TRAINING GUIDE

for
WORKPLACE
EMBASSADORS

Thank you!
Thank you for stepping up to inspire your colleagues to help make our
community a better place!
Did you know that about 80% of all United Way donations come from
employees who give through their workplaces? Without the generosity of
your colleagues who are inspired to give by people like you, we wouldn’t
be able to help children, families and seniors in Thunder Bay.
Your help is incredibly important!

Your Mission:
The Best Campaign Ever
How do you create the best workplace campaign ever? By sticking to these
four main objectives:
INSPIRE your colleagues to give by sharing stories and experiences.
EDUCATE your colleagues about how United Way makes a
difference in Thunder Bay.
ASK your colleagues to consider making a contribution.

What United Way Does

When you approach your colleagues, they’ll likely
ask you what United Way does and why United Way
needs their help. Here is what you should tell them:

The Elevator Pitch
When you see people who are hungry, you want to
help. But will the problem really go away if you don’t
look at why there is hunger in the first place? At
United Way, solving problems in Thunder Bay means
more than just giving immediate aid. We bring the
right people together to look at why there is a need
in the first place and to create long-term solutions.
Because of donors and our strong partnerships with
government and social services, United Way can
facilitate true and lasting change.
Together, we are improving lives and building
our community.

One in five children in ON lives
in poverty.

Together, we are possibility.

United Way 101
Your colleagues may ask you questions when you
approach them about giving to United Way. Here
are the answers to the most common ones.

Where does my money go?
Donations made to United Way of Thunder Bay stays
100% local.

What impact will my gift make?
With your support, United Way of Thunder Bay is
working to build a strong network of social services
and programs. Through collaboration, your gift
helps support our community’s’ most vulnerable
people. Because of you, we can bring together social
agencies, government, labour and business leaders,
educators and others to help us to identify, create and
fund solutions for the long term.
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A Community
Impact Plan

Improving Lives, Building Community

Issues of poverty are #UNIGNORABLE.
Moving forward, our focus will be to help build a
community FREE FROM POVERTY

People’s
Basic needs
are met

The Community
Impact Plan
strives to achieve

3 CORE
GoalS:
A
community
where all
youth graduate

strategic priority:
People have access to
basic needs and emergency
community services.

strategic priority:
Children and youth are
connected to positive adults,
peers and activities that
help them be engaged and
involved in their community,
be healthy, make good
choices and adapt to change.

strategic priority:
People have access to
collaborative services
that are seamless,
accessible, inclusive,
welcoming and culturally
appropriate.

A COMMUNITy FREE FROM POVERTY
To view the full Community Impact Plan visit
uwaytbay.ca

Why should I direct my gift to
United Way of Thunder Bay?

How is United Way different from
other charities?

By giving to United Way, you are investing in your
own community where you live, work, learn and
play. We do more than just meet immediate needs:
we work to make long-term change. We use our
collective strength to maximize your donation and
multiply the impact for thousands of local
residents.

• We help your local community. The money raised
in Thunder Bay stays in Thunder Bay. Each United
Way is independent and operates locally. Across
Canada, there are more than 100 United Ways.

Can I give to a different charity
through United Way?
Yes. In addition to your donation to the United Way
of Thunder Bay you may designate a portion of your
donation to another charity. (If you need more
information, please contact your United Way staff
partner). United Way of Thunder Bay charges a 5%
fee to cover administration cost when you designate.

• We focus on prevention. In collaboration with our
community partners, United Way looks at the
reason behind critical social issues before they
become crises. We strive to prevent problems today
to build a stronger community for the future.
• We have a solid history. Since 1964, United Way of
Thunder Bay has been building healthy, caring and
inclusive communities. We help give children the
best possible start in life, help school-age children
make the right decisions and support programs
that will help build stronger communities for all.
•

We foster collaboration and partnerships. We
bring the right people together to look at the
#UNIGNORABLE Issues of poverty and work to develop
long-term solutions.

• We make it easy to give. Payroll giving makes it
easy and affordable for everyone to make a
difference. Each gift is income tax deductible and
receipts for donations made through payroll are
included on T4 slips.

Together, we are possibility.
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How to Run a Campaign
Let’s get down to the specifics of running your successful campaign.

Your Campaign in 4 Steps
1.
2.
3.
4.

Plan it out.
Pick your tools.
Put it into action.
Close the deal.

1. Plan it out.
The best way to start is by developing a solid plan. A well-thoughtout plan is like a map. You can see how far you’ve progressed and
how far you are from your end destination or goal. Your plan should
include:

 Reviewing last year’s campaign (see worksheets, pages 16 – 17)
 Setting your goals and initiatives in consultation
with a UW staff partner (see worksheets, page 18)
 Recruiting your team
 Building a timeline (see worksheet, page 20)
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2. Pick your tools.
Campaign Tool Kit
Now that you’ve got a plan, you can think about how you’ll make it
happen. United Way has developed a Campaign Tool Kit, filled with
marketing resources to help you get the most out of your campaign.
Find them all online at www.uwaytbay.ca You’ll find a variety of
tools including:

 A pledge form

 Videos

 Posters

 Our annual report

 Community Impact Plan

 Graphics, for print and online

United Way Representatives
United Way representatives are an important tool.
Whether you have a specific question or need some
moral support, contact us—we’re here to support
you.

• Community or Leadership Speaker – Invite a

speaker to inspire your colleagues. Speakers
are informed community members and
volunteers.

• Staff Partner – Your United Way staff partner is
here to help you every step of the way, all year
long. Email Jodie Wilson at jwilson@uwaytbay.ca
with your name and workplace and we will
connect you to your staff partner.
• Sponsored Employee – Your Sponsored
Employee will be your biggest helper and
advisor during your campaign. Email Jodie Wilson
at jwilson@uwaytbay.ca with your name and
workplace and we will connect you.

Together, we are possibility.
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3. Put it into action.
Here comes the fun part…executing your plan with the tools at your disposal.
Be sure to incorporate these elements in your campaign:
• Campaign kick-off

• The follow-up

• Fun stuff

• Mid-campaign check-in

• Union involvement

• Wrap-up

(Endorsement)

• The ask

Campaign kick-off
Host an event, or piggyback on an existing one
like a regular staff meeting, to officially launch your
workplace campaign. You could announce your
fundraising goal and inspire people to give by using
tools from the campaign toolkit. Or you might want
to:
•
•

Show a United Way video
Ask your Staff Partner or Sponsored Employee
to make a presentation

Remember to invite:
•
•
•
•
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Your CEO and management team (ask your CEO
to make a small speech encouraging staff to give)
A union representative
Your campaign committee and Leadership Chair
All staff

Fun stuff
The more fun you can make your campaign, the better
chance you’ll have at capturing your colleagues’
attention and telling the United Way story. Try:
•

•

Incentives – To encourage giving, see if your
organization will offer draw prizes like:
•

Extra vacation days

•

Coveted parking spots

•

Lunch with the CEO

•

Mentorship opportunities with
senior management

•

Competition or Cooperation – Speak to the
nature of your organization! See which department
has the highest percentage of participation or
raises the most dollars, and issue prizes for your
top categories or create activities that engage
the whole team to accomplish a major goal
together. Be sure to post progress along the
way so people can be excited by the progress.

Virtual Themed Days – Host special days,
like a “Red Day.” Invite your colleagues to
dress up to show support for United Way.
Share photos on social media.

Together, we are possibility.

9

The ask
The top reason people don’t give? They weren’t
asked. So, make the ask! Here’s how:

• Know your campaign details.
When is your campaign kick-off? What’s your
campaign goal? How much money was raised last
year? When are the virtual special events you’ve
planned? Are there any prize incentives?

• Be prepared for questions
and concerns.
Make sure you are familiar with what United Way
does and know the answers to our most
frequently asked questions (see page 3).
If people ask a question you don’t have the
answer to, tell them you’ll find out and get
back to them promptly. Then, connect with your
United Way staff partner to get the answer. It is
okay not to know!

• Make the ask.
Virtual one-on-one, peer-to-peer is the best
way to ask. You can find out about their
interests and connect them to United Way.

SAMPLE ASK
“I just wanted to check in with you
to see if you were able to access
your United Way link/pledge form
and information about some key
United Way-supported programs
that are happening right in your
community!
Your gifts make a difference right in your
community. To help the most people, we are
striving for 100% employee participation.
If you have any questions about United Way,
please let me know. Thank you for your
thoughtful consideration to pledge this year.”

TIPS FOR MAKING THE ASK
• Be positive
A smile can go a long way.
• Call on coworkers you know first.
Start by approaching the people with Teams
or Zoom or by email you’re most comfortable
with first. You’ll gain confidence and be
ready to approach those whom you don’t
know as well after.
• Highlight the importance of each gift. Talk
about the impact of each individual’s gift and the
difference it makes in the community.
• Mention the ease of giving.
Encourage giving through payroll. Emphasize how
their gift can be spread over 24 or 26 pay
periods. Be sure to tell them that their payroll gift
is recorded on their T4 so it’s easy at tax time.
This could also be a good time to remind them
about tax breaks: charitable giving gives back.
• Contributing is voluntary.
Share your enthusiasm and be a resource to help
your co-worker make an informed decision about
giving. But don’t pressure people to give.

Together, we are possibility.
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The follow-up
Just because people haven’t given doesn’t mean they don’t want to. They
may have forgotten—everyone is juggling a busy work schedule. Send
friendly reminders in different ways: email, in person, company newsletter
or announcements at staff meetings.

Mid-campaign check-in
How close are you to reaching your campaign goal? Do a mid-campaign
check-in with your committee. Review what’s worked so far and what
hasn’t. Adjust your efforts accordingly. Send a mid campaign email updating
everyone on your progress and what is needed to reach your goal.

Wrap-up
You announced your goal to your colleagues at the start, and now it’s time
to tell them how you did. Host a wrap-up event or announce it at an all-staff
meeting to let everyone know how the campaign went. You may want to
send out a wrap-up email to everyone in your organization. Include photos
you’ve taken over the course of campaign.

Use social media
Social media can help give your campaign momentum.
Share your highlights and results. Add United Way of
Thunder Bay on Facebook and Twitter and be sure to
tag us so we can celebrate with you!
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4. Close the deal.
Congratulations! You’ve run your events and educated your colleagues
about United Way. You’ve made the ask and followed up. Now it’s time
to collect pledges from those who have decided to give because you’ve
inspired them to.

1. Collect all pledge forms, cash and cheques.

Have committee members canvass their work area for completed
pledges. Send out an all-staff email or newsletter telling people
where and to whom they can email their forms.

2. Say thank you.

Remember to thank everyone you’ve contacted, even those who did
not contribute. Each person’s time and gift is appreciated and a
heartfelt thank you is an important part of your efforts.

The impression you leave is the one people will remember when they
think of United Way.
3. Submit the dollars.
Total all your donations and complete your
campaign report. For ePledge, you only
need to complete a Special Event
envelope. Then hand it all over to your
Campaign Associate.

Don’t delay!
Help us make sure your colleagues
are thanked right away. Send their
donations to us right after you’ve
collected them. Or, call us and we’ll
be happy pick up them up!
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United Way of Thunder Bay

Your Workbook
Use these next pages to begin your campaign planning.
Ask your United Way staff partner or Sponsored
Employee to assist you.

Together, we are possibility.

Review previous campaign
Answers to these questions can be obtained from your previous ECC, files or your United Way Staff
Partner. Anytime you answer “no” to a question is an opportunity to grow your campaign.

Campaign Details

Campaign dates?
How was the campaign kicked off?

Campaign Committee Team (where applicable)

How many committee members were there?
Were there enough committee members? Yes q No q
What positions should be included this year?

Was there a Leadership Chair? Yes q No q
Who processed pledge forms/donations?
Was there a joint union/management campaign committee?

Yes

q No q

Campaign Representatives

How many Campaign Representatives were recruited? (Obtain list of individuals from previous ECC)
What was the ratio of Campaign Representatives to employees?
Was this enough? Yes q No q
Were pledge forms distributed personally by Campaign Representatives in all departments?
Was there an orientation for Campaign Representatives? Yes q No q

Campaign Logistics
Was a one-on-one ask incorporated? Yes q No q
Yes q No q
Was there an early bird draw?
Yes q No q
Was there a final pledge draw?
What was the theme of the campaign?
Was there a United Way representative/community speaker at the kick-off?
How many employees attended kick-off?
How was the campaign publicized?
How were donors and volunteers thanked?

Leadership (Work with your United Way Staff Partner on these questions)
How many donors (who gave less than $1,200) have left the workplace?
How many Leadership donors ($1,200+) have left the workplace?
Did your organization hold a Leadership presentation? Yes q No q
How many individuals were in attendance?
Were donors who gave less than $1,200 invited? Yes q No q
Corporate

Yes q No q
Was there a corporate match?			
If yes, what was the formula?
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Yes

q No q

Yes

q No q

SWOT analysis
Strengths

Weaknesses

Opportunities

Threats

Develop your strategy
Strategy

Tactic

One month pre-campaign

Engage
Labour
Win an Award

When?

Develop a campaign plan that achieves
all the outlined criteria for the award.

One month pre-campaign

Increase
Participation

Recruit Campaign Representatives from all levels
and locations (if applicable), of your organization
and schedule an orientation.

Grow
Leadership

Build a Leadership Team to make personal
asks and follow up.

Two weeks pre-campaign

Focus on United Way $
versus designation to
other charities

Invite United Way to deliver a presentation
at an all staff meeting.

Day One of Campaign

Three weeks pre-campaign

Refer to your SWOT Analysis when identifying objectives, strategies and tactics for your campaign. Remember, no
plan is complete without assigning ownership and setting a timeline. Refer to this page when developing your
campaign calendar.

Together, we are possibility.
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Set your goals
Example formula for increasing the number of donors:
X
Current # of Employees

% =
Participation Goal

Previous Results

Leadership

Goals

Use the following table to help you record your goals:

SEs

Donor Goal

Goals

Participation

%

%

Overall $

$

$

United Way $

$

$

Total Leadership donors

#

#

Total Leadership $

$

$

Retention rate – % of Leadership
donors that renewed their gift

%

%

Special events

$

$

Donations are beneficial come tax time. Find Tax Table and tax receipting information online at
www.uwaytbay.ca.
Example of other formulae to suit your goal setting needs:
• Average gift = total $ raised ÷ # of donors
• % Participation = # donors ÷ # employees x 100
• % United Way $ = United Way $ total ÷ total $ raised x 100
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Sample one-week campaign calendar
Mon

Tue

Wed

Thu

Fri

ECC &
Leadership Chair
attend Campaign
Training Workshop
Pre-Campaign

12:00 noon
Campaign Rep
training
In-house training
facilitated by
United Way.
Leadership Kick-off
Held one week
Reminder email to
prior to Kick-off to all staff of Kick-off
“set the pace” and event and theme.
build momentum.

Campaign
Week
9:00 am Kick-off
United Way
Minute to Win it
Community
Lunch & Learn (all
Speaker (15 mins)
staff – pledge card
required for entry).
Personally, deliver pledge packages
and speak with each employee.

Minute to Win it
Talent show
@ Lunch

PostCampaign
Follow up

Final prize draw
@ 4:00 pm

Wrap-Up BBQ.
Reveal total.
Awards and prizes
distributed.

Early bird draw
@ 2:00 pm
Mid-campaign
update meeting
with United Way
staff and Campaign
Associate.

Pay day

Casual day Free for
all donors.
Reminders
distributed and
follow-up by
Campaign Reps

Important - Submit
pledge cards and
cash to United
Way. Include
required copies to
your payroll
department.

Campaign
evaluation
Debrief with
campaign
committee and
Campaign
Associate.

Kick-offs are best scheduled for Tuesday, Wednesday or Thursday to attract as many
employees as possible and not interfere with flex days. Kick-off after a pay day!
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Your campaign calendar
Mon

Tue

Wed

Thu

Fri

Pre-Campaign

Campaign
Week

PostCampaign
Follow up
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www.uwaytbay.ca
1006-715 Hewitson Street
Thunder Bay, ON P7B 6B5
P 807-623-6420
F 807-623-6180
jwilson@uwaytbay.ca

