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Welcome

Welcome and thank you for joining us at the Government of Canada Workplace
Charitable Campaign (GCWCC). Your role as a volunteer is absolutely vital to the
success of this campaign. The GCWCC team thanks you for your leadership and your
participation.

Section I: About GCWCC

As federal employees and retirees we are committed to serving our country and our
fellow Canadians. The Government of Canada Workplace Charitable Campaign (GCWCC) is
developed exclusively to help us make a difference in a very tangible wayd and to help
to build strong, healthy, safe communities. Managed by United Ways/Centraides across
Canada, this charitable giving campaign achieves this by supporting United Ways,
Healthpartners and other registered Canadian charities.

A Proud Tradition

From 1990 to 1996, United Way and Healthpartners participated in nearly 80 federal
campaigns across Canada. In 1997, the Treasury Board of Canada Secretariat expanded
the campaign so that donors could support any Canadian registered charity under a new
name, the Government of Canada Workplace Charitable Campaign.

In partnership with thousands of volunteers across the country, the national GCWCC
office, which is co-managed by United Way Ottawa and Centraide Outaouais, organizes
and promotes the government campaign nationally with the support of United
Way/Centraides across the country.

Since its inception, we have raised hundreds of millions of dollars through our annual
GCWCC 8 an impressive total that has made a difference in the lives of all Canadians.

Why Federal Employees and Retirees Value the Campaign

As one of the largest and most successful workplace fundraising campaigns in Canada,
the GCWCC has a direct impact on helping to improve the quality of life of people across
the country. For federal employees, this is its attraction & and its value. The GCWCC
offers us an opportunity, in one campaign; to touch the lives of others & by
supporting United Ways, Healthpartners or hundreds of other registered charities.
Beyond the direct impact of the GCWCC on improving people& lives, we like the
efficiency and convenience of giving back in this way:

1. It& efficient: Through a centralized, streamlined administrative system, GCWCC
donations are processed more efficiently than most charitable organizations &
which means that more of our gift goes to where it is needed most. (For more
information on fundraising costs, visit www.gcwcc.org.)



http://www.gcwcc.org/

2. Giving is easy: We can consolidate our annual charitable giving through one
transaction on one form. We can also choose to give through payroll deduction
0 spreading our gift out over the year and, therefore, minimizing campaign
administrative costs. At the end of the year, the amount appears directly on our
T4 & no need to keep track of charitable receipts.

3. Donor choice: We can choose to support a wide range of social, health and
community agencies and organizations 0 large and small & that offer essential
services in our communities.

Keys to the GCWCCG Success

As Canada’s largest annual workplace campaign, there are some common elements of
success from coast to coast. These include:

. a tradition of generosity and community engagement among federal
employees and retirees;

« 100% face-to-face peer canvassing ();

« giving through payroll deduction;

« support from all levels of management and unions;

. effective recruitment and motivation of workplace volunteers;

« support and guidance of campaign teams from United Way/Centraide& GCWCC
managers; and

« ongoing communication with donors, volunteers and managers.

Section II: Recipient Organizations

United Way Ottawa
MAKE CHANGE HAPPEN For more information on United Way Ottawa,
visit:
’/’ www.unitedwayottawa.ca

®

Our mission is to bring people and resources together to build a strong, healthy, safe
community for all. Our vision is to make the community measurably better through the
work of United Way and others. And our promise is to invest resources where they are
needed most and will have the greatest impact. These guide everything we do and have
driven our evolution over the past 10 years or more.

While we are best known for our work raising and distributing funds to agencies that
help people in this community, we have evolved to be much more than that. Our true


http://www.unitedwayottawa.ca/

business is engagement, providing ways for contributors d be they donors, partners or
others 8 to achieve their aspirations for the community through United Way. And our
purpose is not only to improve people® lives today, but also to create long-term,
measurable and meaningful social change in our community in the following areas:

1. Growing Up Great - Improve conditions for children and youth to
position them to reach their full potential

2. Belonging to Community - Improve opportunities vulnerable people
including seniors, immigrants and new Canadians, and people with
disabilities to contribute fully to their communities

3. Turning Lives Around -Improve conditions for the chronically homeless,
for youth facing addictions and for people and families dealing with
poverty, mental illness and violence

By focusing on a number of key community priorities, with strategies that include
investment, convening, research, and public policy and advocacy, we can achieve
measurable, meaningful change in this community. The agencies that work with us, and
whose work we support through investment, are critical to making change happen in
this city. Donors, other funders and social investors come to United Way as the bridge
between their own aspirations for change and the agencies and organizations that
make change happen.

Give. Speak up. Take action.
MAKE CHANGE HAPPEN.BE UNITED.

Centraide Outaouais

= . For more information about Centraide Outaouais,
¥ \Ij Centraide visit:
Outaouais www.centraide-outaouais.qc.ca

®

To invest in Centraide Outaouais is to invest in your community!

Centraide OutaouaisOmission is to mobilize people and draw resources together to improve the
quality of life of the most vulnerable persons in society and to help develop supportive,
inclusive communities. In light of its 65 years of experience and knowledge of needs,
Centraide Outaouaisbrole is being broadened to act as a community builder. In this capacity,
it identifies the most pressing needs, prevents issues from escalating and funds innovative
solutions.

A contribution to Centraide Outaouais is a direct contribution to better living conditions in your
community, whether it is in Gatineau or in the regional municipalities/districts of Pontiac, des -
Collines-de-l@utaouais or Papineau. Centraide Outaouais serves a population of 358,872


www.centraide-outaouais.qc.ca

people.

Thanks to rigorous control of expenditures, the numerous sponsors and the work of volunteers,
Centraide Outaouais ensures that administrative and campaign expenditures are maintained at
the lowest possible level.

Healthpartners/Partenairesanté

Health pa rtners For more information about Healthpartners and its
Partenairesanteé members, visit:

www.healthpartners.ca

Health: It Touches All of Us

Mothers. Fathers. Sons. Daughters. Nieces and nephews. Everyone is touched personally and
directly by either their own health issues or those of family members. This phenomenon is not
age-dependentd T from people in their 20s whose children struggle with childhood illness to
retirees facing age-related diseases, the issue of health touches each and every one of us.

Healthpartners offers federal public service employees and retirees the chance to invest in
breakthrough research, locally-delivered programs and critical community-based services
through the unique partnership of 16 of Canada& most trusted health charities.

Choose Health. When you choose Healthpartners, you have a unique opportunity to make a
difference. Healthpartners lets you invest in your health, the health of those you care about
and the health of all Canadians.

Section III: Key Roles of the Campaign

Vital Leadership

Each volunteer on a campaign team plays an important role in making the campaign a
success. Each role is different and significant. Yet no team can work together effectively
without a strong leader --- someone who can pull the team members together, inspire
them with a common goal, and keep everyone on track --- even when facing challenges
and obstacles. As Campaign Leader, you are the one to bring the team together and
lead it toward achieving its goal.

Helping You Lead Your Team

This guide will help you lead your core team on a fun and exciting campaign path, one
that leads to a successful conclusion. It offers you step-by-step advice and practical
ideas to motivate, inspire, build team spirit and organize your campaign efforts
effectively. It will assist you to implement campaign strategies that work best in your
workplace.


http://www.healthpartners.ca/

GCWCC Manager:

The GCWCC Manager is a United Way/Centraide Ottawa staff member whose key
responsibility is to assist the Campaign Leader in planning and executing his/her
departmental campaign. It is very important to meet with your GCWCC Manager on a
regular basis, where he or she can provide history and continuity to your campaign by
acting as a reference person. Your GCWCC Manager will also provide professional
fundraising expertise to your team by attending your Campaign Core Team meetings.
He or she will facilitate your strategic planning session (SPS), consult on all aspects of
your campaign and conduct team training.

Loaned Representative:

A Loaned Representative (LR) is an employee from the public or private sector who is
seconded to United Way for a period of 16 weeks. From mid-August to the beginning
of December, Loaned Representatives support the Managers. These key team members
assist the Campaign Leaders on all levels and are often the first point of contact for
Core Team members during campaign time.

NCR Campaign Cabinet

Each year, a NCR Campaign Cabinet is formed from senior levels of government,
retirees, young federal employees and labour. This group of individuals comes together
to develop and oversee campaign strategies and to lend their support to ensure
campaign success. To see who is a member of the NCR Cabinet this year, please visit the
GCWCC web site at www.gcwece.org .

Campaign Managers outside the NCR

Across the country, the GCWCC is managed by local United Ways/Centraides. Here in
the NCR, the campaign is co-managed by United Way/Centraide Ottawa and Centraide
Outaouais.

Departmental Core Team

Recruit, Organize and Monitor Core Team
As Campaign Leader (CL), you are responsible for the campaign’s core team members.
It is your role to:

e recruit core team members (see GCWCC organizational chart on page 6)

e organize your diverse group of volunteers into an enthusiastic, motivated
team with a common goal and

e monitor the activities of team members and ensure effective and timely
reporting


http://www.gcwcc.org/

Section IV: How the GCWCC Works

GCWCC Roles
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Selecting dedicated, motivated, and diverse people to work with you on the campaign is
essential, and this process is very important. Every department/agency has unique
needs due to their size, structure, and culture. Your core team should therefore be
representative of your department/agency. In smaller departments/agencies, one core
team member may take on more than one role; the key to your campaign’s success is to
select individuals to represent each key member. To help you with this process, please
consult the recommended roles and responsibilities for your core team members listed
below.

Campaign Champion Role:

He or she is responsible for the overall Campaign and typically selects the Campaign
Leader. The Campaign Champion ensures the availability of human and financial
resources and provides visible support to the department/agency campaign. He or she
will review the previous year’s campaign strategies and help establish/endorse an
appropriate target with the Campaign Committee and GCWCC Manager.

Campaign Leader Role:

He or she leads the entire campaign, acquires the resources needed and skillfully
manages them toward a successful result. The Campaign Leader is enthusiastic,
resourceful, creative and motivated. He or she is a leader and is committed to the goals
of the GCWCC. In addition to the responsibilities outlined below, the GCWCC invites
Campaign Leaders to attend events and to take every opportunity to learn about United
Way/Centraide and Healthpartners/Partenairesanté and their agencies/organizations.
In carrying out their responsibilities, Campaign Leaders receive the backing of the
GCWCC Manager.

ANALYSE

e  With help from the GCWCC, review and analyze your department’s/agency’s past
giving performance with your Deputy Minister/ Agency Head

ORGANIZE

e Recruit a committee that represents all areas of your department’s/agency’s work
force

e Schedule and chair all meetings and provide a copy of the schedule to your
GCWCC Manager so that they will be in attendance

e Obtain and promote management’s endorsement of the campaign
ORIENTATION AND TRAINING
e Attend the GCWCC training session for Campaign Leaders

e Recruit and train canvassers (your GCWCC Manager can provide a template
canvasser training presentation)

PLAN YOUR OBJECTIVES



e After reviewing the previous year’s campaign, develop this campaign

e Establish your campaign’s dates, dollar and participation goals, and method of -
canvassing with your Manager

e Plan a campaign launch
e Obtain support materials from the GCWCC office

e Attend Campaign Leader meetings initiated by the GCWCC office during the
campaign period. (The meetings provide an opportunity to exchange ideas and
information as well as offer support)

MONITOR

e Organize a reporting system with your core team members

e Monitor your campaign’s results and identify areas of concern
e Develop contingency plans and solutions

e Promote employee involvement

e Invite feedback from employees

e Plan a mid-campaign review with help from your GCWCC Manager
REPORT

e Report weekly results to your department’s Senior Management and to your
GCWCC Manager

e Communicate final campaign results to all employees
e Submit a final report to the GCWCC at the conclusion of your campaign
EVALUATE

e Ask for feedback from your committee and from canvassers on the strengths and
weaknesses of the campaign

e Make recommendations for next year and submit an official report to the GCWCC
office through your Manager

RECOGNIZE AND THANK VOLUNTEERS

e At campaign’s end, recognize and thank committee members, canvassers and
donors for their participation

Past Campaign Leader Role:

He or she can have a number of responsibilities, depending on the core team’s needs,
can offer valuable advice based on his or her experience from last year’s campaign, and
can provide documentation on last year’s efforts.

Deputy Campaign Leader Role:

It is important to appoint a Deputy Campaign Leader, who will act as Campaign Leader
in the following year. For this year’s campaign, he or she acts in the absence of the
Campaign Leader, attends committee meetings, takes on key assignments as a regular

1C



committee member, and gathers information that will be helpful when he or she leads
next year’s campaign. Succession planning is critical to future campaigns.
Encourage your Deputy Minister/Agency Head to approve a Deputy Campaign Leader
who will become Campaign Leader the following year.

Treasurer Role:

The treasurer is imperative. They set up your financial tracking system in the GIFTS
web based program. He or she will collect all donations from your team captains
and/or canvassers, deposit cash donations, remit gift forms and canvasser reports to
the GCWCC office in an expedient manner.

RESPONSIBILITIES

e To oversee and ensure the proper management and operation of the financial and
administrative Campaign procedures within their Department

e Attend the mandatory GCWCC Training Sessions
0 Treasurer Training Session (detailed information on procedures and proper steps)
0 GIFTS System Training Session (on-line Campaign tracking tool)
0 All data entry is done by the Department/Agency

e Attend all the core team meetings related to the Campaign

e Recruit and train his/her campaign team members; Departmental Sub-Treasurers,
Departmental Data-entry and Departmental Canvassers

e Develop and manage an internal process to gather all gift forms, special event forms
and related monies and cheques

e Gather the money collected and keep secure until it is deposited
e Deposit all monies and cashable cheques into the GCWCC NCR Scotiabank account

e Ensure the payroll white gift form copies are forwarded to the payroll office
0 Verify the cut-off date for the payroll deductions with your payroll office
0 Verify the payroll frequency of pay periods
0 Send the payroll white gift form copies of the seconded employees to the
appropriate Department/Agency

e Execute and /or coordinate all necessary data-entry into the GIFTS system

e Maintain/modify the Departmental structure, if necessary, to reflect the current
organizational Departmental structure
0 Remove the duplicate identities in the GIFTS system before you proceed with the
data-entry
0 Create and/or activate the various roles (departmental sub-treasurers and/or
departmental data-entry and departmental canvassers) within the GIFTS system
and inform all the canvassers of their identification numbers (Canvasser 1.D.)

11



0 Enter all the batches, gift forms, special event forms, deposit slip(s) and envelopes
in the GIFTS system

Promptly forward completed envelopes to the GCWCC office throughout the
Campaign. Note that during the Campaign, you should call your GCWCC Manager
or Loaned Representative to arrange the pick-up of your envelopes.

Run various reports upon request

0 Weekly tracking of the campaign results; pledge rate, leaders & friends, percentage
of the target, etc.

0 Reporting the results to th

Role
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