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  Change starts here…the impact of 13% more.
WHAT IS UNITED WAY?

United Way is a leader in bringing together business, government, volunteers and experts in human service issues to address the short-term and long-term needs of our community. United Way has a tradition of effective fundraising in workplace campaigns, and a reputation as a solid charitable investment. As a registered charitable organization, United Way works with your community to create lasting change.

Why United Way?

Your United Way support provides the resources needed to achieve the greatest results for individuals and our community. Your investment not only helps meet immediate needs, such as food, clothing and shelter for a family, but also helps us build capacity through supports like life skills development and counselling. We work in partnership with community agencies to provide basic needs and crisis supports, build individual, family and community capacity, and target the root causes of community issues.

Your investment in United Way goes far: 

· Individual Lives 

· Investing time and money in a social support network of programs that together help individuals improving their quality of life. 


· Organizations 

· Provide leadership and support with and to the non-profit human services sector, building upon shared assets. 

· Positively impact organizational cultures through energized campaign activities. 


· Comprehensive Community 

· Work with multi-stakeholder community collaborations to create long-term solutions to social issues. 
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  Change starts here…the impact of 13% more.
United Way KW does not act in isolation.  It is one of many organizations and funders working collectively in Waterloo Region’s social service sector that support community change.  

Change starts here…with 13% more to address root causes of social issues in our community. 

NOT-FOR-PROFIT SECTOR SUPPORTS

A strong, resilient not-for-profit sector is key to ensuring that the social support networks needed by all community members are available and sustainable.  United Way KW invests in building the capacity of organizations through learning opportunities, building resource networks and supporting philanthropy overall.
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13% new investment could MEAN…

Support to organizations to improve policies and practices that will enable them to meet the existing and emerging needs of our community.  As the largest and only sustainable funder, other than government, United Way KW plays a vital role in ensuring that the services and supports we have come to rely on are available and being delivered by strong, sustainable organizations.
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ALL CHILDREN AND YOUTH REACH THEIR POTENTIAL 
On average, children and youth in Waterloo Region are doing well.  Some groups of youth at risk, including those with special needs and those learning English, are doing better relative to peers than they were a few years ago.  However, data hints at the possibility that there are certain pockets or categories of youth that are not doing as well.   
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13% new investment could MEAN…

Additional support to help children and youth succeed in school, to be healthy and free from abuse and neglect.  This could be by providing opportunities to improve socio-emotional functioning for youth at risk, supporting children and youth to have better school experiences by improving attachment to school, learning skills and overall school climate.  With the help of service providers, schools and the community at large, we can ensure that all children and youth reach their potential.
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ALL FAMILIES ARE STRONG
The family is one of the most important and basic units of every society. Strong families are characterized by resilience in the face of stressors, a high degree of caring and mutual support among members, low incidence of violence, high economic security, low divorce/separation rate, and high involvement in community.
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13% new investment could MEAN… 
That families have the knowledge, skill, social connections and resources to manage stressors successfully and navigate community system effectively.  As well, increased community development and outreach efforts would strengthen the social supports and other assets of families. 
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ALL NEIGHBOURHOODS ARE INCLUSIVE AND THRIVING
Neighbourhoods are considered to be inclusive if people have a sense of belonging to the community and if all community members share this sense. Inclusive neighbourhoods are characterized by trust among members, and by a high degree of organization and capacity to solve local problems. Rural communities are important in much the same way.  The “A Community Fit for Children” report makes it clear that the neighbourhoods in Waterloo Region vary greatly in terms of demographics and economic security.  
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13% new investment could MEAN…

More focus on building neighbourhoods where people feel safe to live, learn, work and play. This could be through leadership development, access to services for families, recreation, active leadership and learning opportunities for children and youth, etc.  We could augment the work of service providers, municipal government and other community partners.
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ALL NEWCOMERS ARE WELCOMED AND SUPPORTED

Immigrants and refugees make up an increasingly large portion of our population.  Between the 2001 and 2006 Census, 17,020 individuals immigrated to this region. This increase reflects a growth rate over 13%, which is double the growth rate of non-immigrants in the same period.  Recent research by the Centre for Community Based Research concluded that refugees face unique challenges connected to discrimination, lack of trust in service providers, and rules that do not allow refugees to access some of the supports available to other immigrants (CCBR, 2011).
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13% new investment could MEAN…

Increased efforts to build the skills and networks of immigrants and refugees, while also working with service providers, employers and the broad community in making our community one without barriers and discrimination to settlement, belonging, or work.
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ALL PEOPLE ARE ECONOMICALLY SECURE
When people are economically insecure, they lack access to basic needs, such as shelter, food, and clothing.  Building economic security requires enabling people to meet such needs through practical supports, training, education, and employment supports.

An important factor in measuring quality of life is the extent to which the benefits of income growth and employment are shared equally. The growing gap between rich and poor will continue to marginalize low income people and the economic downturn which began in early 2009 has led to significant changes in the economic security of local residents.  
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13% new investment could MEAN…

Expansion of a diverse range of learning opportunities, including (for example) efforts related to employment and pre-employment training, on-the-job skills building and literacy.  New investment could support serving more people, improving access to the basic needs of people living in poverty for food, shelter and safety and helping this community address the systemic issues related to poverty.
Reasons for Charitable Giving: 
The following have been identified as the key reasons people give to charity:

· Has a relationship with a particular charity because of personal experience

· Has a wish to create immortality through a lasting legacy or wish to obtain recognition for themselves or a friend or relative or colleague

· Desires to be a good person, feel compassion towards people and feel good about themselves

· Has a sense of social responsibility, a need to help others less fortunate

· Wants to give something back to the community

· Appreciates the tax advantages

Source: Caring Canadians, Involved Canadians: Highlights from the 2007 Canada Survey of Giving, Volunteering and Participating, Michael Hall, David Lasby, Steven Ayer, of Imagine Canada and William David Gibbons, Statistics Canada, 2009.

What is a Workplace Campaign?
Each year United Way KW works with local workplaces to raise money for programs that strengthen our community.
Workplace campaigns are held at organizations ranging from small businesses, international corporations, to the public sector. Through a coordinated solicitation effort, employees are asked to make contributions to the community through United Way KW.

United Way KW workplace campaigns have many benefits for employees and our community:

· They make it easy for employees to give through payroll deduction; a gift can be made over the course of a year.

· They educate employees about community issues and giving opportunities allowing them to make an informed decision.

· They ensure that vital services in our community get the support they need.                  
1 in 4 lives are touched by United Way KW funded programs, meaning someone you know has probably received help from United Way KW.

A United Way KW campaign is an opportunity to make an incredible impact both inside and outside your organization. A workplace campaign combined with a generous corporate contribution not only makes your organization a good corporate citizen, but can build a greater sense of loyalty and trust from consumers and employees. Workplace campaigns are also a great tool to build employee morale!
Employee Campaign Coordinator /
Union Campaign Coordinator
Job Description Title: Employee Campaign Coordinator (ECC)
        Union Campaign Coordinator (UCC)
Objective: Enable your coworkers to participate in creating a stronger community by planning, organizing and coordinating a successful United Way KW campaign within your workplace.

Report to: 
· Your CEO
· Work closely with your Workplace Campaign Coordinator (WCC) or United Way KW Staff Resource Development Officer. (RDO)
Responsibilities:

· Attend Employee/Union Campaign Coordinator training offered through United Way KW.

· Work closely with your CEO, WCC and United Way KW RDO to develop an effective campaign plan, including dates, goals, etc.

· Recruit and coordinate a team of volunteers to assist you.

· Request speakers from United Way KW to be used during presentations or staff meetings.
· Coordinate the distribution and collection of campaign materials.

· Coordinate your company or organization’s kick-off and recognition events.

· Promote the campaign throughout your company.

· Encourage volunteerism among your coworkers.

· Educate your coworkers about United Way KW 
· Attend United Way KW events – Day of Caring, Celebrity Event, and Community Spirit Awards.  You can invite your coworkers.

· Invite everyone to give. Make a gift yourself.

· Make your company campaign fun!

· Complete your campaign by giving a final report and donor/financial summary to your WCC or RDO.  
· Thank your donors and volunteers.

· Evaluate and make recommendations for next year. Don’t forget to keep a folder for next year’s campaign! You or your successor will be glad you did.

Campaign Assistant / 
United Way Committee Member
WHAT IS A CAMPAIGN ASSISTANT or Committee Member?

The Campaign Assistant/ United Way Committee Member is a vital extension of the Employee Campaign Coordinator. They are part of the campaign from start to finish, helping with meetings, planning fundraisers, boosting participation, collecting donation forms and most importantly, communicating the message of United Way KW. While some organizations use one-on-one solicitations, this guide also includes all possible responsibilities of this very important role.

WHO IS A CAMPAIGN ASSISTANT or United Way Committee Member?

The ideal Campaign Assistant is someone who is:

· A United Way Donor 
· Organized

· Enthusiastic 
· A Self Starter

And at the same time is:

· A Team Player 
· Flexible 
· Community Minded

United Way KW’s campaign will benefit from Campaign Assistants, but so will your organization and its employees.

Campaign Assistants will develop:

· Leadership Qualities

· Team Building Skills

· Experience with Diverse People and Situations

· Time Management Skills

· Sales Skills

· Rejuvenated Motivation

WHY HAVE A CAMPAIGN ASSISTANT?

The following are just some of the many benefits:

· Campaign Assistants are an extension of the Employee Campaign Coordinator during the United Way KW Campaign

· Campaign Assistants save time, while complementing the ECC’s leadership.

· Campaign Assistants should be a diverse group of coworkers who can give ECC insight into the makeup and character of other departments.

· Campaign Assistants can better answer their coworkers’ questions because of the educational training they will receive.

· Campaign Assistants can bring additional ideas to infuse enthusiasm among coworkers.

Ten Steps to Success

	Steps

	1. Build a team and host a training

Utilize your United Way KW RDO and/or WCC to help train and inform campaign volunteers.

The size and shape of your campaign team will vary depending on the size of your organization. Your committee may involve 10 people…or it may just be you! As long as it fulfills the following requirements, it is the best team for you!

1. Accurately reflects the structure of your workplace (i.e. there is representation from each area/department/labour/support staff etc.).
2. Each committee member has a specific role to play.
3. Team members are United Way KW supporters and donors. 

In addition to yourself, Team Members will help you facilitate meetings, distribute and collect donation forms, and ask employees for contributions.

Training your campaign team is a key ingredient to your campaign’s success.  Your RDO/WCC is eager to work with your team so they are familiar with the key talking points and how to use United Way KW campaign materials.

2. Confirm CEO or Sr. Mgt staff support
The support and commitment of the CEO or senior manager in your organization is critical to the success of your campaign. Their endorsement and participation sets a good example for others in your organization. Your CEO’s enthusiasm can be contagious! Ask your CEO and senior management team to provide visible support and leadership for your campaign.

Examples of CEO assistance and support:

· Sending a personal letter to each employee endorsing the United Way KW campaign. A “welcome to our 2011 campaign” letter from the CEO can help set the tone for the campaign.

· Approving the time necessary to plan and implement your campaign. (Including meetings, trainings, and events!).
· Supporting your campaign goals, objectives, and plans, or participating in fun special events.

3. Review past performance and set campaign goals

Review the results of past campaigns with particular attention to last year’s campaign. You can identify campaign strengths and weaknesses.

Know your organization:

· Meet with your United Way KW RDO and/or WCC to discuss the history of your organization.

· Talk to last year’s Campaign Coordinator. Find out what worked and what didn’t work in your organization.

· Work with your CEO to set an aggressive Campaign goal based on the number of employees you have and last year’s campaign performance.

· Complete Planning & Checklist form on Pg. 18-20
Consider these questions:

· Was the CEO/Senior Manager involved?

· Was Payroll deduction available?

· Were donation forms distributed?

· How were the donation forms distributed?

· Was a goal set?

· Were employee canvassers trained?

· Were volunteers and donors thanked?

The best campaigns have measurable goals. Analyze the results of last year’s campaign, set one or more goals based on where you can make the greatest improvement. Meet with your United Way KW RDO and/or WCC to help develop these measurable goals:

· Determine the amount raised last year and in previous years.
· Determine how much was raised from payroll deductions, one-time givers, and special events.
· Consider options on how to increase payroll deductions.
Possible Goals

· Increase participation (the number of employees giving).
· Goal of 100% donation form collection.
· Increase average investment (how much each employee gives).
· Goal of 100% education.
· Develop a plan to encourage individuals to increase their gift to the next level.
· Increase the number of Leadership Givers (those giving $1,000 or more). Remember, Leadership Giving starts with as little as $20 per week…








4. Plan your approach 

Decide on your solicitation style

How will you canvass your employees? Employees need information about United Way KW so they can make an informed decision to give.

1. Group canvass

Employees are brought together to hear the United Way KW message and are then asked to fill out their donation forms at the end of the presentation. This is a sure way of delivering the same message to all staff. A group presentation including an agency speaker, a video or endorsement message from your CEO (and RDO if applicable) is best. Donation forms can be personalized and ready to be distributed and/or collected at this meeting (please discuss personalization with your RDO/WCC). 

2. One-on-one canvass

This style involves more employees, but personalizes the campaign and affords you a greater opportunity to answer individual questions. This approach is very effective, especially when employees are asked to donate by a peer. Canvassers using this approach must be committed to United Way KW and ready to answer any questions.

3. Combination approach

Hold one group meeting or a series of group meetings and use the one-on-one solicitations as a means of follow-up for those who couldn’t attend a group session, or who haven’t handed in their. This customized approach is very effective in most workplaces. Employees are usually contacted immediately after the group presentation.

4. Mail solicitation

This isn’t the most effective method. Mail should be a separate piece of communication and not included in the pay envelope.

5. Establish a Leadership Giving program

United Way KW Leadership Donors are those who invest $1,000 or more in United Way KW’s campaign.  United Way KW soundly invests in solutions to our community’s most pressing problems in areas such as education, poverty reduction and self-sufficiency.  Leadership Giving magnifies United Way KW’s ability to truly improve lives in Kitchener-Waterloo & Area.
 Leadership Giving Levels

Benefactor

$25,000 +

Explorers
$10,000
to 
$24,999

Pathfinders
$5,000  
to 
$9,999

Patrons
$2,000  
to 
$4,999

Leaders
$1,000

to 
$1,999

Friends of the Way

$500

to
$999

Everyday Hero

$365                  to          $499

Leadership Giving allows your employees to make a greater impact on the lives of people throughout the Kitchener-Waterloo & Area and sets your organization apart as a leader in our community. 

 

A Leadership Giving Campaign is the most effective way to grow your campaign, and can often account for the majority of many organizations’ fundraising goals.  
Leadership Giving begins with as little as $19.25 a week.  It demonstrates organization-wide commitment to improving life in our community.  Additionally, Leadership Giving creates opportunities for individual and company recognition. 

· Consider a Leadership Presentation to your Management team. This is a short 5-10 min presentation which outlines the benefits of contributing to the community at a Leadership level.

· Set a goal for Leadership Giving, and encourage employees to become Leadership Donors.

· Meet with your payroll department to determine Leadership Donors in previous campaigns.

· Allow current Leadership Donors at your company to speak to other employees at a company meeting.

· Speak with current Leadership Donors to see if they will consider increasing their support – possibly to the next giving level.

United Way KW has a roster of leadership speakers available to make presentations.  

6. Promote your campaign

Publicity and promotion builds spirit and adds to the fun of your campaign. Promoting your campaign will generate awareness and an understanding of the need for donations to United Way KW.

Start one or two weeks prior to the Kick-Off. Market the campaign through promotions, communications, and activities that are both educational and fun. Use a variety of approaches to give employees opportunities to learn about United Way KW. Varied promotional materials such as posters, printed material and United Way KW progress thermometers help deliver the messages!

Successful Activities to Engage Employees:
1. Using email, provide the latest campaign progress.

2. Post banners, flyers, and goal thermometers in high-traffic areas.

3. Show the United Way KW video in your lunch room.

4. Coordinating special departmental challenges for the best increase in donation or participation in the campaign.

5. Introduce incentive/reward programs with prize draws for those that donate early.

6. Brown bag lunch with a United Way KW Impact speaker – ‘Lunch & Learn’.
7. Display United Way KW’s Community Impact posters to share how contributions are improving lives in our community.

8. Host a jeans day, or casual dress day (i.e. employees who buy a $5 ticket/sticker can dress down on a set day).

Incentives will help you motivate your employees, increase participation and increase individual donation amounts.
Remember, you don’t need a big budget to get some fantastic incentives! Many local companies, when asked, will donate prizes/gift certificates to your United Way KW workplace campaign!

Incentive examples:

· An afternoon off

· Covered parking

· Tickets to community events

· Weekend getaways

· Free lunch with CEO

· Free Golf

TIP: An effective campaign is 65% planning, 15% running and 20% closing.
7. Organize a Kick-Off and Finale

Work with your RDO/WCC to establish a time frame that will enable your campaign to be a success from the ‘planning stages’ to ‘wrap up.’

· Organize a kick-off event to generate a campaign starting point and provide excitement.   Some organizations use the United Way KW Day of Caring as the campaign kick-off point.
· When scheduling a campaign Kick-Off date, pick one shortly after a pay period.  (Employees who make one-time donations will be more inclined to invest). 

· Choose a strategic Kick-Off date when the workload will be light to have maximum participation. 

· Be sure to use the campaign video (on our website) during the campaign Kick-Off as a quick and simple way to explain United Way KW to employees. 

· Make the location for the campaign Kick-Off and finale convenient.  Have it in a lunch room or boardroom. 

· For the campaign finale, consider having the event catered – food seems to motivate people to attend events!
· Consider holding a special event at the end of the campaign to recognize and thank employees for their participation.

Special Event Ideas:

· BBQ, pizza lunch or pancake breakfast

· Casual dress down day 

· Office decorating contest 

· Bake sale

· Office cookbook sales

· Walk-a-thon


8. Monitor progress and report results

Communicate frequently with your team:
Regularly update your campaign thermometer and report campaign results to all employees. This way, employees will have the latest information, generating more enthusiasm.

Also:

· Ensure that every donation form is returned, even when the employee has chosen not to give.

· Follow up when donations/participation appears low (find out the problem).

· Report results to your United Way KW RDO/WCC and CEO.

Meet with your Team Members periodically throughout the campaign.

During the campaign keep in contact with your United Way KW RDO/WCC on a regular basis.  Be timely. Let us know how you did, and let your CEO and/or senior managers know of your results as soon as they are ready.
Work with your Staff Liaison to establish a time frame that will enable your campaign to be a success from the ‘planning stages’ to ‘wrap up.’

· Organize a kick-off event to generate a campaign starting point and provide excitement. 

· When scheduling a campaign Kick-Off date, pick one shortly after a pay period.  (Employees will be more inclined to invest). 

· Choose a strategic Kick-Off date when the workload will be light to have maximum participation. 

· Be sure to use the campaign video during the campaign Kick-Off as a quick and simple way to explain United Way KW to employees. 

· Make the location for the campaign Kick-Off and finale convenient.  Have it in a lunch room or boardroom. 

· For the campaign finale, consider having the event catered or make it an ice cream social or pizza party.
· Consider holding a special event at the end of the campaign to recognize and thank employees for their participation.

Use a theme

It is a great way to have fun and build support of your campaign.

Theme Ideas

· Hawaiian - For a Hawaiian theme, host a luau with things such as leis, a limbo contest, and themed pot luck to get into the spirit. 

· Hollywood - This theme could entail employees dress as movie stars or film characters. A red carpet event is then held with a screening of a movie at the office. 
· Sports - Baseball, basketball, soccer, or football theme works well and can bring a competitive edge to donating.  Employees can form teams and pay to play. 

· “Change starts here” – enables you to focus on United Way KW themed initiatives. ‘Wow Facts” and testimonials by those who have been touched by United KW can be very effective.

Special Event Ideas

· BBQ, pizza lunch or pancake breakfast

· Casual dress down day 

· Office decorating contest 

· Bake sale

· Office cookbook sales

· Walk-a-thon

9. Report final results

Complete campaign report envelope

· Before finishing your campaign, make sure everyone was given the opportunity to participate. Collect ALL donation forms. 

· Complete automated campaign summary and donor detail listing.  Verify that donation forms and details match the campaign summary and donor detail listing.   
· Place cash/Cheques/payroll deduction information and special event donations the envelope provided.
· Call your RDO/WCC after these steps are completed to discuss pickup and/or forwarding the package to United Way KW.

Evaluate your campaign:
It is important for the campaign team to analyze and evaluate all aspects of the campaign. The analysis is an important planning tool for future campaigns. Your RDO/WCC can help you do this. Review campaign results and compare them to your objectives. Recommendations will be valuable in planning next year’s campaign. A written report identifying campaign activities and results will be appreciated by next year’s ECC/UCC.

10. Recognize and thank your volunteers and donors.

Remember to Say “Thank You”!
Be sure to celebrate your success and say “thanks” to everyone who helped make it a great campaign.

Thanking donors is a key part of ensuring their investment in the future. They also want to know how their investment is impacting the community year-round. There are many ways to thank your employees and show how their investment is making a difference in our community.

Acknowledge the people who have contributed to your campaign – donors, canvassers, and other volunteers. Many of them have worked hard and deserve thanks! Send them a letter and post thank-you notices to donors and volunteers on your staff bulletin board. A CEO acknowledgement to volunteers provides special recognition. Some campaign committees organize an event where awards and prizes are distributed. It’s a nice way to finish off the campaign.

Ways to thank donors:

· Send an email or letter from you and your CEO or senior manager to every employee.

· Publish a thank-you message in your company newsletter. 

· Schedule a thank-you event and invite everyone to attend. 

· Send key volunteers to United Way KW’s Community Spirit Awards Celebration. 

You’re Done!




Planning Your Model Campaign

Your RDO/WCC can help you to enhance your organization’s campaign. He or she will help you set goals and provide resources to assist in your campaign. With his or her assistance, ask yourself some of the following questions:

What are my organization’s philanthropic goals? 
What are they and how can they be achieved through a United Way KW campaign?

What do we care about? 
What issues do management and the employees feel are most important in the community?

Who wants to learn about United Way KW and have fun at the same time? 
How does the organization feel about educational and volunteer opportunities that provide opportunities to see how United Way KW is getting to the heart of what matters in the community?

	My Organization’s Campaign

	
	2009 Results
	2010 Results
	2011 Goals
	2011 Results

	Monetary Goal
	
	
	
	

	Participation Goal
	
	
	
	

	Average Donation
	
	
	
	

	Number of Donors
	
	
	
	

	Number of Leadership

Donors (if applicable)
	
	
	
	


Once you have your results filled in, please sit down with your United Way KW RDO/WCC to have an in depth conversation.
TIP: Think BIG PICTURE. Be thoughtful in the timing of your campaign. Conduct your United Way KW campaign without other charitable conflicts or other internal distractions.

Campaign Planning Checklist
The Planning stage of a successful campaign is the time when you secure your leadership endorsements, recruit a campaign team, set and publicize dates and goals, determine your campaign materials’ needs, and train your key communicators.

The following list will help you organize your campaign and achieve success!

Before the Campaign
	ITEM
	TARGET DATE
	RESPONSIBILITY
	COMPLETED DATE

	Secure campaign endorsement of CEO/senior manager and/or union leadership (if applicable).


	
	
	

	Meet with your RDO/WCC and review last year’s results. 


	
	
	

	Recruit a campaign committee.


	
	
	

	Set your campaign goals and dates.


	
	
	

	Conduct training sessions for volunteer campaign team. Include educational opportunities like agency tours.


	
	
	

	Provide educational information to your employees. Arrange for United Way KW presentations.


	
	
	

	Personalize employee donation forms. 


	
	
	


TIP: Your United Way KW RDO/WCC is one of your greatest resources!
Campaign Planning Checklist

Once you have completed your planning and have dates set and arrangements made, it is time to run your campaign! Promoting Leadership Giving campaigns, educating your employees and offering donation options are effective strategies for a successful campaign. 

Below is a list of tasks to complete during the campaign. Use your RDO/WCC as a key resource during this time.

During the Campaign
	ITEM
	TARGET DATE
	RESPONSIBILITY
	COMPLETED DATE

	Conduct employee meetings. Use the guidelines on page 23.


	
	
	

	Conduct Leadership campaign.


	
	
	

	Personally follow-up with employees who could not attend employee meetings.


	
	
	

	Chart progress toward your goal using the Goal Thermometers. Post your progress for employees to follow.


	
	
	


TIP: A mid-campaign committee meeting is a great way to keep everyone up to date on the campaign progress, and provides a forum for regrouping if things are not going according to plan.
Campaign Planning Checklist

When your campaign is finished and all of the donation forms have been collected, it is time to complete your campaign report envelope and wrap up any loose ends. It is very important that you close and total campaign results with your RDO/WCC. Be sure to publicize your results and thank all donors and volunteers. Use the following checklist to be sure you successfully close your campaign.

After the Campaign

	ITEM
	TARGET DATE
	RESPONSIBILITY
	COMPLETED DATE

	Schedule and conduct the necessary envelope reconciliation meeting with your RDO/WCC.


	
	
	

	Submit final reports to United Way KW. 


	
	
	

	Announce the final results to employees.


	
	
	

	Thank all employees.


	
	
	

	Recognize all campaign volunteers.


	
	
	


TIP: Keep a United Way KW file on the entire campaign process to help plan for next year. Make sure to fill in all the charts with final results and the record keeping page and keep this manual in the file.
Fun Events & Incentives
	Fun Events:
	Incentives:

	· Casual Day

· Softball/Volleyball Tournament

· Golf Tournament

· Bake Sale

· Executive Dunk Tank

· Silent Auction

· Management Service Auction

· Auction Premier Parking Space

· Sell Popcorn and Drinks

· Organizational Speaker Luncheon

· Company Picnic/Employee Cookout

· Ice Cream Social

· Pizza Party

· Pancake Breakfast

· Beach Party

· Carnival

· Office Olympics

· Halloween Costume Contest

· Children’s Drawing Contest

· Campaign Slogan/Theme Contest

· Cubicle Decorating Contest

· United Way Trivia Contest

· Chili Cook-Off

· Ugly Tie/Ugly Earring Contest

· Funniest Home Videos

· Dress-Up Day

· Departmental Penny Wars


	· Time off from Work

· Casual Day
· Reserved/Covered Parking

· Tickets to Games/Movies

· Grocery Certificates

· Company T-Shirts

· Dinner for Two

· Hotel Getaways

· Gift Certificates

· Flowers Each Month for a Year

· “Sleep-in” Passes

· “Leave Work Early” Passes

· Airline Tickets

· Trophy for Department with Highest Participation

· Extra Half Hour for Lunch for One Week




Sample Messaging
Sample Campaign Endorsement Memo

To: The Employees of [organization name]

From: [CEO/Union President name(s)]

Date:

Re: 2011 United Way KW Campaign

Each year, our organization asks employees to support United Way KW. We do this because of the confidence we have in United Way KW’s ability to make a real and lasting difference in our community. United Way KW’s research, expert staff and experienced volunteers ensure donor dollars are invested where they will have the greatest impact, improving lives and strengthening individuals, families and communities across our city.

As in previous years, we support a joint union/management approach to the campaign because we believe that the only effective way to find solutions to community problems is by working together.  All United Way KW partner agencies are reviewed on a regular basis to ensure donor dollars are spent efficiently and effectively.

We at [organization name] are very proud of our United Way KW track record. Last year, we raised a total of [$ amount] and we hope to exceed that amount in 2011. To do that, we need your support. When you receive your United Way KW pledge form and information brochure I urge you to review it carefully, complete it promptly and speak to your canvasser if you have any questions.

Thank you for being a part of making the difference.

See change in your community.

(For unionized workplaces —you may wish to add logos of the unions involved in workplace campaign to the letter as well.)
Sample Campaign Update Memo from ECC and Committee

(Can also be sent as an e-mail message)

To: All Employees

From: [ECC name] and 2011 United Way KW Campaign Committee

Date:

Re: 2008 United Way KW Campaign Results

We are pleased to announce that our 2011 United Way KW campaign has successfully raised $XX,XXX to date or XX.X% of our total goal of $XX,XXX. We thank everyone who has generously donated so far. Your gift will help make a difference in the lives of many.

If you have yet to complete your pledge form, we kindly ask that you consider the impact your generosity would have on the people who depend on United Way KW supported programs and services across our community. Please take the time to fill out your pledge form soon and return it to your canvasser. Thank you for your support.

See change in your community.

Thank you.
Sample E-mail Messages
Announce the campaign:

To: All Staff

Subject: United Way KW campaign

How would you like to make a difference for over 200,000 people in our community?

On (Date), we will kick off (Company’s Name) (Year) United Way KW Campaign. By giving to United Way KW, you can change the world, right here at home.

Last year, our community raised (Last Year’s United Way KW Workplace Campaign Goal) to help organizations address some of our community’s most pressing problems. This year, we are going to follow that with even more success! 

This is a great opportunity to get involved and change a life by building the strongest community possible. I will be contacting you soon with more details.

Thanks in advance for your participation.

Announce the campaign Kick-Off:

To: All Staff

Subject: (Company Name & Year) United Way KW Kick-Off

You are invited to a (Event Name) as we Kick-Off (Company’s Name & Year) United Way KW campaign.

Date:

Time:

Location:

Don’t miss this opportunity to hear how our contributions make it possible for United Way KW to help more people in more ways. Hear how United Way KW is local, accountable, efficient, and an expert with our donations. We’ll get to hear stories of how our donations make a difference in our community. (Name of United Way KW presenter) will be joining us to share some success stories and explain more about how United Way KW works. 

You can make change happen; it starts right here, make your caring count.

TIP:  United Way KW has a campaign video linked to our website. These may be used in emails or at a staff meeting to help educate employees on how their dollars can make a difference…   
Sample Retiree Letter

Dear [retiree's name]

All employees, both current and retired, should be proud of our organization’s tradition of supporting United Way KW. It has always been a great source of pride to me.

Your gift to United Way KW will be invested where it is needed most and will have the greatest impact. Every day with your help, United Way KW partners across our community assist many people by providing after-school programs to youth at risk, literacy and skills training needed to allow adults to get or keep a job, upgrade training & education or increase self-management and independence , homecare to frail seniors so they can live independently at home, shelter to women escaping violence, employment training to newcomers and much, much more.

Many of you volunteer your time to the community because it’s important to you. I volunteered to head up this year's campaign for retired employees because I truly believe that supporting United Way KW is one way we can make a difference in other people's lives.

Help make our community a better place for everyone. Please complete the enclosed pledge form and return it in the envelope provided. If you have any questions, please call me at [phone number] or e-mail me at [e-mail address]. I would be delighted to answer any questions you may have. I hope you will give this request careful consideration. On behalf of the 2011 [organization's name] United Way KW Campaign Committee, I thank you.

See change in your community.

Sincerely


[name] Retiree Chair
Thank You and Wrap Up

These two items are a great way to communicate your final achievement, shine the spotlight on some leading employees, and maybe even remind everyone of some important campaign highlights. These samples can be printed on your organization letterhead or sent via e-mail.

Sample Thank You Letter to Donors from ECC/UCC
Dear ___ :

Thank you for making a donation to United Way KW and helping to make a real difference in our community. Your generosity will help make Kitchener-Waterloo & Area a better community for us all.

On behalf of United Way KW and [organization name]’s Campaign Committee, please accept my sincere thanks for your generous contribution to the 2011 campaign. You can be assured that your gift will have a significant impact on the lives of many.

[Organization name] is proud to support United Way KW in its efforts to develop long-term solutions to community problems. This year we raised $XX,XXX thanks to the generosity of people like you. That’s an increase of XX.X% over last year’s achievement.

The impact of your gift will reach far and wide, helping to build stronger neighbourhoods, create opportunities for youth, fulfill the potential of newcomers and much more. Ultimately, your gift represents an investment in the future of our community’s health and well-being. Thank you for your support. See change in your community.

Sincerely

[name]

Employee Campaign Chair/Union Campaign Chair

(Customize a thank-you email to Leadership donors and send it from the Leadership Chair.)
Sample Wrap-Up Memo to All Employees

To: All Employees

From: [ECC/UCC name]

Date:

Re: 2011 United Way KW Campaign

Congratulations!

Thanks to all of you, our 2011 United Way KW campaign exceeded its goal of $XX,XXX, raising a grand total of $XX,XXX. That’s an increase of XX.X% over last year’s achievement! Our great participation rate of XX.X% made this possible.

There were many people who contributed to this achievement: the management team who supported us in every way, [our union reps who promoted United Way KW along the campaign trail,] our fabulous team of canvassers and event organizers and most importantly, the many donors who responded so generously to our requests.

I would like to personally thank the dedicated and talented Campaign Committee for their hard work: [list names]. From the [list initiatives], to the committed team of canvassers, to the [well organized and successful silent auction] to the final wrap-up event—this team was a pleasure to work with.

On behalf of the Campaign Committee I can say we are delighted with the results. It’s a terrific feeling to know that we work with people who are not only great at what they do, but willing to go above and beyond the call of duty to help our community.

To all of you who helped, contributed and supported the campaign—thank you. You’ve helped make Kitchener-Waterloo & Area a better community for us all.

Change starts here.
Employee Campaign Meetings

An employee campaign meeting is an opportunity to bring together your employees to educate them about how United Way KW is going beyond the surface of community problems and getting to the underlying causes. These meetings give you the chance to motivate your employees, explain donation forms, announce campaign events and answer any questions about United Way KW. 

How to run a successful employee campaign meeting:

EMPLOYEE MEETINGS:

· Conduct United Way KW meetings during work hours.

· Ask the CEO, department head and/or union leaders to say a few words in support of the campaign.
· Combine the United Way KW meeting with a regularly scheduled staff meeting.
· Publicize the United Way KW presenter names and affiliations in advance.
· Draw for a prize at the end of the meeting by exchanging tickets for completed donation forms. 
· Take the meeting to the employees. Instead of asking them to come to you, why not conduct it in their work area?
· If a United Way KW specific meeting can’t be arranged, pass out United Way KW materials at all staff or department meetings.
· Arrange to have employees share their experiences with United Way KW programs or agencies.
· Ask community volunteers from your organization to share their experiences.

Sample Campaign Meeting Agenda
	Agenda Item
	Time

	CEO welcomes employees and endorses campaign.
	2 Minutes

	Show United Way KW video.
	7 Minutes

	United Way KW Speaker makes presentation.
	5 Minutes

	United Way KW Partner Agency speaks.
	5 Minutes

	ECC/UCC distributes donation forms and “asks” for the pledge.
	5 Minutes

	ECC/UCC collects donation forms and thanks employees.
	3 Minutes


TIP: Provide Refreshments! For early morning meetings provide coffee, doughnuts and muffins. Pizza or subs are big hits at lunch meetings, and cookies or brownies hit the spot for late afternoon or evening meetings.
 What is Leadership Giving?

Leadership Giving is a term United Way KW uses for recognizing donors who contribute $1,000 or more annually. Your contribution will be recognized at one of the following levels:

	Benefactor


	$25,000 +

	Explorers


	$ 10,000
to 
$24,999

	Pathfinders


	$ 5,000 
to 
$ 9,999

	Patrons


	$ 2,000 
to 
$ 4,999

	Leaders 


	$ 1,000
to
$ 1,999


With more than xxx generous leadership donations last year, $xxxxxxx was raised for the United Way KW. This substantial amount accounted for more than xx% of our final total raised. Peters
If you have any questions regarding Leadership Giving, please contact your RDO/WCC.
Tips for Collecting Donation forms
· Donation forms are supplied by United Way KW. Make sure your payroll department is involved in your planning and that they have a process for personalizing the forms for payroll deductions, if appropriate.  This involves filling in each employee’s name on the donation form.  No other logos, etc can be added to the donation forms.

· Include a letter with the donation form from the CEO/senior management.

· Package the pledge form creatively – include a free coffee certificate from your cafeteria or a chocolate.

· Your best donor is a past donor – so start there!

· Use existing channels of communication to get the United Way KW message out to all employees (email, newsletter, staff meeting).

· Include human-interest stories in your newsletter or send them by email to all employees. United Way KW can provide you with information related to the community priorities within which United Way works and why these priorities are important to our community.
· Hold a United Way KW presentation to let your employees know how their donations make a difference in the community!

· Hold an inter-departmental challenge.  The department who raises the most money in pledges or has the highest participation wins a pizza lunch.

· Have senior management involved in the kick-off of your campaign to create awareness and to let employees know that management is behind the campaign.  Position a senior manager at the entrance or elevator to hand out free coffee and a pledge form.

· Ask for 100% return of the donation forms – whether they donate or not. They can be returned in a sealed envelope to ensure confidentiality. This will simplify the tracking and likely result in additional donations.
· Incentives can be awarded to employees who submit their pledge within a certain time frame. Some examples of employee incentives are: a day off with pay, pre-assigned parking spot close to the door, company products, or dinner for two.

· Hold a one-day campaign blitz. Communicate your campaign plans to the employees, organize a group meeting with a United Way KW speaker, offer coffee and donuts to encourage staff participation. Distribute the donation forms and offer an incentive for the return of the forms before the end of the day. At the end of the day, thank all employees for their participation and hold a draw for the incentive prize! 

· Recognize and thank employees. Be creative.  Include a thank you from your CEO/senior manager with a pay stub or send by email.  Hold a thank-you event at the end of the campaign.


Ideas for Your Employee Giving Program

1. Use an all-employee gathering as an opportunity to thank all contributors and recognize those who have given consecutively for five years, 10 years, or more.

2. Find someone to establish a three-year challenge that will match and/or increase employees’ gifts.

3. Analyze how to make automatic payroll deduction more user-friendly.

4. Hold a draw for a donated prize (i.e. a bicycle, 100 L of gas), that includes the names of anyone who made a contribution.

5. Provide testimonials from last year’s employees about why they participate. Include photos.

6. Split employees into teams and create competition among them (i.e. departmental competition).

7. Hold an Employee Kick-Off event.

8. Recruit an employee from each department willing to make a personal ask of their colleagues.

9. Follow up with employees who haven’t given halfway through the campaign.

10. Hold special events throughout the campaign that encourage involvement.

11. Publicize your progress. 

· Maintain an up-to-date total of funds raised on your organization’s community billboard or website; profile select employees etc.

Campaign Themes

A themed campaign is easier to market to the employee population, and creates more excitement amongst donors. Listed below are campaign themes which may help in your fundraising efforts:
1. Be a Champion for Your Community

2. Care it Forward
3. Caring in Our Business

4. Caring Works Magic

5. Change starts here
6. Celebrate the Caring Spirit

7. Changing Lives The United Way KW
8. Community Spirit at Work

9. A Caring Day for United Way KW
10. Help Brighten Tomorrow

11. Be change, make change, see change
12. I’d Walk a Mile for the United Way KW Campaign

13. Imagine What We Can Do Together

14. Join the Winning Team

15. Mission Possible

16. Making Your Community a Better Place

17. Neighbour Helping Neighbour

18. Paint a Brighter Tomorrow

19. The Power of Caring

How Should I Use ‘Incentives?’

The number of ways an incentive can be used is limitless. The important thing is to use incentives as a tool to increase participation or increase the average gift of your employees. 

Some examples of incentive use:
Date Incentives

1. Early Bird Draws are used to motivate employees to turn in their donations by a specified date. They are also used to build excitement.

a. Employees who return their pledge form by (date) are entered into a draw to win (prize).

Increase Donation Incentive

2. Donors who increase their donation by (x amount) will receive a (prize) OR are entered into a draw to win a prize.

Strategies to Increase Participation
· Hold a draw at the end of each employee meeting for all who turn in a donation form.

· Give everyone who turns in a donation form a ticket. When the campaign is complete, have a draw for incentives.

· If you reach a company goal, throw a party.

· Hold a draw for all employees who go on a tour of a United Way KW organization, or volunteer their time to the United Way KW.
Strategies to Increase the Average Gift
· Give employees extra time off for increasing their gift by 13%.  
· Hold a Leadership Giving campaign.

· Establish a company leadership level ($1,000+) and recognize accordingly.

· Reiterate the ease of payroll deduction.

· Ask employees to increase their donation from last year.
Understanding the Tax side of Donations

What is receiptable?

1. Direct cash, cheque, or credit card donations of $20.00 or more.

2. Payroll deductions – generally receipted by company on employee’s Statement of Remuneration (T4). 

a. If not, United Way KW will receipt

3. Gifts in Kind – item(s) donated and not used by donor to produce business income.

What is NOT receiptable?

1. Donations of business merchandise and assets – which is stock in trade for donors or a business expense.

2. Donations of personal services – United Way KW depends on many volunteers but this conforms with tax regulations.

3. Proceeds from auction or raffles – they are considered an incentive for giving. 

4. Any gift where the donor has received some form of material or service-related ‘incentive’ to donate. A tax receipt is only available if no promotion of the organization donating a gift is involved.  
If you have any questions about tax deduction from United Way KW donations, please contact your RDO/WCC.

Other Types of Donations

There are other donation options available to employees.  These includes gifts of stock, naming United Way KW as a beneficiary of an insurance policy and leaving a lasting legacy through our Forever Fund (endowment) to name a few.  

Please contact your RDO/WCC for more information about the different types of donations options United Way KW can offer.

Year Round Communication
United Way KW is at work 12 months a year.  Our staff is involved in planning, research, funding application reviews, community initiatives, and building the capacity of the not-for-profit sector – all in partnership with agencies, government, business, post-secondary institutions, community volunteers, etc.
REASONS FOR YEAR-ROUND COMMUNICATION
· Employees are better educated about the work of United Way KW, and can make informed decisions about donating.

· Employees are reminded there is need all year long, not just during campaign time.

· Employees are exposed to the real-life successes of United Way KW’s funding and activities.    

WHAT YOUR ORGANIZATION CAN DO YEAR ROUND
1. Special Events: Plan brown bag lunches featuring impact speakers, agency tours, or fundraisers such as bake sales or jeans day, with the proceeds going to United Way KW.

2. Articles in Newsletters: Continue to educate employees about United Way KW, or feature employees who have benefited from a program or service supported by United Way KW community investments.
3. REACH publication: Have a copy available in your organization as a resource, and provide a link on your intranet.

4. Promotional Items: Leave campaign posters up all year long to remind employees that United Way KW is always hard at work.
5. Place a link to the United Way KW website on your intranet: Employees can learn more about United Way KW activities as they happen, through our blogs, announcements and other postings.  We are also on Twitter and Facebook!

New Hires Program
As part of a growing community, new hires are a daily occurrence. Your United Way KW year-round communication plan will be complete with a New Hires Program. Below are benefits and tasks to help build a successful program. 

· Reinforces your organization’s commitment to United Way KW.
· Educates new employees about the work of United Way KW.

· Provides opportunities for employees to impact their community, especially if they are new to the area.

EDUCATING YOUR NEW HIRES ABOUT UNITED WAY KW:

This can be as simple as information in a ‘welcome letter’ for new employees…
1. Share the organization’s commitment to United Way KW.
2. Mention the organization’s commitment to United Way KW in all orientation materials.

3. Brief employees on what to expect during your organization’s campaign.

4. Prepare a history of your organization’s United Way KW commitment.
If your organization doesn’t have an orientation program:

· Ask supervisors to brief new employees about United Way KW.
· Provide new hire brochure, organizational campaign history and campaign brochures.

· Send new hires on an agency tour

For assistance with your Year-Round Communications or New Hires Program, contact your United Way KW RDO.
Sample New Hires Letter
Welcome Aboard New Company X Employee.

We are happy to welcome you into our workplace team, and want to tell you about the importance of our United Way Campaign.  Our workplace proudly raised or has a participation rate of (insert participation record, or amount raised last year). Corporately, United Way is a charity of choice for our company, so much so that we corporately match employee donations, dollar for dollar. (if appropriate).  We hope that you will join us in this very important endeavour, and help the people of our community by supporting our United Way workplace campaign. 

Please read the enclosed brochure.  It outlines the work of United Way in our community.   I’d be happy to share some of my own reasons for supporting our United Way – and tell you more about the services your gift will support this year.  If you need any help with the pledge form we could do that as well.

Please contact me at ext. ____________ for a convenient time to get together.  

Many thanks – and again welcome aboard!!

Yours truly,

Concerns and Objections
You may, on occasion, encounter people who object to contributing to United Way KW. Keep in mind that objections are a natural part of the campaign and offer you an opportunity to present more information. Here are some insights into the psychology of objections and suggestions for handling them:

Objections are not personal.

Remember, they are not directed at you.

Objections are often based on incorrect information.

You must try to identify the real issue, and present the correct information.

Show sympathy.

Listen carefully and show your concern. This does not mean you agree but that you care about the objection.

Encourage the objector to talk.

Allow the person voicing the objection the opportunity to expand on it at length. An insecure, illogical or poorly thought–out objection will fail on its own.

Relax and be yourself.

You have the ideas to present, so be straightforward in your presentation.

Asking for someone’s participation or gift is not a “win/lose” situation.

Don’t be afraid to say you don’t know.

Let those with questions know you’ll get back to them with the answer. Or tell them they can call United Way KW at 519-888-6100, or ask them to visit our website at www.uwaykw.org.

Let us know.
Let your RDO/WCC know the types of comments being made by those who do not want to give to the campaign.  We may be able to help you to address those concerns, and this will provide us with valuable information on how some in our community view our organization.  We can only address what we know about and we want to make sure we are addressing concerns people may have about United Way KW.
Objections Can Be Good

Donation objections can be a good thing. They provide you with an opportunity to explain in more depth how United Way KW works, and the many ways in which the potential donor can make a difference.

Objection: ‘I can’t afford to give’

This is a very realistic concern for you and many other contributors. Even a modest weekly amount can help improve the community. There is no gift too small. Every gift makes a difference. And giving through payroll deduction makes your contribution even easier because you can spread it out over 52 weeks. Essentially, it is low impact on your cash flow and high impact on the needs of the community.

Objection: ‘I’m already giving to other charities’

This is an opportunity to engage in additional dialogue: ‘That’s great – I’m impressed by how many people I talk to support a number of causes/organization/charities. That is exactly why we want to talk to you – because you are generous and understand the positive impact of philanthropy. If the timing for consideration of a gift is not good for you at present, we certainly understand.

Objection: ‘I’m unhappy with the organization’

Ask for additional information. Listen to what the person has to say. Genuinely caring about their view is extremely important. Get as much detail as you can. Don’t be afraid to say that you’re not familiar with the situation they are concerned about. Follow up on the issues by talking to your United Way KW RDO/WCC. Make sure to report back to the objecting person.

Objection: ‘Your administrative costs are too high’

The opportunity here is to explore their perception, their source of information, and to help provide them with a better understanding. For every dollar you donate, 83 cents goes directly back into the community.   In addition, everyone is encouraged to review our financial statements posted on our website.
Some of the ways in which we keep our fundraising costs so low:

· Working with many volunteers and supporters, partnering with 250 workplaces, and securing sponsorship and gifts-in-kind.  

· Events and collateral materials are sponsored wherever possible.

· Office space generously donated by the Marsland Family.

· The Sponsored Employee Program:
· Local companies sponsor or ‘loan’ an employee to United Way KW for a 16-week period during our annual fall campaign
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Thank you again for your support. 

Together, we can collectively continue to be change, make change, and see change in our community.

Change starts here…
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