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WHO IS HEART HOUSE HOSPICE? 
 

When one receives a life-limiting diagnosis, it can send an individual and their families into a 
tailspin of emotions including shock, pain, stress, fear, anger, confusion, isolation, denial and 
grief. 
 
It is critical that those who are facing death as well as their loved ones have somewhere to turn 
for help.  The unfortunate truth, right now, is that many people are dying without the support 
they need and deserve.  Heart House is dedicated to making it easier for as many people as 
possible, but financial help from the community is required. 
 
As the only organization providing compassionate hospice care in Mississauga and Brampton, 
Heart House plays a critical role in the region’s health care system.  Each year, more than 
1,000 individuals who are living with a life-limiting illness and over 2,500 loved ones receive 
help.  These services are offered at no cost.  The Heart House interdisciplinary team of 
professionals and volunteers are dedicated to the pursuit of excellence and person-centred 
hospice care to meet the unique needs of the people served. 
 
Heart House is committed to the pursuit of excellence in service provision.  In May 2017, 
Heart House was granted a three-year accreditation, for people served, by an International 
Accreditation body, CARF International.  This means Heart House met the 1,800 standards 
identified as essential to the provision of excellent care. 
 
Heart House’s goal is to make a meaningful difference in people’s end-of-life experience.  Each 
person received individualized support and care to meet their unique needs so he/she can live 
their fullest until the very end.  Heart House’s professional staff team and committed 
volunteers work with community partners to ensure that individuals have access to a wide 
range of services designed to enhance their quality of life.  
 
Each year, Heart House must raise over $437,000 to fill the funding gaps in order to provide 
accessible, person-centred compassionate care to those who need it in the community.  This is 
why events like yours are so important. 
 

Vision 
 

To make a meaningful difference to someone’s end-of-life experience. 

Mission 
 

To fulfill our vision, our mission is to provide: 

 The highest quality end-of-life support to our terminally ill clients and their families 
 Individual and family focused, responsive, flexible personalized support 
 Professional, and compassionate staff and trained volunteers 
 A “home-like” environment and service 
 End-of-life services that are cost-effective and valued by our community and the health 

care system 
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WHAT IS A THIRD PARTY EVENT? 
A third party event is a fundraising initiative organized, staged and funded by a community 
group, club, business or individual(s) who wish to raise money on behalf of Heart House 
Hospice. 
 

HOW TO ORGANIZE A THIRD PARTY EVENT 
Here is your chance to make a difference and have fun at the same time. From Birthday Parties 
to Bake Sales, Walks/Runs to a Gala; no event is too big or too small. It’s a great way to 
involve your colleagues, family and friends to support Heart House Hospice. This guide will 
lead you through the event planning process and explain how Heart House Hospice can assist 
you with your event. 
 

Before your event: 
 

1. Plan the main details of your event 
• Form a Planning Committee (if applicable for your event) 
• Choose an event coordinator 
• Decide on the type of event 
• Choose a date, time, venue and a plan to promote your event (see #4 below for suggestions) 
• Set goals: e.g. event budget including revenue and expenses, number of participants etc. 
• Determine legal, insurance, liability, permit and safety issues 
 

2. Submit an Event Proposal Form to Heart House Hospice. 
• A member of the Fundraising team will contact you to review your plans and help ensure you 
fulfill the Heart House Hospice Third Party Policy and Guidelines and maximize your event’s 
success. 
Download the form from our website, located where you found this Guide. 

3. Create a detailed Event Plan 
• Create timelines and checklists for the event 
• Develop a sponsorship plan and begin to solicit 
• Create an event day agenda and volunteer roles 
• Develop a floor plan for the event 
 

4. Promote your event  
• Please note: All promotional materials must be reviewed by Heart House Hospice    
Fundraising Department prior to distribution.  
• Invite participants and recruit volunteers 
• Make Social media your friend, talk about or make an event page on Facebook, tweet, post on       
instagram and so on 
• Send event details to Heart House Hospice so we can promote your event on our social media 
outlets and our website 
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After your event: 
5. Wrap-up and Thank You 
• Evaluate your event – Did you achieve your goals? What would you do differently next time? 
• Send event Thank You letters to sponsors, donors and volunteers 
• Contact the Heart House Hospice Fundraising Department to arrange donation of funds, 
charitable tax receipts, a cheque presentation etc. 
 

Send photos and/or a brief video (3 mins) of the event to be posted on the Heart House 
Hospice website and our social media outlets so we can talk about it! 
  

EVENT IDEAS 
By choosing to support Heart House Hospice, you are helping to ensure that we can keep 
our programs operating for individuals living with their families. You can create any type 
of event that is both interesting to you and fits your schedule, such as: 
A-thons: Walk, skip, read, bike, spinning, bowl, skate, curl etc. 
Social events: Black tie dinner/dance, concert, in home soiree, art show, corporate BBQ, 
boat cruise, costume party, talent show, glee performance and so on… 
Sporting events and tournaments: Hockey, baseball, basketball, golf tournaments, 
football, pool, foosball, dragon boat and more… 
Other ideas: 
• Yard Sales 
• Bake Sales 
• Head Shaving 
• Loonie/Toonie Drive 
• Car Wash 
• Holiday/Theme Parties 
• Dress Down Day 
• Auctions (Silent or Live) 
• Balloon Pop 
• Consignment Sales 
• Book Sales 
• Mystery Grab Bags 
• 50/50 Draws 
• Pancake Breakfast 
• Potluck Lunch 
• Races 
• Raffle 
• Scavenger Hunt 
The possibilities are endless… 
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HELPFUL TIPS 

 
Set Your Goals High 
Every dollar counts toward improving the quality of life, health and well-being of our 
participants and the families we serve.  
 

Be Creative in Your Event 
Having a creative and fun event helps in encouraging participation. 
 

Collaborate 
Talk to your colleagues, friends and family about Heart House Hospice. There are many 
opportunities for others to support us. Set a challenge amongst your peers, this is a great 
opportunity to promote spirit through friendly competition. 
 

Thank Your Supporters in Multiple Ways 
Thank your supporters in multiple ways to help them feel appreciated and involved (emails, 
personal letter or card, phone call etc... Acknowledge all contributions.  
 

How the Fundraising Department can help: 
• Issue tax receipts, if applicable 
• Provide advice on planning your event 
• Discuss innovative ideas and best practices 
• Promote your event using various communication tools 
• Use of our logo for your promotional materials. NOTE: All promotional materials must 
be reviewed by the fundraising department prior to distribution 
• Provide a letter to your event volunteers recognizing them for their volunteer hours 
 

Things the Fundraising Department is UNABLE to help with include: 
• Providing mail/email lists of Heart House Hospice donors or sponsors 
• Solicit for sponsorship or prizes, auction items or selling of any type of tickets 
• Providing funding or reimbursement for event expenses 
• Managing your budget 
• Applying for permits, other licenses or insurance 
• As much as we would love to attend all events unfortunately our team is limited, therefore 
we cannot promise staff for the each event 
• Guarantee volunteer, board or staff attendance at the event 
• Providing administrative help 
• Assume responsibility of any kind associated directly or indirectly with the event 
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TAX RECEIPTS 

 
An individual participating or contributing in a third party event cannot receive a receipt 
for purchasing a ticket to an event, buying an auction item or raffle ticket, etc. from Heart 
House Hospice unless a personal donation has been made directly to Heart House Hospice. 
To process a tax receipt for a personal donation, we require: 

• Donor’s name 
• Donor’s Address (including postal code) 
• Donor’s Telephone Number 
• Date of Donation 
• Amount of Donation 
 

 
For more information and regulations about receipting please visit the Canadian Revenue 
Agency’s website at http://www.cra-arc.gc.ca or contact the Heart House Hospice 
Fundraising Department at 905-712-8119 ext.233. 
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LICENSING AND INSURANCE 

 
All third party events must comply with all applicable laws. The following are general 
guidelines. It is incumbent upon any individual, group or organization to comply with 
current local gaming, Liquor Control Board of Ontario (LCBO) licensing policies, etc. 
 

Gaming Licenses (Includes Raffle License) 
• Licenses must be obtained for all raffles, 50/50 draws and draws of chance prior to the 
printing or selling of any tickets. Several pieces of information are required to appear on 
the ticket and a sample of the ticket must be provided with the application to the issuing 
Municipality. The information required is: 
• Licenses and permission must be secured from the appropriate municipal office within the 
Regions of Dufferin, Halton and/or Peel or beyond. 
• The license must be obtained and held by Heart House Hospice. An individual or business 
cannot hold a lottery license. Licenses can take four to six weeks to be approved. 
• Strict regulations are involved with licensing and must be followed exactly in order to 
maintain the charitable status of Heart House Hospice. 
 

Liquor Licenses 
• A liquor license must be obtained from the LCBO (Liquor Control Board of Ontario) if the 
place where the event is being held does not already have a license. 
• The liquor license must be obtained and held by the person(s)/organization(s) holding the 
event (not Heart House Hospice). 
• The LCBO application must be submitted at least 30 days prior to the event. The 
regulations included in the liquor license must be followed precisely. 
• A letter from Heart House Hospice must accompany the application for the third party 
event liquor license acknowledging that the event has been approved. 
 

Liability Insurance 
The organizers of any event must provide proof of comprehensive public liability insurance. 
Heart House Hospice accepts no legal or financial responsibilities for any Third Party 
Event held on its behalf. 
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YOUR SUPPORT IN ACTION 
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FREQUENTLY ASKED QUESTIONS 
 
I have an event idea but need help pulling it together. Can you help? 
Once you have decided that you would like to organize a fundraising event for 
Heart House Hospice we ask you to please complete our Event Proposal Form. Once we 
receive your form, an individual from the fundraising department will contact you to review 
your plans and help ensure you fulfill Heart House Hospice Third Party Event Policy and 
Guidelines and maximize your event’s success. Please contact our Fundraising Department at 
905-712-8119 ext. 233 Monday to Friday from 8:00 am to 4:00 pm 

 
Can you help answer questions about receipting for my event? 
In order to ensure our status as a charitable organization with the Canadian Revenue Agency, 
it is imperative that we all handle matters around receipting in an appropriate, timely, efficient 
and legal manner. In this regard please contact Fundraising with your questions Monday to 
Friday between 8:00 am – 4:00 pm at 905-712-8119 ext. 233 or info@hearthousehospice.com. 

 
How do I organize an event? 
Once you have decided on the details of your event, the most important step is to complete and 
submit the event proposal form to the fundraising department. Once we have received your 
form, we will be happy to help answer any questions. 

 
Can you mail our event information out to your donors? 
Unfortunately, we cannot mail or email event information out to our donors. 

 
Can you help find sponsors for our event? 
Unfortunately we cannot help secure any sponsors for your event but we would be happy to 
help you brainstorm potential organizations and advise you how to find companies with the 
right fit for your event. 

 
Can you promote our event for us? 
Yes, we can promote your event on our events listing page on our website and thorough our 
social media outlets. 

 
Can you get media to come out for our event? Can you put out a press release 
for us? 
Unfortunately, Heart House Hospice cannot promote or generate publicity for your event. We 
can however provide advice and ideas on how to attract media attention and assist with editing 
a written media release. 

 
Can you help us find a venue for our event? 
Heart House Hospice unfortunately cannot help source an event venue for you. There are some 
great resources on-line such as www.celebrate.ca or www.banquethallsontario.com or 
www.eventsource.ca to help you look for suitable venues. 
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FREQUENTLY ASKED QUESTIONS (CONT’D) 
 

Can you forward me some funds to pay for my event expenses? 
Unfortunately Heart House Hospice cannot provide any funding support to any third party 
event. 
 

Can we have your logo to put on our event material? 
Once you have submitted your event proposal form and it has been reviewed, we will provide 
you with our logo. Please be aware that all of your materials must be reviewed by Heart House 
Hospice before distribution. The Heart House Hospice logo is a registered trademark and 
cannot be used without the organization’s permission. 
 

A guest never received or needs a correction on their tax receipt for an event 
they attended. Can it be reissued? 
Yes, please email info@hearthousehospice.com and include full name, correct mailing address 
and gift amount and we will send out a new receipt. 
 

How will you recognize me for hosting an event? What is in it for me? 
We recognize groups/individuals hosting events in a variety of ways, including thank you 
letters, certificates, cheque presentations and a listing on our website. 

 
If you have any further questions please contact: 

 

 
 

Fundraising Department 
Shelley Maynard, Coordinator of Fundraising 

1-855 Matheson Blvd. East 
Mississauga, ON, L4W 4L6 

T: 905-791-8119 ext. 233 • smaynard@hearthousehospice.com 
www.hearthousehospice.com 

Charitable No. 13215 5011 RR001 

 
Thank you for your support! 
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