of the walnuts 
• Pour into cake tine and bake for 1 ½ - 1 ¾ hours - or until risen and firm for a cake or 20 -25 mins for 
individual cakes 
• Leave to cool in the tin then turn out onto a wire rack 
• To make frosting:  beat together cream cheese, butter and vanilla essence, mix well, Sieve in the icing 
sugar and mix well 
• Cover and leave in fridge 
• Spread frosting on to the cake or muffins then decorate with walnuts on top 
• Alternatively, cut carrot slices into mini carrot shapes and arrange on top of the cake.  Place a small 
mint sprig at the top of each carrot to resemble leaves. 
 
 
 
 
 



 

9 

 

 

Vegan Brownies  
 
Ingredients  
250g plain flour  

 350g demerara sugar   

 65g plain cocoa powder  

 1 tsp baking powder  

 1 tsp salt  

 250ml water  

 250ml vegetable oil  

 1 tsp vanilla extract  
 
Method  

1.   Preheat the oven to 180 C / Gas mark 4. And in a large bowl, stir together the flour, sugar, cocoa 
powder, baking powder and salt. Pour in water, vegetable oil and vanilla; mix until well blended. 
Spread evenly in a 23x33cm (9x13 in) baking tin 
 

2.   Bake for 25 to 30 minutes in the preheated oven, until the top is no longer shiny. Let cool for at least 
10 minutes before cutting into squares. Alternatively, do not cut into squares and serve as a vegan 
brownie cake! 

 

 
Scottish Shortbread- serves 16 
 
Ingredients  
175gm plain flour 
75gm cornflour  
175gm butter  
75gm caster sugar 
 

Method 

 Heat the oven to gas no 3, 160deg C and sift flour and corn flour into a bowl  

 Into a larger bowl, put the butter and cream until soft then add the sugar to the butter and 
beat until light and fluffy. 

 Work the flours into the sugar and butter mixture then knead well together 

 Press the shortbread into a shallow greased baking tin 11” by 7” or (8” diameter round), 
flattening the dough with the knuckles. 

 Prick well with a fork and mark into fingers or fans depending on which tin you use, with the 
back of a knife 

 Chill in the fridge for 15 mins, then bake until pale golden brown, (about 30-35 mins). 

 Take it out of the oven and leave to cool for 15 mins, then gently cut through the marks made 
with the knife.   

 Carefully lift onto a wire rack to finish cooling.  If you wait until it is cold to cut through with the 
knife it will crumble. 

 You could use cookie cutters and make shapes instead if you want to… 
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 You are invited to a  

In aid of Shine a Light Support Service 
Brightening lives affected by cancer 

www.shinealightss.org.uk 

 

DATE: 
 
TIME: 
 

VENUE: 

All donations of cakes and bakes  
will be gratefully accepted!  

RSVP to:  


