[image: image1.jpg]v, Commumty

ealth Charities

WORKING FOR A HEALTHY AMERICA




HOW TO ORGANIZE A WORKPLACE CAMPAIGN
Introduction

You have the unique opportunity to design a successful and fun workplace giving campaign that fits your company’s culture; a workplace campaign that can be a great team builder and morale booster.  Below you will find some recommended steps to take to design that very campaign.  Additionally, Community Health Charities representatives and their national network of affiliate offices are available to help you customize your campaign to best meet the needs of your organization. 

Develop Strategies for the Upcoming Campaign 

In developing and designing your results strategies for your upcoming campaign, a budget evaluation is a good first step. You will also need to know the number of employees included in your campaign so you can determine the number of volunteers needed to run it.  Once you have determined those numbers, here are some next steps:  

· Develop a campaign theme - capitalize on current trends from movies, music or sports or select one drawn from company history, culture, or interests.

· Design the structure of your employee campaign team.

· Set campaign dates and create a campaign timetable.

· Decide on campaign activities and events. 

· Consider including retirees in your campaign as donors and volunteers.

· Decide about issues such as new hires, continuous givers, leadership giving, the use of technology, etc.

Set Goals

· Know your organization’s culture, plans and constraints - be aware of developments like downsizing, restructuring, mergers and acquisitions.  NOTE: Holding a campaign during a time when morale is low can be a great way for employees to come together for a good cause and can be a great team building exercise.

· Set goals that are achievable and measurable, yet challenging. 

· Goals may be set on overall dollars, dollars by department or division, participation   
rate, average gift, and/ or per capita gift. 

· Publicize goals so that employees know for what they are aiming.

· Decide how goals will be set – by company or operational units. 

Donor Focused

· Give employees a wide variety of charitable choices.

· Supply the employees with informative materials that encourage the potential contributor to support the campaign.

· Devise charity education tools for the campaign.

· Employ an easy-to-use pledge form - the simpler the form the easier it will be to make a pledge.

· Identify key people at the worksite who have been helped by participating charities or who volunteer and know the programs well.

· Guarantee the campaign is accountable and has a reputation for integrity (i.e. issue a report detailing how the money was pledged, allow for donor acknowledgments).

· Personalize the pledge card with the donor’s name (optional).

· Provide adequate time for employees to attend kick-offs and other events.

Top Level Endorsement and Involvement of Management

· Have the CEO or other senior manager publicly endorse the campaign by letter, e-mail, or other means.

· Have senior management attend the kick-off/training and encourage them to make their pledges at the kick-off.

· Encourage top union leadership and advocates (if applicable) to be key participants in a campaign.  This benefits everyone.

· Encourage employees to participate, but always stress that it is a voluntary giving program.

Follow-up During Campaign

The #1 reason people don’t give is that they were never asked!  It is imperative that all employees be given an opportunity to contribute and be given adequate information to make an informed choice.  To accomplish this:

· Utilize report forms that list everyone’s names to ensure follow-up has been done.

· Encourage periodic check-ins via conference calls or bulletin boards with Key Workers by the Campaign Coordinators or Campaign Managers (have materials arrived? are there questions? how is the campaign going?).

· Give a “thank you” for a job well done.

Publicity
The most successful campaigns advertise well before kick-off and continue to use visible reminders throughout the campaign and year-round. Using posters, progress thermometers (or some other item identifiable to the organization or campaign theme, such as a race track for a car company, or a stack of books for a publishing company), E-mail messages, campaign newsletters, table tents in the cafeteria or lunch room, campaign kick-offs and other promotional events will help make the campaign more fun and successful.  

Incentives

Incentives to stimulate participation and giving are also helpful. One company organized a sweepstakes.  The prizes included an expense paid vacation, free airline tickets for two, a priority booking for a one-week stay at one of the company’s condos, and a five-day car rental. Larger companies with sizable divisions or branch offices may want to encourage those groups to offer local incentives and to hold local events. 

Food is a great motivator! Use free food like donuts and cookies to encourage attendance at campaign events.  

Community Health Charities has local affiliates or field directors who can assist in training, attend events or meet with employee groups. They can support your local offices by working with the campaign coordinator in each area. 

Following is a list of possible incentives:

· Dinner with Campaign Chairperson or Branch Manager.

· Services rendered by the Chairperson or Branch Manager - car wash, meal cooked 
and served, etc.

· Employees with special skills donate their services - meal cooked and served, oil 
changed in car, baby-sitting services, artwork produced, etc.

· Lottery tickets, plants, public transportation pass.

· Turning pledge forms in first, e.g. for first 100 pledges received.

· Mention in newsletter.

· Recognition breakfast/lunch for leadership givers.

· Opportunity to play tennis or golf with a professional, or lessons.

· Free use of corporate or executive’s vacation home or condo for a weekend.

· Gift certificates for ice cream, a restaurant, night on the town.

· Tickets to sporting events, concerts, and plays.

· Gift certificates donated by local vendors.

· Airline tickets.

· Company stock.

· Raffles and door prizes. (Community Health Charities may be able to provide an 
assortment of these prizes.)

· Preferred parking space for a week/month/year.

· Gift baskets with localized products.

Events

Campaign events stimulate interest in the campaign, make it more fun, and encourage employee involvement. You may include educational events to help employees learn more about the participating charities such as charity fairs or brown bag lunch presentations by representatives of participating charities.  You may want events that bring employees together like a picnic or group volunteer opportunity.  Be sure to have pledge forms and other information available for employees to sign up. Below are some suggested events:

· Charity fair.

· Campaign kick-off party or rally.

· Talent Show.

· Trivial Pursuit marathon.

· Brown bag lunch presentations by charities.

· Golf putting contest.

· Pie or ice cream eating contest.

· Ice cream social.

· Company picnic including families.

· Volunteer day.

· Baby photo contest- Display baby photos and have employees guess who’s who.

Events are a great way to make the campaign fun and to draw attention to it, but don’t forget that the main purpose of the campaign is to offer employees the benefit of donating by payroll deduction.  This form of giving allows employees to give more that they could if they had to make a one time donation – up to five times more and it comes painlessly out of their paychecks in reasonable increments. 

Potential Campaign Pitfalls
Pressure
Employees should be encouraged to give through education and motivation.  At the same time, reassure them that it is okay not to give. The campaign is ultimately about choice and that includes the choice not to give. Even the smallest donations are appreciated. Remember, employees that don’t give this year, are potential donors for the next.

Confidentiality
Every effort should be made to keep the pledge information confidential and to have as few eyes as possible see them. Reassure employees that the information on pledge forms will be kept confidential. Employees’ names and addresses should be forwarded to participating charities only if the employees request acknowledgment.

Technology and Passive Campaigns
Technology can be used to make a campaign run more smoothly, simply, and efficiently. Use E-mail to send information to employees such as data on the charities, dates and times of campaign events, and campaign progress reports. There are now many ways to collect pledges using technology like computerized pledge forms, telephone pledging systems, pledge scanners, etc.  Technology should be used for these types of activities.


However, there is no substitute for the personal touch and good communications. DO NOT let technology take the place of personal solicitation.  Passive campaigns are doomed to fail.  Keep the campaign active and fun using technology as a tool.  

Lack of Information
Employees who are informed and educated about the campaign participants are more likely to give and give generously.  At the very least, each employee should receive a listing of participating charities that includes a short description and phone number or Web address so they can call for more information.  Charity fairs and guest speakers from participating federations or charities help to inform employees about where their money is going. 

Opportunity to Give
The number one reason why employees don’t give is because they aren’t asked!  

Be sure that every employee is given, at the very least, a pledge card and a brochure listing all the charities and a short description of each.  In addition, they should receive adequate instructions on how to fill out and return their pledge forms.

Campaign Team
Top Management
CEO and senior management commitment to the campaign is vital.  They can show their support in a number of ways including:

· Sending a letter to each employee in their pay envelopes or separately.

· Putting a memo to the employees on the Intranet or send a broadcast email. 

· Writing an editorial in the company’s newsletter.

· Attending the initial campaign meeting.

· Choosing chairpersons in branch locations to lead those campaigns.

· Filming a lead-in to the campaign video.

· Making a “pacesetter” donation prior to the start of the campaign.

· Attending the campaign kickoff.

· Allowing employees time off to attend campaign events.

· Encouraging employee involvement in the campaign.

Campaign Chairperson 

A Campaign Chairperson should believe in the value of the campaign and have good rapport with most of the staff and/or be well respected. The Chair and the campaign team should be organized and detail-oriented.

If the CEO is playing an active role, then they can become the Campaign Chairperson. In larger companies, the CEO often chooses a senior manager to act as Chairperson and oversee the campaign on his behalf. If not, the campaign committee may choose one.  In companies that are very large and have a number of off-site branch or division offices, a Chairperson may be chosen for each branch or division.

Chairperson Responsibilities:

To endorse the campaign and show company support for the campaign.

· To motivate employees to want to give.

· To attend the kickoff.

· To thank key employees.

Campaign Coordinator
The Campaign Coordinator is the glue of the campaign. The Campaign Coordinator often remains the same from year to year with the responsibility for the campaign included in his/her job description.  Workplace campaigns are usually run out of Community Affairs, Human Resources, Foundation or Public Affairs. Occasionally, Payroll has the responsibility.

Often the Campaign Coordinator will form a Campaign Committee to help design the campaign and help with certain aspects of the campaign like publicity, organizing the kickoff, employee communications, etc.  Basically, the Campaign Coordinator has the responsibility to organize the campaign from start to finish.

Success Factors(can be done in conjunction with a committee):

· Set campaign timetable.
· Set campaign theme and goals.
· Pull together the campaign team.
· Communicate with employees.
· Set up training for key worker/coordinators/captains, and other campaign volunteers.
· Organize the Kickoff, charity fairs, speaking opportunities, etc.
· Decide on publicity for the campaign.
· Arrange for campaign materials to be sent by the participating federations or created 
specially for the company.
· Arrange for pledge collection and results reporting.
· Ensure that all of the participating employees and campaign team are thanked.
· Arrange for any recognition program.
Campaign Committee

Some Campaign Coordinators form a Campaign Committee to help them organize and run the campaign.  Potential members of the committee include the Campaign Coordinator, the Campaign Chairperson, representatives from the divisions, and someone from the payroll and human resources departments.  Different members can be assigned to handle publicity, communications, tracking, materials, speakers, tours and kickoff coordination, training, etc. It might be useful to include a representative from each of the participating federations in the planning meetings.

Campaign Managers
In a large company, the Campaign Chairperson or Campaign Coordinator should recruit a senior manager from each department or division to fill the job of Campaign Manager.  Campaign Managers are usually tasked with the responsibility of ensuring campaign effectiveness within their department or division.

Responsibilities:

· Choose Champions to canvass departmental employees.

· Be a motivational leader.

· Ensure that all Key Workers attend training.

· Attend kickoff and other events.

· Monitor progress of campaign within his/her department.

· Report results.

· Thank employees in his/her department.

Champions

The people chosen for this role will strongly influence the outcome of the campaign. They are the campaign “champions” responsible for visiting each employee to ask for a donation. The best candidates are employees who are respected by their co-workers and have leadership qualities.  Ideally, employees should be divided into teams of no more than 15 employees per Champion. Any more will put too much pressure on them and not allow enough time for one-on-one solicitation.  Also, consider assigning Champions to a peer group. Campaign Managers should canvass other higher-level managers. This assignment should not be given to a new employee or as a punishment. 
Champions have the unique role of canvassing each employee assigned to them to provide answers to their questions and to ask them to consider making a contribution to the charity (ies) of their choice. To be more efficient, a Champion may assemble his/her employee team at a coffee break, staff meeting, or other convenient time to show a campaign video on participating charities and answer the group’s questions. Brochures and pledge forms should be made available at that time. A personal follow-up visit can then take place for those who did not respond during the group meeting.   

Responsibilities:

· Attend solicitation training.
· Familiarize themselves with the materials.
· Distribute materials to employees assigned. 
· Solicit approximately 15 employees each.
· Evaluate employee perceptions and interests.
· Communicate about participating charities.
· Speak honestly and openly.
· Promote opportunities to designate.
· Encourage payroll deduction.
· Ensure that all employees are educated about the campaign and given an opportunity to 
donate.
· Make personal visits until every employee has been contacted.
· Make follow-up visits.
· Find stories of human interest/employee connections to charities to share with 
employees.

· Encourage participation by example.

· Collect employee pledge forms and transmit to Campaign Manager (or other 
appropriate source.)

Participating Federations
The participating federations are partners in your campaign.  They bring a variety of resources and experiences that can help support your campaign.  Following are some of the tools and services they can provide:

· Train campaign coordinators and key workers.

· Provide information on member charities.

· Help evaluate the campaign and plan for next year.

· Make motivating and informative presentations to employee groups or arrange for 
member charities to make presentations.

· Supply campaign brochures and pledge cards.

· Offer display materials such as posters, videos, photographs, etc.

· Provide some giveaways items such as T-shirts, mugs, pencils, bags, etc.

· Help identify vendors for fiscal agency and on-line giving.
Many companies have found it helpful to hold a planning meeting with each participating federation prior to each campaign. Additionally, they have found it useful to hold periodic conference calls/meetings with the nonprofit partners during the campaign to consult on issues that arise.

Campaign Materials

Components of a Donor-Friendly Brochure
Community Health Charities and other participating federations and others can provide you with their brochures.  However, you may want to create your own campaign brochure incorporating your company’s campaign theme and goals. This is especially useful when there are a large number of participating federations or individual charities.  You may also want to do an on-line directory and Community Health Charities and other federations can supply you with electronic versions of their lists and their local affiliates’ lists.

Attractive

· Make all your materials uniform to some degree; do not use more than three different type styles.

· Treat participating charities equally.

· Use pictures.

Informative

· Include a statement of endorsement from the CEO and/or from the union(s).

· Answer frequently asked questions at the beginning of the brochure.

· List charities with a description, phone number and/or Web address.

· If there are more than 75 participating charities, carry an alphabetical index with their code number for easy reference.

· Provide examples of how contributions are used.

Stress Important Benefits and Points

· Once a year charity drive.

· Donors choose where they want their gift directed.

· Company match, if applicable.

· Cost effectiveness for the charities.

· The convenience of payroll deduction giving.

· The low cost of the campaign, thanks to employee volunteers and the use of charity 
    
provided materials.

· Tax-deductibility.

· The gift will be acknowledged by the charity if the donor agrees to give his/her name and address for this purpose (many pledge cards can be designed for this added 
accountability feature)

· Donors may qualify for membership in selected charities

· Making a better world!

Pledge Forms and Reporting
You have several choices for pledge forms.  For a combined campaign with two or more federations participating, it would be best to design your own pledge form. Community Health Charities can help you do that.  The form should offer the choice of any of the participating federations, and space to designate one or more specific charities.  The advantage of designing your own pledge form is that it can include your company and/or campaign name and logo, be personalized if you so choose, and conform to the needs of your payroll department and those responsible for tracking the results. 

Pledge forms should be simple, easy to read, one-page documents that can be copied; multi-paged with carbon for easy distribution; or made-to-be-used in a scanner or other data reader. There should be a box for employees to check if they wish to have their gift acknowledged and a space for them to put their complete address.

Pledge forms normally offer employees three options for payment of gifts.  Employees may:

· Use payroll deduction to have a set amount per pay period deducted from their paychecks, normally beginning January 1 and ending December 31 of the year following the campaign.
· Have a one-time deduction taken out of one of the first paychecks of the year.
· Give by check or credit card so that the tax deduction may be taken in the year of the campaign.  
Those who will be responsible for the tracking and input of the pledge data should be included in the design of the pledge form and informed of the information needed by the participating federations and charities and their reporting requirements. If you want to post daily results, you will need to set up a tracking system and assign a person or team to collect and tally the daily pledges.  

To properly distribute your employees’ pledges according to their wishes, Community Health Charities will need at a minimum:

· The total amount pledged to it and each of its member charities.

· The amount raised in each state where your company has employees.

· The names and addresses of all employees requesting acknowledgment of their gifts, or who have given a single gift of $250 or more, or pledged a gift of $250 or more per pay period. (Names and addresses are not needed if the payroll deduction amount per pay period is less than $250 even if the total for the year exceeds that amount) 

Campaign Wrap-up
Recognition 

Recognition, especially public recognition, is an important element of a successful campaign. Inexpensive items such as pencils or lapel pins with the campaign name on it can help build enthusiasm for the charity drive, as well as recognize those individuals supporting the effort.  Many campaigns develop a “super-givers” or leadership givers program which recognizes very generous supporters or those who give above a certain dollar amount or percentage of their pay.  Usually the premium given to these donors is something special that can be displayed with pride all year long.

Campaign Managers and Champions should receive a special thank you from the CEO and Campaign Coordinator.  Consider presenting them with a certificate of appreciation, or a framed photograph taken at a campaign event.

Giving public recognition to a division or department that meets its goal is equally important. A plaque that can be hung in a public area, such as a reception area or cafeteria, is especially good. Some companies use a “traveling trophy” making for some friendly competition among divisions.  Categories for recognition plaques include:

· Percentage of fund raising goal.

· Percentage of employee participation.

· Average gift per employee.

· Total dollars raised.

Be creative; have fun.  And always thank those employees who make the campaign a success!

Post Campaign Follow-up
· Analyze the campaign within two months of its conclusion.

· Look at what worked and what didn’t.

· Get employee feedback - did they like the campaign, were they solicited, did they give, why or why not?

· Conduct a campaign audit to be sure funds are properly accounted for and pledges are checked before they are given to payroll for deduction.

· Send participating federations detailed reports of results.

· Hold a full evaluation meeting with all of the campaign partners.
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