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Guidelines for running a successful Lollipop Day  

 

Ahead of Lollipop Day: 
Materials:  
We suggest that you open your Lollipop Day supplies as soon as you receive them to check 
that you have everything you need. Contact Sharon if you require any additional merchandise 
: sharon@ocf.ie  / 086 0697328 

 
Volunteers: 
Please ensure that your volunteer(s) have your contact details for the day and that a rota is 
in place, and has been sent to them,  where required 
 
Collection Location: 
Please visit or contact your assigned collection location 2 weeks prior to Lollipop Day. Please 
ask for the person in charge and advise/ask the following: 

● Your name and that you will be the representative for OCF on Lollipop Day 
● That you will have a copy of our public liability insurance and a garda letter/permit on 

the day of the collection 
● Can they provide a small table or stand on the day? (If this is not possible, you will 

need to bring this yourself) 
● If there is anything else that they will need from us? 

 
Permits & Permissions: 
 
Garda Letter 
As per the Garda Head Quarter Circular no. 3/97 "National Fundraising and the sale of 
tokens", our fundraising on Lollipop Day is deemed a charitable ‘sale’, as we sell 'tokens' for 
a specific price. This puts us outside the ambit of the Street & House to House collections 
act which requires permits. Additionally, given that this sale will be charitable and that no 
profits are derived from this, no casual trading permit is required.  
Due to this, we will provide you with a Garda letter outlining & confirming this. 
If you live in one of the small number of areas where Gardai will be issuing permits despite 
this, we will notify you and provide you with the relevant permit. 
 
Aldi  
Aldi has kindly given us permission to collect at their stores for Lollipop Day 2025. If you are 
collecting at an Aldi Store, please give the Store Manager/person in charge a copy of the 
permission letter from Aldi Head Office, together with a copy of the “Superintendent Garda 
Permit Letter” and the Insurance Letter. These letters are attached at the back of the Guide.  
 
Dunnes Stores 
Dunnes Stores has kindly given us permission to collect at their stores for Lollipop Day 2025.  
If you are collecting at a Dunnes Stores location, you may need to present a copy of our 
permission email from Dunnes Stores Head Office, attached at the back of the Guide. Should 
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you encounter any issues, please ask the Store Manager to contact Louise Moran at Dunnes 
Head office who will confirm pre-authorised permission.  
Other locations 
You may have an agreement with us that you will collect at a different location in your locality. 
As long as an agreement is in place between either you and the store/shopping centre or the 
Oesophageal Cancer Fund and your location, this is OK. If you are unsure about this, please 
contact Sharon on sharon@ocf.ie 

 
 

On Lollipop Day: 
Collection Location: 
Ask for the person in charge (or go to Customer Service Desk/Security where relevant) and 
show them a copy of the Insurance Letter and the “Superintendent Garda Permit Letter” 
which indicates that a permit is not required. They can allocate you an area to set up. 
 
Setting Up: 

● Set up at your allocated area and stay here unless you are asked to move by a member 
of staff. Selection of location of collectors within a store is at the sole discretion of the 
Store Manager. Failure to adhere to this may result in losing permission to take up a 
collection in the future.  

● Insert divider in collection buckets to hold lollipops etc. to keep these separate from 
cash donations 

● Attach the pink security ties provided to buckets for security purposes 
● If you have a table and/or chair, we suggest putting some posters around the table 

and a bucket on the table. It is important to use only current Oesophageal Cancer Fund 
branded posters provided 

● Collectors should always be identifiable by wearing OCF t-shirts provided 
 

Price List: 
● Lollipops €3 
● Pins €3 
● Pens €3 
● Stickers are also supplied for anyone who donates but doesn’t want to take a token 

 
Ways to Donate: 

● Cash donations -  using the collection buckets 
● iDonate Tap - via your phone  
● QR Codes - Scan to donate using smartphone  
● Card machines at selected locations - tap to donate and chip/pin 

 
Cash Donations: 
All collection buckets must be securely sealed with the pink security ties. 
The following cash-handling procedures are important to protect volunteers and to assure 
donors that their donations and gifts are used for the purpose for which they were given. 

● Cash received is counted and recorded by two individuals (where possible) 
● Cash is counted in a secure environment and held in a secure place until it is possible 

to bank it.  

mailto:sharon@ocf.ie
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● Deductions must not be made from cash received. Any expenses incurred will be met 
by OCF after receipt of the cash.  

 
Tap To Donate (iDonate page): (Please set up this on your phone prior to collection day)  
Download: On your device, open the App store and search for “iDonate Tap” 
Login: Enter the email address and password that you use to log in to your iDonate Location 
account - ***This will be emailed to you by iDonate 
Select Page: Choose your individual page you would like to accept the donation for. All of 
your active Fundraising Pages will show up in the list. 
Select Amount: Let the donor choose how much they would like to donate using the preset 
amounts or let them enter a custom amount. 
Donate: Let the donor hold their card or phone against the back of your phone. The position 
of the purple circle indicates where to align the card or phone on the back 
Receipt: Ask the donor if they would like a receipt. If they say yes, enter their email and it will 
be sent to them immediately. They can add their name or a message using a link in the email 
 

 
 
 
QR codes: 
Scan to donate on iPhone: 
1. Open the Camera app from the Home Screen, Control Centre, or Lock Screen 
2. Hold your device so that the QR code appears in the viewfinder 
3. Tap the notification to open the Lollipop 2025 payment link 
4. Select Apple Pay or Google Pay to donate in 1 click or pay by card by adding card 
details 
5. Funds go directly to OCF via our secure payment partner iDonate 
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Scan to donate on Android:  
1. Open the Android device's camera or Google Lens  
2. Move your camera/Open Lens so the QR code is in the frame  
3. Tap the notification to open the Lollipop 2025 payment link  
4. Select Google Pay to donate in 1 click or pay by card by adding card details 
5. Funds go directly to OCF via our secure payment partner iDonate 
 
Card Machines 
Connect to WIFI : Connecting your BOIPA card terminal to a WiFi network | BOI Payment 

Acceptance 
Contactless: 

● Press green button  
● Enter the donation amount (for €5 enter 500)  
● Press the green button  
● Tap the card & Wait for authorisation confirmation 
● A receipt is automatically printed 
● If customer wants a copy, press green button 

 
Chip & Pin: 

● Press green button  
● Enter the donation amount (for €5 enter 500)  
● Press the green button  
● Ask the card holder to insert the card and enter PIN. Press the green button. 
● A receipt is automatically printed 
● If customer wants a copy, press green button 

VIDEO TUTORIAL : How to complete a Chip & PIN Sale on your Ingenico Portable iWL250 

terminal 
 
Please remember to charge your card machine the night before your collection.  
 

Supporting Collection Volunteers 
 
Asking for Donations 
While reasonable encouragement to support Lollipop Day is allowed, volunteers should not 
fundraise in a way that is intrusive or unreasonably persistent, placing undue pressure on a 
person to donate. If a person clearly indicates – by word or gesture – that they do not want 
to engage. Collectors should end the conversation in a polite way. 
 
 
 
 
 
 
 
 
 

https://youtu.be/Q-tewgnxolw
https://youtu.be/Q-tewgnxolw
https://youtu.be/VsdcObgyVYI
https://youtu.be/VsdcObgyVYI
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Providing Information on the Oesophageal Cancer Fund 
 

 
 
Collectors can also take symptom cards provided in the pack to give to donors so they 
understand the symptoms of Oesophageal Cancer. 
 
Collection Volunteers Induction: 
If you are supervising additional collection volunteers, we suggest as follows: 

● Meet at the start of their shift and advise them on the collection point 
● Ensure volunteers read the information on the Oesophageal Cancer Fund so they are 

aware of why they are selling lollipops 
● Please give them symptom cards and information leaflets so they can give these to 

donors if needed 
● Please ensure the collectors are familiar with the various ways that they can take a 

donation (e.g. Cash/QR/Card) 
 
Break: 
If you or your volunteers need a break please ensure that collection buckets or supplies are 
not left unattended 
 
Thank You: 
At the end of the day, please thank the shop/ shopping centre for allowing you to take 
up the collection. Also please extend our thanks to the collection volunteers. 
Lastly, don’t put yourself at risk, have fun, enjoy the day and thank you! 
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Cash Counting and Remittance 
 
Cash Counting 
In keeping with National Fundraising Guidelines it is advised to adhere with best practice that 
two people are involved in collection cash counting, where possible.  
How to Remit your Lollipop Day Money  
Where possible money should be counted and lodged on the day. If this is not possible, cash 
should be stored in a secure location, out of clear sight until it can be lodged. 
Donations should be lodged as soon as possible - within 2 weeks of Lollipop Day at maximum. 
This allows us to report on income in a timely manner and put donations to work on your 
behalf.  
 
Bank Lodgement 
Please lodge funds raised to the Oesophageal Cancer Fund bank account using the lodgement 
slip provided. Bank of Ireland have set out the following conditions for lodging money into 
the OCF account: Only pre-printed bank lodgement slips can be used (this is the one that you 
have received with your Remittance Advice Letter). Only full bags of coins will be accepted. 
We would strongly advise that you check with your local branch for days and times that they 
accept coin lodgement locally.  
If you require an additional lodgement slip, please email sharon@ocf.ie or phone 086 069 
7328.  
 
Cheques, Bank Drafts 
Due to banking procedures, all cheques or bank drafts should be made payable to 
Oesophageal Cancer Fund. Any further information should be written on the back of the 
cheque. Please then post your cheque, or bank draft with your name and address, to: 
Oesophageal Cancer Fund, 16 Merville Road Stillorgan Co. Dublin  
 
Online Remittance 
You can also remit your money online at www.ocf.ie 
Follow the instructions online to remit your Lollipop Day proceeds, making sure to include 
your name and any other important information. 
 
Once you have remitted your takings, don’t forget to contact us to let us know by e-mail at 
sharon@ocf.ie or by phone 086 069 7328.  

 
 
How to Return your Lollipop Day Merchandise  

● You can return supplies to us using the prepaid post label provided to you 
● Please ensure each box has one An Post prepaid post label on it. If you require 

additional labels please don’t hesitate to contact us at sharon@ocf.ie or 086 0697328 
● If you have goods to return, please do so immediately after Lollipop Day as we must 

vacate the warehouse premises 2 weeks after Lollipop Day. We will not be in a position 
to receive any returns after this 

mailto:sharon@ocf.ie
http://www.ocf.ie/
mailto:sharon@ocf.ie
mailto:sharon@ocf.ie
mailto:sharon@ocf.ie
mailto:serena@ocf.ie
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● When returning merchandise, please include a note with your contact details so we 
can track returns 

● Please do not include any cash or cheques with stock you are returning 
● Some volunteers may wish to store their supplies such as buckets, pins, t-shirts etc for 

next year. If you would like to do so please communicate this with Sharon. 
● Unsold lollipops should be returned to us as they need to be stored in ideal conditions 

to ensure their longevity 
 

Returned supplies should be sent to:  

The Oesophageal Cancer Fund, C/o JMC Solutions, Unit F, Kilcarbery Park, 
Nangor Road, Clondalkin, D22 V6P0. Please use the pre paid An Post label 

provided when returning your supplies. 
 
If you have an An Post label which you do not require, please return it to us as we can reuse 
it and reduce costs. Please use the following office address for this purpose: 

Oesophageal Cancer Fund, 16 Merville Road, Stillorgan, Co. Dublin. A94 H526 

 
 
Retention of Personal Data  
In order for us to comply with GDPR Guidelines, it is important that any volunteer personal 
details provided to you by the Oesophageal Cancer Fund should be fully destroyed by 
shredding the paperwork. If you cannot do this please return any documents immediately 
after Lollipop Day to the Oesophageal Cancer Fund, 16 Merville Road Stillorgan Co. Dublin. 
This is to ensure that they are shredded in accordance with our data protection policy.  

 

 
Photos  
Don’t forget to capture some photos of your day and send them to us so we can share them 
on our social media channels to promote the event and let everyone know about the fantastic 
support you received in your community on Lollipop Day 2025.  
Remember to ensure you send us people’s names and locations with any photo. Please send 
them to us by email to info@ocf.ie or tag OCF in your own social media content! 
 
#Lollipopday2025 #OCFbyyourside  
 
Finally, thank you very much for supporting the work of the Oesophageal Cancer Fund this 
Lollipop Day - we really appreciate it! 
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Oesophageal Cancer Fund Garda Letter: 
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Oesophageal Cancer Fund Public Liability Insurance: 
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Dunnes Stores Approval (for those collecting at Dunnes Stores locations) 
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Aldi Approval (for those collecting at Aldi Store locations)  
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