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Creative Canvassing
Make the canvass an event itself by providing incentives for those
pledging early, like a draw for a day off with pay or a week in an
executive parking spot. Use completed pledge forms in lieu of an
entrance fee to an event.

Sizzling Fundraiser
Hold a BBQ! Advertise your event in advance and sell tickets the week
before the BBQ so you’ll have an idea of how much food to have on
hand. Check for bulk purchase rates at local retailers.

Casual Fun
Get permission from management to have a jeans day every Friday
during the campaign. Sell United Way stickers, available to you at no
cost, for $2 a piece. The sticker lets the purchasers wear jeans on the
next Friday.

Travelling Kick-Off
If your company is too big to get everyone together in one place, hold
a travelling kick-off. Coffee, juice and different foods can be served
on each floor of your building. At each stop, provide United Way
information or special events (show videos, run raffles and so on).
For more special event ideas see the Special Events Guide in the
online campaign toolkit or contact your United Way staff partner.

With over 80% of all dollars raised during a United Way campaign
coming from workplace donations (60% from employee
contributions), Employee and Union Campaign Coordinators (ECCs/
UCCs) are critical to the success of United Way’s fundraising
campaign.
Your role as an ECC/UCC is to engage 100% of your workplace in
your United Way campaign. Workplace campaigns are proven to
boost morale and create a sense of community and commitment
among staff. You’ll get to know your co-workers better, raise money
for your community and have fun in the process!
As a United Way Champion, you are the captain of your
organization’s quest toward community triumph. The impact of your
efforts is truly priceless and we couldn’t do it without you!

United Way staff and sponsored employees—your staff partners—are
here to help you succeed. Contact them for details on:
 canvasser and training materials
 engaging pre-retirees and retirees
 videos on how United Way donations are used in our community
(online at unitedwayguelph.com)
 assistance in running United Way events
 booking a United Way presentation
 tours of United Way funded agencies
 materials for special events
 assistance in receiving media attention
We hope this guide will help you and your organization reach its goals
for your United Way campaign.

An
—is the
key volunteer in the workplace who is responsible for managing and
monitoring the United Way workplace campaign and engaging your colleagues
to participate and give.
Responsibilities
 Lead and direct United Way Employee Campaign within your workplace
 Recruit and train canvassers (if applicable), with help from United Way
staff partners
 Plan workplace strategies for your campaign
 Inspire employees and retirees to give
 Educate colleagues about what United Way does and how their help will
directly impact their community
 Monitor progress and report back to the United Way Staff
 Return completed report envelopes to United Way office
Benefits to You
 Opportunity to develop leadership, organization and presentation skills
 Lead a project from start to finish
 Be seen by others as a leader
 Develop fundraising skills
 Get to know your colleagues while contributing to a great cause
 Have fun while making a difference in your community
 Opportunity to network with other ECCs across the community
Qualities to Ensure Success
 Show leadership and dedication
 Good time management skills
 Ability to communicate with and motivate co-workers
 Good planning and analytical skills
 Well-organized with an attention to detail
 Committed to United Way’s mission
Canvassers are the “heart” of the campaign. They make the face-to-face ask of
their co-workers to donate to United Way.

How do we pay for a special event?
Depending on the kind of special event you’re running, there may be
very real costs involved. Try to solicit and arrange for the donation of
supplies, services and facilities. If sponsorship is not an option, you’ll
want to compare the estimated cost of the event to the amount of
money you expect to raise. You will want to know if the function is
financially feasible if raising funds is your main objective.
Who needs to be involved in your special event?
If you are the ECC/UCC for your company’s campaign, then chances
are you will be too busy planning the campaign to run a special event
- so enlist some help. Recruit an events coordinator to your United
Way Committee. Senior management should be encouraged to
participate in the promotion of and in the special event.
Can someone come to speak at my company?
United Way offers a Speakers Bureau of staff and volunteers from
our funded agencies. These people are available and happy to speak to
your group about their agency and the difference United Way funds
make to the community. Call for more information.
What other resources are at my disposal?
There are many resources available to enhance your special events.
Contact the United Way office if you would like to use any of the
following items:






campaign videos
posters
banners
display board
piggy banks





stickers
balloons
volunteer aprons

A special event can raise funds, create awareness, motivate participants,
promote team spirit, create friendly competition and be fun!
It is important to note that special events are not intended to replace or
take away from employee pledge card donations and are best scheduled
after the pledge forms have been distributed.

Receipting Policy for Special Events
If your organization plans to hold a special event, please be aware that
income tax receipts cannot be issued. Canada Revenue Agency
guidelines state that if an individual receives anything in return for a
monetary contribution, an income tax receipt cannot be given. This
applies whether the individual is receiving an item, a service or any
other tangible or intangible benefit—they are receiving something in
exchange for their contribution. Note: If you are holding a dinner
event and the market value is substantially less than the ticket price,
the difference may be tax deductible. Ask your United Way staff
partner for details.
Licensing and Special Event Permits
To hold some special events (e.g., raffles, casino nights, etc.) you may
be required to obtain a permit or license. If you’re raising money for
United Way, an application must be filled out in the name of United
Way. It can take up to six weeks to receive your permit, so plan early.
For further information regarding rules and regulations, contact your
municipal government or United Way staff partner.
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Meet with your United Way staff partner.



Learn about United Way and its work in the community.



With the support of the United Way staff, ensure
management gets behind the campaign and provides
visible support along with adequate release time for
volunteers.



Recruit help from others in your organization who reflect
the structure of your workplan (e.g. ensure there is
representation from each department, a mix of
management/labour).







Media
Don’t forget to let the media know if you have a fun event planned!
Contact your United Way staff partner for more information.
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GenNext



Review past campaign results and list strengths and
weaknesses with your United Way partner.



Meet with last year’s ECC/UCC or anyone else involved
in your campaign. Brainstorm how this year’s campaign
can be even better. Don’t forget United Way staff are
always available to help you!



Develop an action plan and timetable.



Best results come from a short-term, goal oriented
campaign—a two-week timeline is ideal. Or consider a
one-day blitz campaign.



Include in your timeline a participation goal with the
number of new donors needed to reach your target.



Identify those who did not donate last year—develop a
“welcome wagon” for new donors (a special draw, a
thank you letter, etc.).

The United Way GenNext initiative promotes a new and exciting way for
young professionals to get involved in our community. Through unique
events and networking opportunities, participants gain a better understanding of the issues facing our community and have a chance to contribute
though meaningful volunteering and giving opportunities. To learn more
about the program or arrange for a GenNext presentation at your workplace, please contact Emma Rogers at emma@unitedwayguelph.com

Day of Caring

United Way’s Day of Caring™ sees teams of employees take time from
their workday to volunteer at local charities. Participants paint rooms in
shelters, stock shelves at food pantries, and create community gardens.
Teams can range from 2 to 10 or more employees. This year, our Day of
Caring will be held on Wednesday October 17th, but other opportunities
can be arranged throughout the campaign. If you or your colleagues are
interested in participating, please contact Brenda Carson at
brenda@unitedwayguelph.com

Seeing Is Believing Tours

Ever wonder where your donations go? What they make possible in our
community? There is no better way to understand the Guelph, Wellington
and Dufferin communities than through a Seeing is Believing tour. Up
close, you can see the work that United Way’s funded agencies do to make
change happen in the community — and the impact your contribution has
on creating positive, lasting change. If your workplace is interested in
arranging a Seeing Is Believing tour, contact Brenda Carson at
brenda@unitedwayguelph.com

Retiree Program
The United Way Retiree Program provides opportunities for retirees to
stay connected and engaged in the community, through volunteering and
giving back. A Retiree Program demonstrates a culture of caring at your
workplace, and empowers retirees to remain active and connected with a
charity they know and trust. To learn more, contact Isabella Barretto at
isabella@unitedwayguelph.com

Every company donating to United Way deserves to be recognized for a
job well done. However, every year we recognize a number of
workplaces for their exceptional contributions to United Way with our
campaign awards.
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There are two types of recognition: campaign awards and participation
awards.
recognize workplaces and volunteers that have
gone “above and beyond” in their United Way campaigns. Awards
include Campaign of the Year, Leadership Giving Award and Spirit
Awards (by division and company size). Recipients are selected by
members of the United Way’s Campaign Cabinet—the volunteers that
provide guidance and oversight to the entire campaign.

E-Pledge may be available to your workplace. To learn more about
E-Pledge and how it could work for your campaign, please contact
Jillian Tausky (jillian@unitedwayguelph.com)


Talk to your United Way staff partner to arrange for
speakers from programs receiving United Way funding.



Personalize United Way packages for employees in your
workplace. Packages might include:
pledge card
United Way brochure
letter explaining why you and/or your workplace is
supporting United Way
 blank envelope for returning pledge cards




recognize United Way involvement in the
workplace. They are given at the following levels:


PLATINUM: 90% participation



GOLD: 75% participation



SILVER: 50% participation



BRONZE: 40% participation

Get your supplies—pledge forms, brochures, posters and
more are provided by United Way at no cost.

* Personalized United Way packages have been found to increase
participation.


Promote your campaign in advance—display posters,
advertise campaign dates and events, and create
enthusiasm.



Train canvassers with the help of United Way staff.
Copy the Short Guide to Canvassing in your Workplace to
support your training efforts. (This guide is on the
coloured paper in the middle of this booklet. You can
download copies of just the canvassing guide from the
Campaign Toolkit at unitedwayguelph.com).



Get people thinking and talking about United Way!

Ask your United Way staff partner for more information about campaign
awards. Recognition for your involvement with United Way is a great
way to show your corporate commitment to the community and social
sustainability.
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Mark the beginning of your campaign with a kick-off and
announce your goal. A picnic, BBQ or United Way
coffee break are just some ideas.



Canvass all employees; a one-to-one ask is the most
effective approach. Enlist the support of a canvassing
team to make one-to-one asks possible.



Talk about United Way. Distribute pledge cards and
information.



Promote the payroll deduction option as the easiest,
most convenient way to give.



Monitor the progress of your campaign to ensure that
pledges are being returned.



Ask all employees to return their pledge cards regardless
of whether they donate.



Consider putting a Leadership Giving Program in place.
Leaders give at the $1,000+ per year level.

United Way works closely alongside issue experts on research planning
tables to understand our community’s needs and facilitate investment in
programs through a volunteer Community Impact Committee. United
Way has identified five essential building blocks to create strong
neighbourhoods and thriving communities, including:
Connected Kids
All children and youth should believe in themselves and feel like they are
a part of the community in which they live. When they feel a sense of
belonging and pride in their communities, they are better able to deal with
life challenges and get involved. Children who participate in activities are
more likely to have higher self-esteem, develop skills for learning and
form positive relationships.
Adequate Basic Needs
Basic needs include food, housing and income. These are crucial social
determinants of health that individuals and families need to survive and
thrive.
Sense of Belonging
Feeling a sense of belonging and participating in your community benefits
individuals, organizations and communities alike. People who are
connected to others and their community tend to be happier and
healthier. Belonging and participating are ways to get emotional support,
feel valued, decrease social isolation and give back to the community.
Positive Mental Health
Positive mental health means people can handle life’s challenges. Mental
health, poverty and overall well-being are connected. People who struggle
with mental illness are more likely to have chronic illnesses. A mental
illness can impact a person’s ability to pursue education, or to find
employment.
Supports for Seniors
Social networks provide social, emotional and financial support to
individuals, while connecting them to other groups, people and
opportunities. Social participation affects physical and mental health and
is especially important for older adults. Health benefits include better
quality of life, living longer and a decreased risk of acquiring a disability,
depression, anxiety or dementia.

Step
United Way is the largest non-government funder of the social service
and voluntary sector in Canada. A donation to United Way supports a
network of local programs that help thousands of people in our
community on their journey to a better quality of life.
In Guelph, Wellington and Dufferin, United Way provides stable
funding to vital social service programs across the community. These
programs provide basic needs to those struggling financially, keep our
community active and engaged and support kids as they grow and
develop.
United Way brings together community leaders, social service
agencies, the labour movement and businesses to identify needs,
engage local residents and deliver results. We inspire co-operation
and partnership by sharing knowledge
and funds with our community.
United Way is directed by a volunteer
board, managed by committed staff
and supported by thousands of donors
and volunteers from all areas and
sectors of the community. The funds
raised through the generosity of local
donors stay in the community to
support local programs.
This year, United Way will support
76 vital social and voluntary sector
programs at 53 organizations in
Guelph, Wellington and Dufferin.
Chances are these programs will help
someone you know—your family,
friends and neighbours—every day.
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Hold special events when your payroll campaign is
complete—quality not quantity is what counts with
special events!



Review the notes in this guide (see page 14) and the
online special events booklet for ideas and FAQs.



Promote your event within your workplace—make sure
everyone knows what the event is and where it is being
held.



Let the local media know about your event.



Consider holding inter-departmental challenges to get
everyone involved.



Communicate event dates and activities with your United
Way partner.

Step
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Some things just can’t be avoided…


Congratulations!



Signal your campaign wrap-up—it should announce the
end of your campaign, your achievement and should
recognize your donors.



Be sure to thank and recognize all donors and
volunteers. Don’t forget to recognize your campaign
team: senior company leadership, committee members,
labour representatives, canvassers and any companies
sponsoring prizes.



Report your results and submit your donations to
United Way staff by the end of November. Early
submission ensures your colleagues’ gifts are processed
and Leadership donors are thanked in a timely manner.



Plan to attend the United Way volunteer celebration
luncheon in December.

Pledges can be submitted at the end of your campaign or, if you are in a
larger workplace, every week or month. You can also submit funds from
special events, etc. as they occur rather than holding funds in your office.
Pledges should be returned in a sealed 9 x 12 envelope with a campaign
contribution form, like that shown below, completed and attached to the
front of the envelope. Forms are
available in the campaign toolkit
or from your United Way staff
partner.
Before submitting, please check
that:
 all contribution forms are
signed by donors;
 all cheques are made payable
to United Way;
 the values on your
contribution form equal the
funds in the envelope.
You can either drop off your
envelope at the United Way office during business hours, or arrange for
your United Way staff partner to come collect it from you.
Submitting information to United Way promptly allows ample time for
processing, helps us ensure the campaign is on-track to meet its goal, and
allows us to thank our donors for their generosity.

Leadership Giving is a United Way program for individual donors who make
annual gifts of $1,000+. Promoting Leadership Giving among your colleagues is
one of the best ways to increase the success of your organization’s United Way
workplace campaign.
Step 1: Request management’s support
 Meet with your CEO to request his or her personal involvement in the
Leadership Giving Campaign.
Step 2: Recruit and train a team
 Ensure you have enough canvassers to speak to potential Leadership donors
one-on-one.
Step 3: Develop a plan
 Meet with your United Way Campaign Manager to review your campaign’s
Leadership Giving history and help plan your campaign.
 Identify your existing donor base—review the list of past Leadership donors
and check which individuals are still present in your organization.
 Identify prospective donors by salary range, title, organizational level etc. and
set goals for the Leadership Giving campaign based on dollar amounts and
the number of Leadership donors.
Step 4: Make the ask
 The ask is the most important part of the Leadership Giving Campaign.
Whether the presentation is at a special event or during an existing meeting,
consider the following:
 Ask the CEO/President to participate
 Invite a United Way Leadership presenter to speak about the impact of a
Leadership gift.
 Visit each Leadership donor. Ask for 100% return of pledge forms
whether or not people choose to make a gift.
Step 5: Monitor the progress
 Develop a tracking system and monitor returns
 Follow-up with outstanding donors until the gift is secured or the donor
clearly indicates he or she is not contributing this year
 Submit pledge forms to United Way as soon as possible to ensure timely
thank you to donors
Step 6: Say THANK YOU!
 Thank donors for their generosity and for making a difference in our
community! Their gift is very much appreciated.



















































Every individual’s circumstance is different, only you can determine what is
right for you.
Payroll giving makes it easy and affordable. By spreading your gift throughout
the year, you often don’t miss the amount from your paycheque and may be
able to give a bit more.
Your payroll gift will be tracked on your T4 and you will realize a savings on
your tax return, making the net cost of your gift much less than you would
think.
Emphasize each and every gift makes a difference and that we hope you can
participate at whatever level is most comfortable for you.














You might be surprised. United Way funds many initiatives in our
community. It’s possible that you, members of your family, friends, colleagues, or neighbours access funded initiatives.
United Way helps to keep our community strong by dealing with the root
causes of critical social issues. United Way is about creating strong, thriving
communities.
We do this through research, community dialogues, advocacy, public
awareness, and evaluation.












Unfortunately, shifts in government funding mean agencies find it
increasingly challenging to deliver critical services.
Many funded agencies rely heavily on stable funding from United Way to
deliver additional services which have been identified as critical in addressing
new and emerging needs.
It takes a community to care for a community. United Way mobilizes
resources and brings together partners, labour, government, business, and
volunteers to create sustainable change in the lives of our community
members.












Thank you for your commitment to making a difference.
By supporting United Way, you help ensure that the cause closest to your
heart is supported by complementary programs in your community.
Understanding all of the needs in a community can be complex. United Way
works closely with agency partners to understand these needs and invests
funds to help improve lives.



