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INTRODUCTION TO THEKIT

When asked “What is a community?”,
Aboriginal people often answer

“A community is a group of people
sharingand caring.”

This series of manuals is about just
that: sharing information and skills
to empower people so they can
better care for their communities.

Training incommunity development
and program evaluation has been
identified by Health Canada and by
national Aboriginal organizations as
apriority need.

In order to fulfil this need, training
workshops were offered between
1993 and 1995 to approximately
300 Aboriginal people across
Canada, most of them front-line
healthworkers. The training was
based on a generic package of
resources on health promotionand
community development called the
Community Action Pack.

Experience and feedback received
fromthe participants during the
workshopsand after theyreturned
to their communitiesled to the
developmentof this new kit.

Community Action Resources for
Inuit, Métis andFirst Nationswas
developed specifically for Aboriginal
people, taking into consideration
their values, culture and way of life.

This kitis a self-help tool for
Aboriginal people who want to geta
community development project off
the ground.

The series of six manuals contains
information, tips, examples and
ready-to-use charts that you can
copy and use for yourself or to train
othersinyour community. Itis
intended tobe user-friendly,
emphasizing questions suchas
what, why, when and how to
accomplish the different steps ofa
community development project.

Community Action Resources for
Inuit, Métis and First Nationsuses a
holisticapproach, takinginto
consideration community
development know-how and context
as well as the human aspects that
are part of the entire process.
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Look for the following symbols.
They will help you apply your skills
and knowledge.

tips

examples

exercises

Whatis acommunity?

Let’s take a moment to think about
theword “community”. Communities
are notjustaquestionof geography.
Peopleinavolley-ball league can be
acommunity. A support group can
be acommunity. Members of achurch
canbeacommunity.Communities
are people with somethingin
common, something thatis
important to them. The members of
acommunity depend on each other

as they work together to
accomplish challenging tasks.
A community can be seen as a
group of people:

e livinginthe same geographical
area;
e sharingthe same culture;

e withacommon interestor
concern; or

e withasharedsenseofidentity.
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Add to or comment on this definition. What is a community to you?

Communitydevelopment:
making communities healthier

The World Health Organizationand
Health Canadahave defined health
as more than the absence of illness
and disease. Health is a sense or
state of physical,emotionaland
psychological well-being. Healthisan
individual or group's ability toreach
goals, to satisfy needs, and to cope
with or change their environment. In
a community context, itis the
ability of a community to sustain
itselfin a caring and fulfilling way.
Inother words, health means
looking after ourselvesand others. It
ispromoted through having access

to services appropriate to our
needs. Itisenhanced by livingina
clean environment and by a spirit of
community (feeling part ofa group
of people who care about each other).

This means that groups thatare
concerned with the kind of housing
availableintheir community, reducing
violence, developing the local
economy or starting a self-help
group for bereaved parents can be
seenasimproving and promoting
the health of theircommunity.
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A step-by-stepprocess

Is there a secret to turning a good
ideaintoasuccessful project?
Actually, there is no secret. Groups
follow different paths toaction, yet
experience shows that successful
efforts use some “tried and true”
steps.

Most groups go through the steps
of identifying needs, planning
activities, finding volunteers and
funding, evaluating and helping
peoplework together through the
normal ups and downs of an
activity. Community Action
Resources for Inuit, Métis and First
Nationsis builtaround these steps.

Starting anew activity is like
planning a trip to a place you have
never been.

Just as you need a map for your
trip, you also need a map for your

community activity. This map will
help you figure out where you are,
whathasbeenaccomplished, and
point out what still needs to be
done.

The following diagram is your map
to the steps for community action
thatis described in Community
Action Resources for Inuit, Métis and
First Nations. Each circle represents
astep in the process of developing
anactivity.

Theinterpersonal aspects of
community actionand the techniques
needed to carry out a project, such
as taking minutesin meetings, have
been gathered togetherin the
“Toolbox”. This circle has been
placed in the middle of the diagram
because the “Toolbox” can be useful
in all steps of the process.

10
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TOOLBOX

MAKING IT FINDING
HAPPEN RESOURCES

Itisimportant to remember that The processdescribedin

every group follows its own path, Community Action Resources for
which may be different from the Inuit, Métis and First Nationsis

one shown here. There isno intended to help you planactivities,
absolute “right” way of doing not to tell you what to do. The
things. You need to go with what diagram is like a map and you can
works best foryou. take as many side trips as you like.

There are no rules!

11
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I.INTRODUCTION TO FINDING RESOURCES

Toward social change

You know what you want to
accomplish. You have planned

how to achieve your goals. Now you
must face the challenge of finding
the necessaryresources to make
your planhappen.

People are oftenreluctant to find
the money or volunteers they need
for their project. Yet they should be
proud of their work because the
money they find will finance social
change. The volunteers constitute
the very soul of this change.

Theresources thatyou manage

to find will help make this world a
better place. They willimprove the
well-being of your community by
giving you the means to take
preventive action. Volunteer work s
becominganecessary complement
togovernmentaction.

So do not be uncomfortable or
timid. Prepare yourselfto search for
resources with pride and conviction
because whatyou are doingis
useful. Believe in yourselfandin
your group.

You have decided tobecome
involved and toactively find
solutions for the peoplein your
community: well done. This manual
canhelpyoubegin.

A holisticand structured
process

If you have ever had to find money
or volunteers before, you probably
have only one idea about it: “I hate
it! It's always the same people who
answer our call for help and I'm
tired of bothering them.”

Most peoplereactin the same way.
Finding resources oftenrequiresa
lotof tact, effortand perseverance.
Theresults do notalways meet
your expectations. You can get
discouraged when things do not
gowell.

Anorganizationdoes notbecome
dynamic spontaneously.Itrequires
good planning and coordination of
resources. Healthy organizations
know how to create circumstances
that facilitate the beneficial use of
resources, both forits members
and the organization as a whole.

13



®
FINDING RESOURCES
3

Community Action Resources
for Inuit, Métis and First Nations

This manual will therefore present
a globaland structured process for
finding resources. It will focus on
humanresources suchasvolunteers,
and material resources suchas
money, materials and services.

Training goals

With this section, you will learn tips
and ways of doing things so you
feel more comfortable whenyou
look forresources, whether they be
money or volunteers.

The training will also focus on
responding to the needs of
volunteers. This generally means
they stay with the organizationas
long as possible for their own
benefit and for the benefit of the
organization and the community.

Training objectives

At the end of the training, you will
be able to:

e understand the importance of
planning how to find the
resources you need for your
project;

e planandestablishavolunteer
programinyour organization;

e taketheneedsofvolunteers
intoaccount;

e assessyour funding needs;

e planhowyouwill acquire the
resources you need (money,
materials and services);

e useappropriate techniquesand
tools toobtain theseresources;
and

e feelmore comfortableinfinding
resources for your project.

Thismanual

This manual contains material that
iseasytouseandreproduce. The
working tools can be easily adapted
toyourorganization’s needs. Do
not hesitate to choose the most
pertinentones and to modify them
to your own liking and to your
specific circumstances.

14
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II. WHAT DOES FINDING RESOURCES MEAN?

Finding resourcesis the process of
identifyingand obtaining resources
inorder for your organization to
fulfil its missionand objectives
according toanestablished action
plan.

It consists of coordinating potential
volunteers with the organization’s
tasksor, in other words, matching
people with needs.

Various types of resources

Whenyoumention finding resources,
most people automatically think of
large-scale fundraising or diverse
grantapplications associated with
various ministriesand foundations.

Yetorganizations need other types
of resources besides money to
function properly. Theseinclude:

e timeandeffortinvested by
volunteers;

e volunteers'specificand unique
skills;

e useofservices,suchasplane
ticketsdonated by airline
companies or free use of a hall
to hold activities; and

e material, suchasinformation
pamphlets, guides or films
produced by governments or
private companies.

Canyou think of other types of resources your organization may need to

function properly?

15
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III. WHY FIND RESOURCES?

Itis possible but unlikely that
volunteers will come to you.
Volunteers do not crowd your
doorstep and money does not fall
from the sky. Thatis why you need
to establish an ongoing plan for
finding resources that takes
advantage of opportune situations:
a favourable time of the year, a
special eventin the community, the
announcement of anew funding
program, etc.

Obstacles

Although finding resourcesis

essential for running your
organization, it presents some
obstacles. Here are several reasons
why people sometimes avoid
activities thatinvolve recruiting
volunteers or finding money:

e theactivitiesarenot properly
planned;

e volunteerorganizationsare
underfunded;

e organizationsaresometimes
dependenton the willingness
of sponsors;

e fearofbeingrejected;and

o feelinglike youarebothering
people.

cannotbe obtained.

JIVAis acommunity organization that aims to help young people start
their own businesses. Based on volunteers with few resources, JIVA has
trouble doing a good job. The volunteers do what they can, but they have
to deal with alack of equipment. As a result, precious volunteer time is
wasted running errands instead of dealing with clients.

This means the organizationis notvery productive and the desired results

Since few businesses have been created, itis difficult to justify the
importance of the organization whenit’s time torequest funding. This
weakens the funding request, and the organization does not obtain the
grantsitneeds tobuyequipment...and the vicious circle continues.

17
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Are the peopleinyourorganizationreluctant torecruit volunteers or
collectmoney?

Why do you think they are reluctant?

Do you think itis possible to change this situation in your organization?
Ifyes, how?

18
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The work you dois very important,
so do not be discouraged by all of
these obstacles. Finding resources
isessential because your organization
needsvolunteers, services, skills,
office, dollars, and all other resour-
ces to fulfil its mission and make a
differenceinyour environment.

Being proud and convinced

Findingresourcesis difficultand

usually doesn’t work at the first try.

The publicused toassociate
fundraising with whatit considered

panhandling non-profit
organizations. Thisis notthe
reality.

People who have already tried know
itisdifficultto belong to non-profit
organizations. Theyfacealotof
uncertainty, complexity, differences
and conflicts with very fewre-
sources. So people should feel
proud to be doing this kind of
work. They mustbe convinced that
finding resourcesisnota personal
desire tobother others, butan
extremelyimportant exercise for
the whole community.

19
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IV. HOW TO FIND HUMAN

RESOURCES: VOLUNTEERS

Profile of volunteers and
theirneeds

Despite what alot of people think,
money isn’teverything. A group of
responsible people putting their
diverse talents to use constitutes
anorganization’s mostimportant
resource.

Volunteers donate their time, energy
and skills to a project, withoutbeing
paid. They are the men and women
whowork withinan organization.
They have skills, interests and talents
which benefit the organization.Asa
result, volunteer work can be the
very heartof an organization.

There are almostas many reasons
tovolunteeras there are people.
Every person has needs to satisfy,
and a volunteeris no exception. A
well-known psychologist, Abraham
Maslow, has determined different
types of needs*:

¢ physiological needs, like drinking,
eating and sleeping;

e the need for material and
psychological security;

e the need tobelongtoagroup, to
interactwith other people;

o theneedforself-esteem, tolove
and be loved for what we are and
what we do; and

¢ theneedto self-actualize, to feel
that we are capable of
accomplishing something
worthwhile.

The need for spirituality should
not be omitted from this list.

People who manage volunteers
recognize that volunteer work
generally meets the following three
needs:

e theneedtobelong;

e theneedforself-esteem;and

e theneedtoachieve.

Anorganization seeking torecruit
and keep volunteers would therefore
benefit from taking these needsinto
account.

*SOURCE: Le recrutement et la motivation des bénévoles, Conseil des loisirs - Région de Québec, 1984

(Reprinted 1991), Sainte-Foy, Québec.

21
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These needs canbe expressed onadaily basis through volunteers’ diverse

types of expectations.

Consider, for example, the need to meet and exchange with other people.

Canyou think of other reasons why people volunteer other than to meet
theneeds of belonging, self-esteem and fulfilment?

Here are some examples of
volunteers'needs:

e toidentify withthe
organization’s philosophy;

e toshowappreciation for past
services;

e toexerciseaspiritof community
involvementand mutual aid;

e tohelpothers;
e toobtainstatusandrecognition;

e tohaveresponsibility and have
influence;

e toputaptitudesand special
knowledge to use;

e tofeelusefulduringleisure time;

e tolearnand contribute to
personal development;

e toaccomplish valuable tasks;

e toacquireexperienceinthejob
market;

e tomeetchallenges;
e tocommitoneselftoacause;
e togivemeaningto life; and

e totake partin community
activities.

Evenif they are not aware of it,
peoplebecomevolunteers because
they believe it will be an interesting
experience. The bestway toensure
they remain committedisto
understand their motivation and
offer them a job that can fulfil their
needs.

22
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sotheycan participateinactivities. the step-by

model.

A motivated volunteer, for example, can drive people who do not have cars Emple¢
d
\

Do you think your organization is sensitive to the specific needs of each
volunteer?

Do you think the volunteer program in your organization could be
improved ifitwere given greaterimportance?

How could this be achieved?

23
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Whyrecruitvolunteers?
Recruiting

Itis obvious that the volunteer and
the organizationare partnersin
action. Thisunity means mutual
objectives canbe obtained.

Tosucceed, partners must discuss
their motives, expectations and
needs. If a volunteer thinks he or
sheisbeingoffered a stimulating
and fulfilling opportunity, he or she
will tend to accept theinvitation
and volunteer time.

Advantages of recruiting
volunteers

There are many advantages to
recruiting volunteers. They can be
classified in three categories:

e advantages for the organization;

e advantages for the volunteer;
and

e advantages forthe community.

Advantages for the organization

Volunteers offer several advantages
foryourorganization. Here are
some of them:

e accomplishingworkand
meeting objectives;

e bringingastronger community
presence to each project;

e bringingtheirideasand
commitment to the community,
allowing you to see things in
their contextand ensuring you
don’tforgetthe mainobjective
of your project;

e bringing newideasand talents,
skillsand willingness to the
division of tasks;

e showingenthusiasm for what
theyare doing, thus making the
central group feel refreshed
and empowered; and

e gainingrecognition-althoughit
isnotalwaysrecognized, happy
volunteers are your most
important promoters and
publicity agents.

Advantages for the volunteer

Volunteersalso benefit fromworking
foran organization. As we have
already discussed in this manual,
volunteering fulfils personal needs.

Advantages for the whole
community

As well as working for the
well-being of the community, a
volunteer allows you to build on the
long term. The individual’s personal
developmentresulting from his or
her participationinyour project,

24
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will be an asset for your
community. The more volunteers
are trained and experienced, the
better they are able to contribute to
thelong-termwell-being of the
community.

As theyacquire new sKkills,
volunteers can move from one task
to another, and even from one
projecttoanother. The projects can
beincreasingly complex and
ambitious, intheiraim to resolve

increasingly difficult problems. The
whole community becomes
empowered and contributes toits
ownwell-being.

Onthe other hand, if your volunteers
abandona project without having
contributed or learned anything
positive, your whole community
loses out. Fewer and fewer people
will display any confidence or
enthusiasm.

25
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Howtomanage avolunteer
program

Theliterature on this topic
emphasizes the difficulty of
recruiting volunteers and keeping
themwithinanorganization. It
maintains that thereis a greater
chance of success when a global
and structured processisadopted
thattakesintoaccount:

e theorganization’s preparation
forvolunteers;

e recruitment;

e welcomeandintegrationinto
the organization;

e ongoingsupport; and

e attention paid tovolunteers
when they leave the
organization.

These elements can berepresented
ina chart that demonstrates their
dynamic and continuous process.

/
e
5. 1.
Leaving |— —Pp Preparing
/
4.

Providing 2.
ongoing Recruiting
support

AN
3.
Integrating

This chartalso demonstrates how
the steps of managing a volunteer
program formacycle.

Volunteers wholeave still
contribute toimproving the
program.

26
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Preparing for volunteers

Itis important that you prepare to
welcome volunteers even before

5.
Leaving

4.
Providing

ongoing
support

AN

Integrating

Here are some good ideas when
you're preparing to welcome
volunteers:

a)

b)

)

determine the organization’s
volunteer needs;

prepare a description of the job
and its qualifications;

prepare avolunteerapplication
form; and

know what your volunteers like
and dislike doing.

you start looking for them. Itis the
first step in the process.

-

3.

1.
Preparing

\

2.

Recruiting

a) Determiningthe organization’s
g 8

volunteer needs

Determining the organization’s
volunteer needsis subdivided into
two areas:

evaluating your organization’s
existingresources; and

determining what you plantodo
with the volunteers you are
recruiting.

27
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Evaluating existing resources

Identify the tasks you want carried
out and check if you have the human
resources, volunteer or paid staff to
accomplish them. This means
asking the following questions:

e Whatdo we want toaccomplish?

e Howwill we proceed?

e How many people do we need to
accomplish our plans?

e What qualities and knowledge
are we looking for in these
people?

e Whathumanresources do we
already have?

e Do thetalents of the available
people fulfil our needs?

e Should werecruit?

Determining what you plantodo with
thevolunteersyou’rerecruiting

Ask yourself why you want to
recruit new volunteers:

e toincrease the numberof
services offered?
e toreachalargerclientele?

e toincrease the community’s
participationinyouractivities?

e tostarttraining people who
could eventually become paid
employeesinyourorganization?

You should clearly identify your
intentions so you canbegin
planning the coordination of
volunteeractivities. The volunteer
mustbe considered animportant
part of the whole global process.

Do you want volunteers to free up
your paid employees? Do you want
them to carry out tasks that no one
else wants to do? If these are your
only motivations inrecruiting
volunteers, there’sarisk they will
resign. You cannot hope they will
do the same work for very long, if
there are no other benefits for them.

If this is the context in which you
view volunteers, it would be
worthwhile reconsidering your
organization’s approach to future
volunteers.

Insummary, thinkaboutrespecting
your volunteers’ needs and
expectations, so that the work they
do foryourorganization makes
them happy.

28
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This could lead you to asking
questions such as:
e Whowillrecruit?

e Whowill welcome andintegrate
volunteers?

e Whowill train them?
e Whowill supervise their work?
e Howwill we motivate them?

e How will we show our
appreciation?

b) Preparing adescriptionofthe
jobandits qualifications

Advantages

One way to determine your needs
preciselyistowritea job
description. Youcanalsoadd the
desired qualifications and
advantages of the positions.

The majority of organizations do
not have a job description for
volunteers. Yet specialists say they
are indispensable for the success of
avolunteer program.

If thereis no job description,
certain problems may arise:

e unreasonable expectationsand
unrealisticdemands;

e overburdened schedule;and

e overlappingresponsibilities.

The result is that there is a risk that
frustration will drive volunteers
away from any kind of volunteer
work in the future.

The advantages ofajob description
arenumerous. Among other things,
they:

¢ solvethemystery of whata
volunteer should know before
saying “yes,  want to work for

”

you”;

e help the volunteer find his or
her placewithin the organization,;

e clarifyforeveryone (both the
potential volunteers and the
recruiters) the job’s
characteristics (responsibilities,
demands, advantages);

e assureabetter follow-up after
the person has beenrecruited;

e showthe future volunteerthat
your organizationiswell
organized;and

¢ showthefuture volunteerthat
you place enoughimportancein
his or her job to take the time to
specify whatitinvolves.

A job description is a tool that puts
therightkey in the rightlock: finding
the volunteer that best suits the job
and the job that best suits the
volunteer.

29
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How to prepare a job description

You might feel overwhelmed by the
amount of work it takes to prepare
ajob description. Don't be. It
doesn't need tobe complicated, and
itisworth devoting time to because
itwill faciliate everyone’s work. A
good description of the joband its
qualifications could comprise the
following elements:

e Jobtitle

Anappealing name toidentify
the volunteer.

e Purpose

A general overview of the work.
How does it help the
organization attain its
objectives?

e Tasks, duties and responsibilities
As precise a list as possible of
the job’s tasks, duties and
responsibilities.

* Qualifications
The desired skills, knowledge,
experience and attitudes. Be careful

not to be too demanding or you
couldlose excellentvolunteers.

e Relationships

The name of the supervisorand
other people withwhom
volunteers will be working.

e Helpgiven

The help that will be given to
thevolunteer. The training and
support, for example, that will
be offered or the equipment that
will be available.

e Required availability

The amount of time the job
requires. Beas preciseas
possible. The volunteerhasother
responsibilitiesand he or she
needs to know clearly if this new
job can be structured into his or
herschedule. Specify the number
of hoursrequired each day,
week or month, and how long
the job will last. Indicate if the
schedule is flexible, and whether
it'sdetermined by the organiza-
tionor the volunteer.

e Advantages

A description of how the
volunteer will benefit from the
work. This is the equivalent of
his or her “salary”. There are a
variety of possible benefits, so
consider which needs the
volunteers would like to fill,
and you will have your answer.

This job descriptionwill be very
useful during recruiting, and it can
be adapted, if necessary, when the
personaccepts the position.
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©) Preparingavolunteer
applicationform

What should be done if an
organization doesnot havea
specific position to fillwhenan
individual offers his or her services
asavolunteer?

You can explain the situation and
accept his or her offer of service,
saying you will be in contactas
soon as there is a position that
responds both to his or her needs
and the needs of the organization.

You can proceed in two ways:

e Ask the person to fill out the
appropriate form.

e Take sometime to discuss the
situation with him or her.

In both cases, it would be a good
ideatowritedown some information
toensure thereis anadequate
follow-up.

You can find an example of a
volunteer application formin
Appendix A that you can copy and
use to keep the information you
have obtained.

d) Knowing whatyour volunteers
like and dislike doing

The volunteer profile form
presented in Appendix B can help
yourecognize the specificneeds:

e ofthe people who offer to work
asvolunteers;

e ofanewvolunteer whom you
arerecruiting; and

e ofvolunteerswho arealready
inyour organization.
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Do you knowwhat your volunteers’ hiddenambitions and talents are?

Are you sure each of your volunteers is doing the work that best suits him
or her?

Do youwant to help them take on new responsibilities?

You might want to ask your volunteers to fill out the volunteer profile form
presented in Appendix B. The information could help you better manage
theseissues.

Howtorecruitvolunteers

Now that yourorganizationis move to the second stage of the
prepared toaccept volunteers, let's process:recruiting.
/
7
5. 1.
Leaving |— —Pp Preparing
/ \

4.
Providing

ongoing
support

2.
Recruiting

AN by
3.
Integrating
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Itisdifficult tofind volunteers.
Thereisa growing number of
volunteerorganizations; therefore,
recruitingis competitive.

As the following diagram
demonstrates, you should seek to
accommodate the needsof the
individual, the organizationand the
community.

Inaglobal process, the recruiting
stepissubdivided into three
elements:

a) identifying candidates;
b) meeting candidates;and
c) assigning candidates.

a) Identifying candidates

You have determined the kind of
personyou are seeking for your
organization. Now you have to find
the candidates.

A continuous procedure

There is no miracle solution to
recruiting. Itisanongoing
operationand mustbeintegrated
into the global functioning of
your organization.

Volunteer’s
needs

Eachand every member must feel
responsible for recruiting. You
could give the responsibility toa
volunteer coordinator or committee
thatwould ensure thisinterestis
kept alive to plan future action.

Whereto look

There are potential volunteers
everywhere. The trick is not to be
afraid to ask. Yet your own
organizationis still thebest place
torecruitvolunteers. It seems the
greatmajority of volunteers
recruited aredirectly linked to the
volunteers already working within
your organization: friends,
neighbours, relatives, colleagues.
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Satisfied volunteers can easily
communicate how they benefit
from theirinvolvementinyour
organization. Theyare your best
spokespeople.

Here are some ideas on how to
make sure everyone knows you're
looking for volunteers. You can:

e postyour job offers onyour
organization’s bulletin board;

e make sure peoplewho participate
inyourorganization’s activities
understand your needs;

e consulttheElders. You will
benefit from their experience
in the community; and

e findouthowotherorganizations
recruitand organize their
occasional and permanent
volunteers.

Means of communication

Personal contactis the best way to
recruit people. You feel motivated
when you are visited by a friend,

relative or neighbour. Butif you can
use avariety of techniques, youare

more likely to reach alarge number
of people.

There are dozens of ways to
publicize your organization and
ensure that you will continually
attractvolunteers. Hereare some
examples:

e Jetterstogroups,educational
institutions, inactive volunteers;

e newspapers:articles, news,
advertisements, pictures
of your activities;

e radioand television: public
(free) messages, interviews,
open-lineradio;

e conferences: presentationsto
other groups orassociations,
schools, etc;

e “open-door”’operationsand
visits: individualized or small
group meetings. Inviting people
toinformation sessions who are
likely to be interested in the
kind of work you do; and

Did you know that 80 percent of people who do not volunteer say it is
because no one has asked them to?*

*SOURCE: Working with Volunteers, Ontario Ministry of Agriculture and Food. Factsheet, February 1987
(Reprinted 1991), AGDEX057,Order no.87-012.
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e literature: pamphletsand small
posters placed in busy spots
such as stores, community
centres, etc.

These methods are beneficial
because they publicize your
organization while advertising your
need for volunteers.

However, there is one drawback.
You do not know who will respond
and whether they will fit into your
group of volunteers.

Choosing the communication
methodsforarecruitment campaign
requiresinnovationand creativity.

Why notorganize a fun meeting where all of the volunteers are invited to
think of original recruiting methods?

b)Meeting candidates

Now you have to meet the people
who are interested in working for
yourorganization. Your first contact
with the potential volunteersis
crucial. You must be frank and
represent the organizationandits
valueswithintegrity. Apositive and
professional image reflects the
profile of your organization.

You must ensure this meeting is
more thanasimple conversation.
Both partiesmust find the information
they need to decide on their future
collaboration.

The interview aims to:

e explain the tasks you would like
toaccomplish;

e givethe candidatea tourof your
officesand describe ongoing
activities;

e Jlearnaboutthe peopleand
their motivations; and

e helpdecideinwhichactivities
they would like to work.

Aninterview is the best way to
selectand orienta volunteer. This
stage canbe delicate because
candidates may fearrejection. On
the other hand, most people feel
flattered simply because they’ve
beenselected.

You should summarize the
information that’s been offered

by both parties. The Volunteer
Application Form (Appendix A) and
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the “What I Like Doing” form
(Appendix B) can help you make
sure nothing hasbeenforgotten
and all of the important
information hasbeenrecorded.

The volunteers will probably like to
think about the issue and discuss it
with people around them (family,
colleagues and friends) before
saying “yes”. They might want to
participate in some activities before
making acommitment.

c) Assigning candidates

You now have all of the information
you need to harmonize the needs of
the organization with those of the
volunteers. Now you canassign the
volunteers or, in other words,

decide which position will be given
towhich person.

You should be flexible. You may not
always find perfect, experienced,
qualified and available candidates
whenyouneed them!

You then have two choices. Adapt
the position to the individual or
adapttheindividual to the position
by training.

Organizations concerned with
adapting positions to individuals
havea greater chance of success.
You will find a Volunteer Placement
Formin Appendix C that will help
you summarize the results of your
harmonization process.

todoanything”.

6. Treatthe jobasanopportunity.

Here are sixrules for effective recruitment:

1. Recruitwithaspecificrole in mind, rather than asking “anybody

2. Actively seek the skills the positionrequires.

3. Be honest-do not cover up or downplay the task as
unimportant, the “anybody can do it syndrome”. (Why should I do
itif justaboutanybody else could?)

4. Recruityearround-plant the seeds early.

5. Usemany differentrecruitment techniques. Be sure to consider
the entire community. Go to places where people congregrate.
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Howtointegrate volunteers

You have finally found good
volunteers for your organization.
Congratulations!But the process
does not stop there. Now you are
partnersinactionandyou

need to give the volunteer tools
so he or she feels comfortable and
startsworking. Let's examine the
third step in this process.

Ve
5. 1.
Leaving |— —Pp Preparing
/
4.

Providing 2.
ongoing Recruiting
support

AN
Integrating

Volunteers tend to feel insecure
and uncertain when they firstarrive
inanewsituation. By integrating
them, they become more familiar
with the organization, its functioning
and its members. The goal of
integrationisto give volunteers
time tobecome self-reliantand
competent.

Furthermore, the information
volunteersreceive about the

organization allows them to verify
ifitresponds to expectations. This
makes volunteers feel comfortable
and helps solidify the group’s work.

Integrationallows anindividual to
adapt and become part of a new
environment. Thisis a holistic
process. Theindividual becomes an
integral part of the organization.
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toanewvolunteer?

Whatdo you think the benefits are of taking time to provide orientation

Thisintegration process has several
benefits. Here are some of them:

e [tincreasesthevolunteer’s
abilities, sense of belonging,
motivationand self-confidence.

e The volunteer will fulfil his or
her mandates more effectively
and the organization will
developacredibleimage in the
users’eyes. This perception
mighteven encourage other
people tobecome involved in
your organization’s activities.

e Thepeoplewho participatein
your organization’sactivities
willreceive better service.

There are five steps in the process
ofintegrating volunteers:

a) welcome

b) information

C) commitment

d) training

e) assumingduties.

a)Welcome

The welcome is the first contact
between the newresourceand the
peoplewho arealready in place.
The atmosphere and the warmth
communicated will greatly
influence the new volunteer.

Startby congratulating the individual
and handing him or her a letter of
welcome.

Follow up with a tour of the
premises, if this has notbeen done,
and introduce the volunteer to the
people with whom he or she will be
working. Thisisa good chance to
chatinformally, ask questionsand
observe what’s goingon. The
volunteer will thus gradually see
how he or she canintegrate into the
organization.

A good approach is to pair new
volunteers with more experienced
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ones. It is often effective to ask
volunteers who have beenwith you
for a number of months to orient
new volunteers. These “old-hands”
give the newcomers confidence with
their attitude of: “I was just as
unfamiliar with all of this as you,
butsoonyouwill feel as comfortable
asldo.”

b) Information

Information should combine the
volunteer’s knowledge with your
organization’s projects and needs,
and answer all of his or her
questions.

Theinformation could, for example,
include:

e aprofileoftheorganization's,
history, mainachievements,
goalsand objectives, etc.;

e theorganization’s policiesand
procedures (i.e.,reimbursing
expenses);and

e thevolunteer’stasksand
responsibilities.

c)Commitment

Now that the volunteer knows a bit
more about the organizationand
has started to better understand
what is expected of him or her, you
cantalkabout his or her commitment.

This canbe done by reviewing the
jobdescription thatwas prepared
atthebeginning of the process.
Together, you canask questions
such as:

e Doesthisdescription still
correspond to the organization’s
expectations?

e Doesthevolunteer feel
comfortable with these duties?

e Are there ways to adapt to the
volunteer’s skills and particular
needs?

e Doesthevolunteerneed training
to make him or her feel more
comfortableand effective?

e Doesthevolunteer have the
time to fulfil his or her duties
without neglecting the other
parts of his or her personal life?

The job description can be modified
according to the needs of the two
parties.Be sure yourdescription
coincides with that of the volunteer.

Add therightsand responsibilities
the two parties agree torespect. Be
as precise as possible.
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Volunteers say their mainreason for “leaving” was the difference between
whatwas explained to themat the beginning and what was really expected.*

d) Training

Training allows new volunteers to
acquire knowledge and practise
skills so they feel more comfortable
in their tasks. Volunteers will then
feel more motivated to work and
perform.

A good part of the training is
accomplished naturally through
contactwith othervolunteers.

It can also occur in a more
structured fashion. Here are some
of the forms the training can take:

e on-the-jobtrainingby “old-
hands”

e discussionworkshops

e professional training

* symposiums

e studydays

e roleplaying.

In the majority of cases, volunteers
need to be trained in human

relations, the psychology of people
in crisis and the philosophy of
volunteerism.

You canalso consideradditional
training for tasks such as presiding
over meetings, writing proposals,
public speaking,activelistening, etc.

Orientationand training create and
maintain confidenceand competence.
Remember that the goal of training
istoencourage effectiveness, not to
overload volunteers with work or
discourage them.

Volunteers should be exposed to
practical situations that they can
easilyrelate totheir own experience.
The training should be active and
pertinent to the volunteer’s duties.

*SOURCE: Volunteers Working Together, Skills Program for Management Volunteers, Government of Canada,

Fitness and Amateur Sport, 1986.
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You could choose subjects you find interesting in this kit, and photocopy
the pertinentinformation for the volunteer or provide ashort training

session.

e) Assuming duties

You can now let volunteers start
working. Butdon’tabandon them!
It's a difficult period. They need a
lotof support during this period,

and want to feel needed and valued.

Let volunteers express their

emotionsabout their new experience.

Always stay in contact with the new
volunteers. Be sure that they
assume theirresponsibilities, and
try to detect problems as soon as
possible. Be ready to help ifa
problem does arise.
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Howto offer ongoing
supporttovolunteers

If the whole process has gone
smoothly, volunteers can begin to
work independently. They should
now be able to ask for

Volunteers need continuous support.
Letyour presence be felt. Thisis
illustrated in Step 4 of this process.

help when needed. P
5. 1.
Leaving |— —Pp Preparing
/ \
4.
Providing 2.
ongoing Recruiting
support
AN
Integrating

Now that the volunteers work
independently, you mightbe
tempted to concentrate all of your
energy on the participantsinyour
program. Yetvolunteersalso deserve
asignificant partof yourattention.

The goal of ongoing support is to
make sure volunteersare
succeeding and are satisfied with
their personal improvementand
self-esteem.

This must occur within an equal
andrespectful relationship. An

encouraging supervisoris aware

of volunteers’ abilities, limits,
personalities,needs and desires.
The supervisorallows volunteers
toassume responsibilities, make
decisions and share encouragement
andrewards.

Good support means:

a) supervising

b) motivating

¢) evaluating

d) helpingtoevolve

e) showingappreciation.
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a)Supervising If a volunteer does not like a job
butstill caresabout the organization,
see if he or she will try something
else. Do not try to keep volunteers
in jobs that they do not like. If the
job does not work out for a
volunteer, the volunteer cannotdo

Todo good work, volunteers need
tobeinformed, know where they

are going and whatis expected of
them. They need tobe supervised.
Keep themapprised of the overall
situation and provide feedback on

. the job well.
their efforts.
The volunteers’ supervisor could b) Motivating
meetwith them periodically, Motivatingis giving someone the
telephone them from time to time desire to participate.Itis closely
and visit them on the job site to linked to the way an organization
encourage themand to check that is managed.

everythingis going well.

The organization must offeran

Act quickly when problems arise, encouraging environment that

and never make negative remarks supports a volunteer’s spirit. By

to volunteers in front of other creating circumstances that take
people. Ask to meet them privately, advantage of resources, you
explain the problem and try to work encourage motivation, enthusiasm,
togetherto find a solution. If skills and the drive of people who
necessary, you canrefer to the job collaborate to achieve mutual goals
descriptiontoclearup any and aspirations.
misunderstandings.

Whatdo you think are the mostimportant factors in motivating
volunteers?
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Several factors are at play when you
motivate volunteers. Here are some
examples:

e stayingclosetovolunteersand
attentive to their situation;

e regularly verifying how they feel;

e making sure their tasks are
interesting;

e encouraging their creativity and
commitment;

e alwaysgiving them
responsibilitiesaccording to
their abilities so they see their
work as a challenge theyare
capable of accomplishing and
notasaninsurmountable task;

e allowingthemto participate
directly in planning and
administering programs;

e givingresponsibilities, delegating
power, not making decisions for
them; and

e beingthoughtful-offering
coffee, aparking spot, etc.

c)Evaluating

Evaluating helps show volunteers
that their efforts are bearing fruit.
Itidentifies difficulties so theyare
notrepeated butitalso stresses the
good things that volunteers have
done, thus motivating them.

Itisimportant to evaluate

volunteersregularly. If thisis done

restarted.

Avolunteer named Marie isin charge of Saturday morning volleyball
tournaments for 8-to 12-year-old children. During the match last week,
Kevin, from the Ravens team, fell and broke his leg.

Marie managed to keep things under control. In no time at all, she had
consoled Kevin, immobilized the broken leg, called his parents and
reassured the rest of the children.

Soon after the accident, Kevin was at the doctor’s and the match

Through the evaluation process, Marie’s talents were highlighted. She
demonstrated good judgment and knew how to react in an unusual
situation. These qualities will be noted in her file and will be recognized if
anew volunteer jobrequires similar qualities.
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inanopenand constructive
manner, everyone benefits.

Aperiodic evaluation benefits both
the organization and the volunteer.
Itis nota question of criticizing the
work. On the contrary, itis taking
time to explain the value and
importance of the work that has
beenaccomplished.

The evaluation mustinclude two
components: the volunteer’s
performance and the volunteer

programitself. The evaluation must:

e helpvolunteersrectify, if
needed, a problem situation.
Have theyunderstood what was
expected of them? Do they need
further explanations? How could
the situation be corrected?;

e makesuretheresponsibilities
that have beenassigned do not
surpass their capacities or
aptitudes;

e adaptthe tasks to volunteers’
personalities;

e adjusttheorganization’s
activities by taking advantage
of the volunteers’ contacts with
the organization’s clients;

e keepvolunteersinformedabout
the evolution of projectsand the
team’s good work;

e checkhowvolunteersaredoing
inthe organization. Do they feel
useful? Accepted? Do they have
enough or too many
responsibilities? Are they
satisfied with their participation
inthe group?; and

e verifyifvolunteers need more
training.

Some organizations donoteven
compile the number of hours their
volunteers work! These data are
important for motivating volunteers
and allow you to show the sponsors
the scope of theworkaccomplished
by your team.

It could be enriching to gatherall
your volunteers togetheroncea
year. They could:

e commenton their experiences;

e talkabouttheir degree of
satisfaction, the direction they
are taking in their work, what
they have liked and what they
have notliked;

e sayiftheir work has been
recognized forits true value;

e suggestimprovements;and

e raiseall the problems thatare
bothering them.
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You will find an evaluation guide in
Appendix D. It contains examples of
questions that can be adapted to
your current situation. These
questions can be used as the basis
fora meeting with one or several
volunteers.

This kit contains a manual that
deals specifically with program
evaluation. Please consultitfor
more information on the subject.

d) Helping to evolve

We explained at the beginning of
this manual that people become
volunteers because they have needs
tobe met. These needs canevolve
and the organization should take
this into account to try to ensure
that volunteersremain satisfied and
productive.

A constructive evaluation helps
volunteers evolve by giving them
feedbackandinviting themto give
theircomments. And there are
otherways to help volunteers
evolve. Providing them with
training, for example, orallowing
them toassume new duties.

You provided basic training when
the volunteer started his or her job.
Werecommend that you continue

to provide opportunities for
improvement. The organization
could offeracombinationofinformal
and formal training, such as:

e circulatinginteresting magazine
articlesonatopic;

e offeringinformation sessions;
and

e registeringfor coursesor
symposiums held outside the
organization.

If you are constantly interacting
with volunteers, you’ll be able to
identify together when they are
ready for new responsibilites.
Specific training might be needed
during these transitions. You must
not parachute the volunteersinto
new positions without offering
support.

Training offers tangible proof of
ongoing support for volunteers. In
return, itincreases the volunteers’
skills, satisfaction and commitment
toyourorganization.

e)Showing appreciation

You should regularly show
volunteers that yourecognize and
appreciate the work they have done,
rather than waiting until they leave
the organization.
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Appreciation makes volunteers e aletteroffering supportina
feel special. Most volunteers are particular situation;
stimulated and motivated into e aletter to the volunteer's

action by such gestures.

There are many ways to recognize a

employer or family, thanking
them for the support they have
provided;

volunteer’s work. Here are some

examples of personal recognition:

® anencouraging remark;

e arequestforadvice or

awarm thank-you; assistance; and

ahandshake; e freeadmission toupcoming
a Christmas or birthday card; activities.

words of congratulations;
Sometimes the simplest gesture

smiles, delighted expressions;
can warm the heart the most.

a coffee;

How does your organization encourage personal recognition of volunteers?

How could you increase this practiceamong your volunteers?

47




®
FINDING RESOURCES
3

Community Action Resources
for Inuit, Métis and First Nations

Recognition canalsobe demonstrated
publicly. Here are examples:

publicizing work through the
media;

publishing a photo of the
“volunteer of the month” or

a text about the volunteerin the
organization’s monthly bulletin
orlocal newspaper. Emphasize
what the volunteer has achieved
duringa community radio or
television program. Publish
pressreleasesinreports oron
billboards;

e givingaplaque, pin,diploma or
certificate during a special
meeting; and

e organizingavolunteer
appreciation evening or week.

You choose the method. What’s
importantis torecognize
volunteersinyourorganization’s
daily routine.
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Whattodowhen volunteers
leave

Volunteers eventually leave. Stage 5
describes how the organization
should respond when this happens.

s
e
S5. 1.
Leaving |— —P Preparing
/
4.
Providing 2.
ongoing Recruiting
support
AN
3.
Integrating
Letyourvolunteersretire gracefully, the people who are picking up
with thanksand recognition. Accept where they left off;
when they want to quit, and thank e asking them to help recruit the
them. best person toreplace themin

the job;and
Inawell-planned volunteer

program, the organization has time
to fill the void by:

e inviting them to take the
replacementunder theirwing
for some time.

e gatheringthedeparting

volunteers’commentsinorder One way torecognize a volunteer’s
toimprove the program; work is to give him or her a letter of

e askingthem to describe what reference. This could prove useful,
they were doing and how they for example, when he or she tries to
were doing it, in order to help find a paying job.
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V. HOWTOFIND OTHER RESOURCES:
MONLEY, MATERIALS, SERVICES

The chapteron volunteers helped
answer the following questions:

e Whodoweneed?
e Where canwe find these people?

e How can we manage our
volunteer program so we are
able to find good human
resources and keep them in our
organization?

This chapter focuses on other types
of resources: money, materials and
services. We will use the term
“funding”in the following sense:

finding the resources (money,
materials and services) you
need torunyour organization
and carry out activities and
projects that pursue your
objectives.

The processinvolves three steps:

e assessing your funding needs
(shoppinglist);

e planning howyou willacquire
resources; and

e usingappropriate techniques
and tools.

Assessing your funding
needs

Someaspects ofaneedsassessment
require special attention:

a) knowing thevarious kinds
of needs;

b) knowing what you can get; and

c) preparingyour “shoppinglist”.

a) Knowing the variouskinds
ofneeds

Your organization's needs will
influence the way you fundraise.

Corefundingversusproject funding

Core funding is the money you need
to operate an office, such as pay for
rent, office supplies, computers,
telephones, secretarial services,
advertising, bookkeepingand any
otherexpenses.

This type of core funding is
becoming more and more difficult
to obtainfrom governments and
foundations. Sponsors who fund
your day-to-day operations find it
difficult to justify your
accomplishments.
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On the other hand, projects have
setbeginning and end dates. This
leads to tangible results, suchas
conducting aninformation tour,
writing and publishing a pamphlet,
preparingaslide show orvideo
tape, orresearchinga specific topic.

Sponsors will fund specific short-
termprojects because they feel they
are playing a measurableroleina
tangible activity. Theyare not
committing themselvestoalong-
term program that may be hard to
evaluate and could becomeless
effective over the years.

How can you cover your basic
operating expenses? Oneway is to
determineif yourorganization’s
permanent programs could be
“packaged and sold” as distinct
projects.

Fundraise for each specific project.
Giveeachprojectalarge enough
budget to cover the overhead
expenses of a permanent program.
Overhead, which means expenses
arising from general running costs,
should not exceed 13 percent of the
total project cost.

If all of this seems a bit complicated,
don'tforget that marketing is a big
partof fundraising. A cleverly packaged
projectwill be easier to sell.

Theimportance of core funding

If possible, you should try to obtain
core funding. Thiswill help you
fundraise for specific projects.In
fact, many foundation or government
grant programs require thatyou
already have other sources of
funding before they will support
your project.

You could try to get funding for
overhead expenses from individual
donations or your members. They
may be lessreluctant to provide
this type of funding.

You could also make some aspects
of your programs profit generating;
for example, by selling publications
or services or by charging for some
of the services you provide. The
money you collect could be used

to cover some of your operating
expenses that cannot be covered
by project funding.

Diversified funding

Whatever the type of funding you
are looking for, it is important to
diversify your sources.

By developinga broader base, you
remainindependent of your
supporters and maintain positive
relations with them.
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Single source

It can be
hazardous
to have
only one
funding
sourcel

NO |

b) Knowing what you can get

The variety of financial resources
availableisimpressive. Have you ever
thought of these sources of funding?

technical support: use of rooms,
filmrentals, photocopy services,
etc.;

professional support:assistance
with projectelaboration,
training, help withbudgeting,
accessto statistical data, etc.;
grants: from municipal,

provincial or federal sources
and from foundations;

Diversified sources

Local administration $

Provincial government $

Territorial government$

Federal government  $

Foundations $
Companies $
Individuals $

Skills, services,
products and people
from a wide variety of

organizations

YES |

charging: fees forregistration,
admission, memberships, renting
equipmentormaterials, concession
booths (e.g., snack bars or
boutiquesonyourorganization’s
premises)or services(e.g.,
secretary, expertise);
donations:inmoney, services or
products (e.g., free meals, plane
tickets, office supplies);
sponsoring:in money, goods or
services; and

banking operations: loans, credit
margins, preferentialinterestrates.

*SOURCE: Money Isn't Everything, A Survival Manual for Nonprofit Organizations, Fisher, John, Institute for
Nonprofit Organizations, Toronto, Ontario, 1977. (Reprinted 1993) Healthand Welfare Canada for

the Community Action Pack.
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©) Preparing your“shopping list”

To pinpoint your needs, you have

to assess the situation. You have to
compare the financial resources you
need to those your organization
already has.

This exercise will probably indicate
that you do not have all of the
necessary financial resources to
carryout theactivities that will
enable you toachieve your
objectives.

Tobe sure you have not forgotten
anything, itisagood idea to prepare
a “shopping list”. When you have a
clearidea of what you need, you
can concentrate yourenergies on

strategies to fulfil those needs.
Every time you find an element
from the list, you can cross it off.

The list can contain more than
financial needs.Itcanalsoinclude
material resources (equipment,
products), humanresources (time
and skills), as well as technical and
professional services. Since we have
already dealtwith volunteersin
another chapter, we will not do so
here. Asyou are preparing your
“shopping list”, try to be as specific
as possible and not translate your
needs into financial terms too
quickly.

Forexample, preparing a promotional pamphlet could cost:

Infinancial terms

In other terms

e hundreds of dollars

volunteer hours (to designit,
write itand do the layout)

paper (that you mightbe
able to get free of charge)

photocopy services (that you
might be able to get free of
charge)
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By working with the “Planning” manual, you have identified activities
and projects that will help youreachyourorganization’s objectives.
Now, selectone of these activities or projects and prepare your
shoppinglist.

Activity or project:

Shoppinglist:

[ ] [ ]
[ ] [ ]

5



@
FINDING RESOURCES

Community Action Resources
for Inuit, Métis and First Nations

Planning how you will
acquire financialresources

You have your shopping list. Now
you have to find a way to get the
variousitemsonyourlist. Some
things may be quite easy to find,
while others may require alot of
time and energy.

To help you plan your strategy for
acquiringresources, youneed:

a) toknow thevarious methods
foracquiring resources;

b) to know the pros and cons of
each method; and

c¢) tochoosethemostappropriate
methods for your needs.

a) Knowing the various methods
foracquiringresources

There are many methods for
funding non-governmental
organizations. The main onesare:
e governmentgrants;

e grantsfromfoundations;

e individual donations;

e businesscontributions;

e incomegeneratedbyyour
programs; and

e specialeventsand salesof
articlesorservices.

Onlyyou candecide which of these
methodsbest suits yourorganization
andits needs.

b) Knowing the pros and cons
of eachmethod

Before throwing yourself blindly
intoafundraisingactivity that may
look like fun at first, itis wise to be
aware of the pros and cons of each
method.
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Grants from governments and foundations

METHODS

PROS

CONS

Many municipalities,
provincial ministries and
federal departments have
funding programs.

Many foundations give out
money. Each one has a series
of guidelines concerning the
types of groups or projects it
iswilling to support. Some of
the fields of interest targeted
by foundations, and for
whichyourorganization may
beeligible,include diabetes,
violence toward women,
alcoholismand drug
addiction, Nativeissues, crisis
services, volunteers,
community development and
health.

e They canbeamajor
source ofincome.

e Eligibility criteria
are well explained
(itisusually easy
todetermine
whether ornot
your projectis
eligible for
funding).

e [t can be time

consuming to obtain
basicinformation
abouteach program
soyou candecide
which onesare
relevant for your
activities.

The grantapplication
mustbe detailed
and presented very
carefully. You will
need complete
documentationon
the project.Asa
result,itcanrequire
some expertise and
alotof preparation
time.

It can take quite
some time toreceive
ananswer.

Grants are generally
awarded fora
specific projectand
arenotrenewable.
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Individual donations
METHODS PROS CONS
This method involves They are low cost. They canrequire the

soliciting donations through
personal contacts (e.g., door
todoor, telephoneor
letters).

There are two approaches to
solicitingindividuals:

1. Findatarget donor who
will be solicited in
person.

2. Solicitalarge number of
people, forinstance, via
mass mailing or
telephoning.

Theyresultinnet,
direct profits.

Theyencourage
publicrelations:
givesyou the
opportunity to talk
aboutyour
organizationand
projects.

Contributions are
taxdeductible for
the donor.

help of alarge
number of volunteers.

Solicitingis notan
easy task.

The time investment
islarge compared to
the contributions

thatcanbe expected.

Door to door
soliciting can be
costlyinbothtime
and money.
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Business contributions
METHODS PROS CONS
Many businesses setasidea There is potential The willingness to
certain sum of money, forlarger contributedepends
productsor servicesin their donations. onthebusiness
annual budget for making cycle.
donations. They create good
publicrelations for Itis difficultto
This method is similar to thebusinessand identify the person
soliciting personal donations, organization. who a!:)proves
except thatittargets They resultin tax donations.
businesses. deductions for Largebusinesses
businesses. requirea
professional
Thereis potential presentation.
forrepeat
donations (stable The lapse of time
funding). between

commitmentand
donation may be
considerable.
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Income generated by your programs

METHODS

PROS

CONS

Your programs and projects
canthemselves generate
income. This wasdiscussed
previously under the
heading “The importance of
core funding”.

e [t can cover part of
the organization’s
overhead expenses.

e [t can help you get
funding from other
sources.

e Theorganization
remains free to
choose the type of
projectsitwants.

e [tensuresacertain
stabilityif grants
are cut back.

e [t createsafeeling
of belongingamong
members and
clients.

e [tindicates towhat
extentyour
organizationis
integrated into the
community.

e Collecting money

must become part of
the staff’sregular
activities.

Renewingannual
memberships may
require acertain
amount of work.

Rental equipment
may need to be
maintained and
repaired if damaged.

Selling materials or
products may
involve down
payments and
managing stocks.

Selling expertise may
require you to allow
staff to work for
other clients.
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Special events
METHODS PROS CONS
This form of Theyare enjoyable. e Theycanberather
fundraising involves expensiveand
selling theeventand They often helpreacha down payments are
not the cause new clientele from which required

There are a multitude
of special events that
canbe organized for
fundraising purposes.
For example:
brunches, supper-
time lectures, bake
sales, raffle nights,
Halloween parties,
rock-a-thons. The
main challenge is to
choose them properly.

volunteers canbe recruited.

They provide the
opportunity for thanking or
honouring certain people.

Itis easier to solicit people
inarelaxed atmosphere.

It gives the donor an
opportunity to meetand
exchange with others and
have fun.

Participating in community
activities creates solidarity.

Itisa good opportunity
for publicizing the
organization.

You may be able to have
the activity sponsored.

Income and expenses easy
toadminister.

Activities such asrock-a-
thonsrequirelimited
investments and generate
immediate net profits.

¢ Organizingthemcan
be quite complex,
demanding a lot of
preparationand the
participation of
many volunteers.

e They mayrequire
a permit or tax
remittancestothe
government.

e Theydonotalways
bring in a lot of
money and can
evenlose money.

* People expectto
get good value for
their money (they
forget thatitis
actuallyadonation
and compare what
they give to what
theyreceive).

¢ You may need to do
alotofadvertising
for the activity tobe
noticed.
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Sales of articles or services

METHODS PROS CONS
Selling is a means of Theyrequirea They canrequirea
fundraising. You are selling minimal lotof advertising.
anarticle ora service, not investmentwhen
the cause. objects forsale Problems may be

are donated. In encourllteredwhen
Here are some examples of this case, profits colllectl'ng.,
sales: auctions, fleamarkets, aredirectand can ma11_1ta1n1r.1g and
garage sales, crafts, be quite high. storing objects.
chocolate, raffle tickets, car ;
washes and empty bottle The donorgets ’;l;:ryllqintq:/tr:)?mrea
pick-ups. something forhis remittance to the

or her money.

government.

Theyhelp

publicize the Alotofsalespeople

organization. areneeded.

Selling of services Sums per item may

gets the be small.

beneficiaries of If articles need to be

the organization bought, you may

involved.

have toinvest some
money.

You may have to
share profits (e.g., the
chocolate distributor
may ask for a
percentage of sales).

Profits may be lower
if all items are not
sold.
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©) Choosing the mostappropriate
methods for your needs

You need to take several elements
into consideration when planning
how youwill acquire the financial
resourcesonyour shoppinglist:

a) theobjectives of fundraising
activities:

- Do you want to make your
organizationmore visible?

- Doyouwanttoinvolve the
people who benefit from your
services?

- Doyouwanttodevelopa
sense of belonging?

- Willyou create a fun activity
for peopleinyourcommunity?

- Willyou trainleaders?

- Will this motivate staff and
volunteers?

- Will this raise public
awareness of your cause?

b) thetypeofneeds:

- Areyou seeking core funding
or project funding?

- Areyour programs grouped
togetheras projects?

- Which projectis most
appealingtoasponsor?

- Do youneed material,
resources and services?

- Where canyou obtainthem?

c) thescopeofthe project:

- Is the project you want to
setupalarge-scale project?

- Do you need large sums of
money? (specify exactly how
much)

d) theurgencyoftheneeds:

- Doyou need the money
immediately or can you wait a
few months or evena year
beforereceiving it?

e) yourorganization’s past:

- What methods have been
successful in the pastand
what sources of funding
provided good results?

f) theinformationatyourdisposal:

- How much effort should you
make to get the information
youneed (details on grant
programs, addresses of the
peopleresponsible forapproving
business contributions in your
region, lists of people who
mightdonate to your
organization, etc.)?

g) thekind of project you want
to promote:

- doyou fulfil the eligibility
criteria for governmental and
foundation grant programs?
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h) the skills and resources at
yourdisposal:

- Do you have or can you recruit
enough people to carry out
your fundraising activities?

- Do they have the necessary
skills (e.g., writing proposals,
organizinganevening event)?

- Do they have enough time to
accomplish all the activities
before the final deadline?

- Doyou have the necessary
financial resources toorganize
agiven fundraising activity?

i) yourvalues:

- Istheactivityin keeping with
your organization’s values and
those of the people in your
community (e.g., contributions
from certain companies)?

j) yoursocial environment:

- Are any other organizations
planning similar fundraising
activities?

- Woulditbe advantageousto
combine your efforts with
theirs?

Take each of these aspectsinto
considerationand try to see which
fundraising methods would be the
least costly foryour organizationin
terms of time, energy and money.
Inlight of the information you now
have, try toidentify which methods
are most likely to give youaccess to
what you need.

Finally, selectoneactivity oraseries
of activities you feel would be most
appropriate,and makeithappen!
The techniques and tools described
in the next chapter will help you
cross thisbridge.
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In a small community, a youth support group wants to organize an
activity that would allow young people to experience a form of traditional

spirituality.

The members have decided to take a group of 12 young people from the
community into the forest for one week. The activity is scheduled to take

place next summer.

Here is anidea of their funding strategy:

Objectives:

Type of need:

Scope of project:

Necessaryresources:

Urgency of the need:

Whatactivities have been
successfulinthe past?

toget the necessaryresources;

toraise publicawareness about the
positive spiritual impact of spending
timein the forest;

toorganize fundraising activities that
will bring people from the community
together toenjoy themselves; and

toimprove our fundraising skills.
Project funding.

Small scale.

$200.00 for travel expenses to and
from the forest(gas) and other expenses;

basic foodstuffs;
Elders; and

driversto transport young people and
material.

In the next six months.

Bingo, asking Elders to getinvolved,
soliciting private businesses.
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2\ leé Fundraising knowledge Fairly limited (have neverapplied for
o nelp you3 and skills: government grants, grants from foundations
orbigbusiness contributions).

Selected funding After having asked about the activities

methods: planned by other organizationsin the
community, the members of the group
decided on the following plan:

® Organizers will contact Elders to ask them
if they will take the young people into the
forest.

e They will ask alocal radio station to
interviewan Elder,an organizerand two
Young people. These people will raise
community awareness about the importance
of spirituality. They will publicize their
resource needs (their “shoppinglist”).

e They will organize a walk-a-thonand empty
bottle pick-upsinthe community. This will
giveyoung people the opportunity to talk
about their projectandits objectives.

e They will organize araffle night to raise
money for the project. The publicity will
mention the project objectives.

e Theywill ask two community grocery stores
to provide basic food supplies for one week.

e Over the next year they will examine the
possibility of applying for funding froman
appropriate foundation.

Respectofvalues: The group feels these methods are in keeping
with its values and those of the community.
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Using your shoppinglist, the information you now have, the example
provided above and the following questions, plan how you will acquire
resources.
Objectives:
.
.
Type of need: Core funding
Project funding
Scope of project:
Necessaryresources:
.
.
.
Urgency of the need:
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. Whatactivities have been successfulin the past? ‘

Fundraising knowledge and skills:

Selected funding methods:
___ grantapplication
_ requestforindividual donations
_  requestforbusiness contributions
_ incomegenerated by programs
_ specialevents

. other

Isitin keeping with group and community values?
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Making ithappen

You have already assessed your
needs and planned how you will
acquire financial resources. Now
you need to make it happen. In this
section, we will focus on the
appropriate techniques and tools
fordoingso:

a) howtomake your funding
needs known;

b) howtoapply for grants;

¢) howtoapproachbusinesses;

d) howtosuccessfullyorganize
aspecialevent;and

e) legalaspectstoconsider.

a) Howtomake your funding
needs known

Arequest for financial resources
thatis properly presented will be
easier to “sell”. How can you
successfully achieve this? By
answering a simple question: “What
will the funding be used for?” There
areright and wrong answers to this
question. Wrong answers focus on
internal organizational needs.

Your job is to show donors how
their donation will help someone.
By converting the costof aservice
into benefits, you presenta
different perspective to donors:
they will focus on what their
donation cando.
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caples Here are some examples of right and wrong answers to the question
Ei,fgliéf\ “what will the money be used for?”:
“Wrong” answers “Right” answers
Money to buy books and To setup aninformation centre
furniture, and pay the salary which will respond to 50 people
of one employee who will take each month and help them find
care of the information centre. solutions to their problems.
Secretary ($15,000 per year) To provide supporteach day to
approximately 25 people who
phone or come into the office for
information ($2.40 per person).

Look at your “shopping list” again.

Try to answer the question: “What will the money be used for?”

Are the elements presented in terms of costs rather than benefits? If such
is the case, choose one of them and try to convert a “wrong answer” into
a “rightanswer”.

“Wrong” answer “Right” answer
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b) How to apply for grants

If you would like to obtain funding
froma grant, you need to:

1) determine whichfoundations
and government programs are
relevant to youractivities and
might provide financial support
toyourorganization; and

2) prepareagrantapplication.

1) Selectrelevant foundationsand
government programs

Foundations

Forall relevantinformation on this
topic, werecommend you consult the
Canadian Directory to Foundations,
published by the Canadian Center
for Philanthropy. It gives the names
and addresses of foundations, their
fields of interests, their eligibility
criteria, the time of year you must
present your requestand all the
other details you might need.

Thedirectory costsabout $250.00,
depending on whether your
organizationisaffiliated with the
centreand where your organization
islocated.

You can consultthedirectory,
whichisavailable in English only, in
Toronto at the Canadian Centre for
Philanthropy.Reference libraries

(forexample, in ministries, colleges
and universities) also provide
copies. Itshould become available
ontheInternet.

The Canadian Centre for Philanthropy
isanational charitable organization
aiming to strengthen charitable and
volunteer organizations through
research, publicrelations,
information materialand
professional development. It offers
avariety of very interesting support
services. For more information,
phone 1-800-263-1178.

The Centre’saddressis:

1329 Bay Street, Suite 200
Toronto, Ontario
M5R 2C4

Most foundations require any
organization they supportfinancially
to beregistered as a charitable
organization (number assigned by
Revenue Canada). See the manual
entitled “Toolbox” for more information.

Governments

Many government ministries and
organizations give grantsto
community groups. Itisagoodidea
to explore all of the funding
possibilities offered by all government
services on the municipal,
provincial and federal levels.
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Municipalities often setaside small
amounts of grant money for non-
profit community groups. You can
contact city hall to find out more
about these kinds of programs.

Also, toidentify the ministries and
organizations likely tobe interested
inyourorganization’s activities,
you can consult the blue pagesin
the phone book under Information
on federal programs and services.
These ministries and organizations
can give you some idea of where to
startsearchingonbothlevels of
government.

Obtaininformation on the ministry’s
various grant programs and try to
identify, based on your objectives,
whether your organization fulfils
their eligibility criteria. Also ask for
relevant documentation and grant
application forms.

The information you obtain will
help you decide which foundation
and government programs might
grant you financial support.

Before you even begin writing your
request for funding and filling out
the required forms, you can refer to
Appendix E to make sure you have
all of therelevantinformation.

2) Preparing aproposalfor funding
Goal

Why do you have to fill out a
proposal for funding? Because
sponsors want to be sure that you
are filling a need and need to know
exactly what you plan on doing to
fill thatneed.

Your task is to prove that your
team and your projectare able to
meet the eligibility requirements. If
need be, adaptyour vocabulary to
what you find in their
documentation. Some funding
bodies provide forms to fill out,
while others provide only a few
guidelines. Be sure you follow
them closely.

Presentation

Although presentation can vary,
here is a description of the main
points that should be included in
your proposal, in order of
appearance.

1. Title page

Prepareatitle page highlighting the
projecttitle. Include your
organization’s name, address,
telephone number, fax numberand
e-mail address, aswell asits
registration number. Include the
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name of the resource person from
your organization to contact for
futureinquiries.

2.Table of contents

Listeach section and sub-section
of your proposal, including the
summary and appendices. Indicate
the page numbers beside each
heading.

3.Summary

For the busy reader, this is the most
important part of your proposal.
Summarize each section carefully
and in order. Be sure to specify the
dollaramountyou arerequesting.

4. Introduction

Specify the social, religious,
cultural, scientific or organizational
contextof your project.

5.Statement of need

Explaininconcrete and meaningful
terms the purpose of your project.

What need does it fulfil? What is the
situation? You may know, but you
have to convince other people of
your project’s usefulness. Provide
proof (studies, statistics, etc.) of the
undesirable situationand explain
why it has to be changed.

6. Statementof purpose

Indicate what you intend to do to
change the situation and state why.
Give anyrelevantinformation:
number of people, schools, families
inthe sector, etc.

7.Projectdescription

a) Goaland objectives: describe the
goal to be attained. State the
short-and long-term objectives
of your project.

b) Targetgroups: Who will benefit
from the project (groups and
individuals)? Why were they
selected? In concrete terms,
how do youintend to serve
orinvolve them?

know whatyou’re doing.

Be specific. Forinstance, if you want to produce a booklet, present the
table of contents and how it will be reproduced (photocopy or offset
printing). How many pages andillustrations will it contain? What will
the page format be? You need to make these decisions in order to
budgetaccurately, soinclude them in this section. It will show that you
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¢) Management: Describe who will
be supervising the project. Who
will be accountable to whom?
How will projectleadersbe
expectedtoreportonthe overall
running of the project? How
oftenwillreports berequested
and to whom will they be
addressed?If necessary, provide
anorganizational chart of your
group.

d) Staff:Describe the participants'
background. Provide anappendix

with their résumeés. You have to
convince the reader you have
staff who can successfully carry
the projectto term.

e) Yourorganization’s experience:
Briefly describe the group’s
expertise and past
accomplishmentsinthefield. If
need be, describe inanappendix
some of the projects you have
under way or have carried outin
the past.

phase.

For thebooklet example, you could specify the required time for each
phase: research, writing, layout, printing, promotion and distribution.

Determine how many days, weeks or months will be necessary for each

8.Budgetand workplan

The budget and workplanare
probably the mostimportant
sections of the proposal.

Divide the projectinto stepsor
phasesandindicate howlongeach
one will take.

Mention if organizations have
donated money, equipment,
installations or services.

Also mention if part of the costs are
tobecovered byincome generated
by the project.

While the workplanindicates how
and when the money will be spent
and the kinds of activities that will
be undertaken, thebudgetplaces
the whole planin perspective.

You could lose all credibility if you
ask for too much or too little
becauseit suggests youdo nothave
the necessary skills to properly
manage the moneyyouare soliciting.
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Make sure all of the project costs If possible, ask for the assistance of
are covered. Postage, long-distance anaccountant to verify your budget
telephone calls, fax transmissions, and correctany errors.

etc.,are oftenoverlooked. Also,
remember to budget salary time for
projectsupervisionand
management.
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Hereisasamplebudget for writing, producing and distributing abooklet.
It will be 7" by 9" (18 by 23 cm) and 30 pages long. It will be prepared on
aword processorand 500 photocopies will be made.
NOTE: Thecostsinthissamplearerealistic, butnotnecessarily
100 percentaccurate. Itisintended to be a sample budget. Other
approaches canbe used.
1.Salaries
Research:10days@ $110/day: $1,100
Writingand editing: 10 days @ $130/day: $1,300
Secretary: 12 days @ $95/day: $1,140
Graphicdesign: $300
Promotionanddistribution: $300
Supervision: 3days @ $100/day: $300
$4,440
2.0ffice
Office supplies: $180
Photocopies: $100
Telephone: $95
$375
3.Production
Photocopying: 500 copies of 30-page booklet: $600
Binding: 500 copies @ $0.08: $40
$640
4.0ther
Travel expenses: 410
$410
TOTALBUDGET: $5,865
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9. Anticipatedresultsand
evaluation

Describe the project’s end product.
How many people will benefitand
how? What will you have to show
for the time and money invested?
Whatimpactsin publicawareness,
database, legislation or services
canbe expected? Quantify your
results. Explain the evaluation plan
for the project. You are showing the
funder you are committed to
producing tangible results.

Explain the method(s) youwill use
to evaluate the project. Decide who
will beresponsible.

10. Distribution and dissemination

Explain how the community will
become familiar with your project's
result.

Are you going to develop a
pamphlet? Willitbe distributed to
families in your community by
volunteers? Give abulk quantity of
the pamphlettokey organizations
for them to distribute itamong
their peers? Are you planning on
promoting your product through
thelocal radio or give accessibility
through the Internet? Are you
planning on doingan official launch
during a special event? Are you

holding meetings to heighten public
awarenessregarding the problemin
order to find a solution?

Demonstrate clearly to sponsors
that the money will be well spent
and that community members will
benefit from the results of the
project. Demonstrate thatyour
work will improve the health of
community members.

11. Future funding

Funders want to know how you will
continue your projectonce their
contribution expires.Itisimportant
tobereassuring. Forinstance, you
could demonstrate that the services
you provide or sales of your products
(book, video, lecture series, etc.) will
enable your project tobecome self-
supporting. Itis also possible thata
community organization may
decide to support your projectif it
provestobe successful. Attachany
letter of support or of future
commitmentfroman organization.

12.Recommended appendices

You can attach the following to
your proposal for funding:

e chartslongerthanonepage;
e yourgroup’sorganizational chart;

e teammembers’ résumeés;
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e briefdescriptionofthe team’s

relevantaccomplishments;

e writtencommitmentfrom other

funders;

e briefhistoryof yourorganization;

e |istoftheadministrative board

members, including their
addresses and telephone
numbers;

e lettersofsupportfrom well-
known and respected people
ororganizations;

e brochure,advertising material,

relevant newsitems; and

e anyothermaterial you consider

pertinent.

General comments

a) Presentthe proposal onyour
organization’s letterhead or

quality paper. Make sure your

proposalis presentedinan

attractive and practical manner.

If need be, place a separating
sheetbetweeneachmajor
sectionwith a protruding tab
toidentify each section title.

b) Make sure you tailor your
proposal to the specific
requirements of the ministry,
organization or foundation
whose supportyouare
requesting.

C)

d)

e)

Have your proposal proofread
by outsidereaders. Theideal
people would be:

- acompetentwriter;

- acompetent secretary to check
spelling, layout, etc.;

- anexpertin the pertinent
field; and

- anaccountant.

Includea cover letter in your
proposal that:

-outlines the content and refers
thereader tothe summary;

- makes a specificrequest (for
funds, materials, etc.);

- issigned by the most senior
personinyourorganizationor
apersoninterestedinyour
cause.

Complete these documents and
presentyourrequestasearlyas
possible.

You can consult Appendix F
before sending your proposal.

Inconclusion

The work you havedone in
assessing your needs, formulating
goalsandobjectives, and
elaborating youraction plan will
giveyou a head startin preparing
your proposal.
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©) Howtoapproachbusinesses

Here is some information that may
be of help whenapproaching
businesses:

In small communities

Small industriesandlocal
businesses are part of your
community. Plant managers and
independent owners may not be
aware of how to give to charities, so
you might have to work at raising
their awareness on the importance
of making charitable donations.

A good strategy mightinvolve
speaking tobusiness groups and
politicians on the importance of
volunteer work and donations to
charitable community organizations.
The time investmentwill not
produceimmediate results, butit
usually pays off in the long run and
gives your organization greater
visibility.

Consult your shoppinglist before
meeting with small businesses or
industries. Keep in mind you can
ask for other forms of assistance
suchas technical and professional
services, sponsoring, materials,
industrial products, etc.

Large businesses

Large businesses are literally
swamped with requests for
donations. As aresult, itis
important to know exactly what
your organization needs.

With business people, be business-
like:

e Findoutifthereare guidelines
for making a request or a form
to fill out, and if there is a
specific time period to submit a
proposal. Try to find out what
theaverage contributionis and
if other forms of support are
possible.

e When presenting yourrequest,
take time to explain:

- the goal,;

- the need;

- pastsuccesses;

- anticipated results;

- your specificrequest;

- howyouwill ensure follow-up;
and

- your budget, inclearand
precise terms.

e Providealldocumentsrapidly.

e Ifyouhavebeengranted money
from other sources, do not
hesitate to tell them. They will
be encouraged to know that other
organizationsare supportingyou.
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e Send thank-youlettersand short
progressreports. Thisisan
excellentway to keep the
businessinformed of your work
and show them how useful the
money has been.

d) Howtosuccessfullyorganize
aspecialevent

If you live in a small community

Special events, such as auctions,
swim-a-thons and benefitdinners,
tend to be popular ways to raise
money insmall communities. In
some places, special events may
be the only method of fundraising
people know.

Special events can be an effective
vehicle for promoting your group or
recruiting new volunteers.

These activitiesrequirealot of
work, they require money to get
started and require a lot of energy
from your volunteers. Therefore, it
isimportantto be clear aboutyour
objectives and choose your
fundraising activities to suitthose
objectives.If your main priorityis
raising money, it might be better to
use your time to solicitindividuals.

If you decide to hold a special
activity, here are some tips for
getting the most out of the event.

How to make more money during
a special event

Here are seven tips taken from the
following resources:

e A Guidebook to Fundraising for
Disabled Persons’ Groups,
published by the Department of
the Secretary of State of Canada;

e GuidetoSpecial Events
Fundraising, published by
Multiculturalismand Citizenship
Canada.

1. Provide blank chequesand pens
to participants

Experience shows thatdistributing
blank chequesincreases theamount
donated. It'sa good idea to give a
presentation on the importance of
your activitiesinundertaking to
resolveacommunity problem.
Warmly thank your audience for
their contribution.

Here is a model of a blank cheque
you can modify to suit your
purposes. Itisrecommended you
checkwithafinancial institutionin
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order to avoid high service fees for
your donors forusing cheques that
were notissued by their usual

institution. If there are fees, make
sure you informyour donors.

THANK YOU! | COYES | WANT TO HELP (write your organization's name)
bate I Name Date 19
Amount $ El Address

Al City Prov Postal code
Donation to | Phone ( )
YOUR ORGANIZATION'S NAVE R|
éizg3t cﬁn’/‘g i‘r’g‘a | Pay to the order of NAME OF YOUR ORGANIZATION AMOUNT $
AIAIAL |
Phone 0l sumor /100 DOLLARS
(123) 555-1234 |
A government Fl Bank
registred charity Fl Branch
#12-13-4567890

| AccounT NUMBER SIGNATURE

2. Get things free

Many organizations are willing to
provide items or services for special
events.

3.Hold an auction

Peoplelike to participatein
auctions. They feel like it's an
opportunity to help and to have
fun, all at the same time.

Try to find items to sell that are
fun. Services canalso be sold quite
easily: forinstance,adinner
prepared by atalented volunteer,
gardening with a “green thumb”, etc.

Try to geta good auctioneer and, if
possible, someone witha good
sense of humour. Alternate between
expensive objects and amusing
items that can be sold for less.

Organize asilentauction! Display
the objects and attach a piece of
paper or cardboard to each one.
Bidders write down the amount
they are willing to pay and sign
their name or a secret code number.
People can bid as many times as
they like fora given object by writing
a higher bid than the previous one.

You can spice itup by setting a
time limit for certain objects. By
keeping thisinformation secret, you
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will encourage participants toraise
the bid because they will not know

when bidding will close on the item
they want.

4. Find sponsors

Of course, gifts of goods and
serviceswill noteliminateall of
your costs. Rather than paying such
expenses out-of-pocket, finda
sponsor thatis willing to pay all or
part of your costs in exchange for
publicity.

5. Printa program

Printa program of the activity. This
is very useful for a variety of
purposes, especially if you manage
to getit printed free of charge. You
canuse it to:

e thankdonorsandvolunteers;
e sellit, quality permitting;

e provideinformation onyour
organization;and

e selladvertising to groups other
than yourdonors.

6.Combine methods
Try tocombine ideasand organize

several profit-generating activities
atonce.

It takes a lot of work to attract
people toan event, so while they
are there, make sure you give them
several differentways to fund
youractivities!

7.Recycleideas

The firstactivity you organizeis
likely to raise a bit of money and to
be a good opportunity to learn from
yourmistakes. Organizing a special
eventissimilartolaunchinga
business.

Toomany organizations waste
energy trying to come up with new
ideas. Itis true that some activities
do get worn out from over use.
However, this doesnothappenas
oftenas people think.

Itis better to succeed by repeating
a proven method than to fail by
inventing something new. In
fundraising, itis productivity,
notoriginality, that counts.

So the best advice seems to be
improving successful events, rather
than coming up with new ones.

Stay at home!

If you prefer notto organize a
special event, you can always raise
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intermission.

him or her keptin jail!

Here are some examples of combined activities:

e Ifyouareshowingamovie, sell popcorn, cookies orrefreshments.

e Ifyouareorganizingashow, have asinging or dancing contest during

e Takesouvenirphotos.For $5, people could have their photo taken
with a guest, for $20, it could be in the company of one of the stars,
etc. Try to get the camera and film donated, or ask a photographer to
work as a volunteer for the evening.

e Sell flowers that decorate the table or the room.

e Duringa special comedy show, arrange to have a public figure “jailed”
(inacardboard jail) for having done something silly or funny (for
example, going to work on a holiday). Ask participants to put up bail
to have him or herreleased. Some people may want to pay to have

money by selling tickets in your
community for a“stay-at-home!”
activity.

People buy aticket to anon-event,
entitling them to stay home and
relax. Explain how much money the
charityis saving by not organizing
anything special. Point out how
much the donor saves by staying at
home (no babysitter to pay, no
parking fees, etc.). You could give
donors a bag of tea to drink

during this non-event.

e) Legalaspectstoconsider

Some funding activities require
authorizations, permits or other

legaldocumentsissued by the
municipality or government. It
mightbe wise to make inquiries
beforeorganizinganyactivities.

When do you need to charge
participants taxand reimburse it
to the government? When can you
issue areceipt fortax deduction
when a donation is made? The
Ministry of Revenue has the
answers to such questions.

Ifyouare organizinganathletic, social
or culturalevent, theorganizationcan
be held responsible for participants,
spectators or the family of a victim
in the case of an accident. So take
all the necessary precautions!
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APPENDIX A

VOLUNTEER APPLICATION FORM

We are happy to know you would like to work for us as a volunteer. To help
us getto know you better, please answer the following questions.

Name

Address

Telephone number at work

The best time to contact me there

Telephone number at home

The best time to contact me there

Birth date

Education

Spokenlanguages

1. Howmany hours canyou volunteer?

a) Number of hours a week

b) Number of hours a month

c¢) Pleasecirclethe daysyouareavailable

M T W T F S S

d) Pleaseindicate the best time for you

mornings evenings

afternoons weekends
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2. Please explain why you want tovolunteer for our organization
(e.g.,tomeet people,acquire experience, because thisisanimportant
cause).

3. Brieflydescribe the jobs you have held (paid or volunteer).

4. WhatKkind of volunteer work would you like to do?

5. Areyouamember of any social clubs orassociations? If yes, which ones?

6. Whatare your hobbiesand interests?
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7. Pleaseaddanyotherinformationyouthinkisimportant.

To help us find a volunteer job that suits you, please fill out the form WHAT I
LIKE DOING.

Thank you for taking the time to fill out this questionnaire.

Signature Date
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APPENDIX B

WHATILIKEDOING

We want your participationinourorganization to be as pleasant as possible.
You can help us by indicating what YOU like to do.

Thank you!

NAME
ADDRESS
TELEPHONENUMBER

3| 2
Zl Bl < COMMENTS
=\ = 5
THINGS I LIKE DOING =z 32| =
Addressing groups
Administrative tasks
Advertising
Bookkeeping

Building or repairing objects

Cooking

Dancing and singing

Decorating

Defining group orientations

Distributing information

Doingresearch

Drawing

Driving people

Facilitating meetings

Filing documents

Fundraising

Havingresponsibilities

Initiating projects
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THINGS YOU LIKE TO DO

ALWAYS

SOMETIMES

NOT AT ALL

COMMENTS

Leading sweetgrass ceremonies

Making decisions

Managing human resources

Meeting new people

Organizing nature walks with Elders

Organizing sweatlodges

Organizing volleyball games

Outdooractivities

Playing musical instruments

Problem solving

Public speaking

Reading

Researching

Selling things

Sports

Taking care of children

Taking charge of a healing circle

Taking charge of aself-help group

Teaching

Typing

Welcoming people

Working with adolescents

Working with adults

Working with computers

Writing texts

Others (specify)

Thank you for filling in the form.

Pleasereturnto:
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APPENDIX C
VOLUNTEER PLACEMENT FORM

Name:

Preferences (needs, expectations, skills):

Proposed placement:

Comments:

Follow-up:

Date Carried outby Comments

Signature Date
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APPENDIXD

EVALUATION GUIDE

Here are examples of evaluation questions. You can use them to make an
individual or group evaluation.

They canalso help you prepare awritten questionnaire for your annual
evaluation.

Do not hesitate to adapt them to your context and needs.

1. Areyousatisfied with the work you have accomplished for our
organization?

2. Doyoulike the work you have done?

3. Arevyousatisfied with the direction of the work you have done for us?
4. Whathave your greatest successesbeen?

5. Whathave your weak points been?

6. Haveyoufaced obstacles that have put you atadisadvantage in your
work? Whathave they been?

7. Howcould these obstaclesbe eliminated?

8. Howdo you feel asa member of our organization? Do you feel people
listen toyou? Do you feel respected? Do you feel useful?

9. Doyouhaveanysuggestions for makingimprovements?

10. Are there problems which concernyou?
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APPENDIXE

CHECKLIST OF INFORMATION NEEDED
BEFORE WRITING A FUNDING PROPOSAL

Preparing a funding proposal requires a lot of work. Before starting, you
should have the answers to the following questions.

[0 Doesthe project meetthe funder’s eligibility criteria?

[J Whatcategories of expensesare eligible (e.g., travel, salaries, equipment,
conference participation)?

[l Howaboutoverhead costs? Cantheybeincludedinthebudget?
If so, in what category, how much, and whatis the proper terminology?

[0 Howdetailed should the proposal be? Whatis the generally accepted
length? Should any special information be included? Are letters of
supportuseful?

[J How many copies of the proposal should be sent?

[J Isthereasetdate and time for submitting the proposal?

[l Whatare the evaluation criteriafor proposals? How are projects selected
for funding? How long will it take to get an answer?

[l If the proposal is approved, how will the funds be transferred? How soon
cantheybe expected after thedecision?

[ Who will own the copyright for any material produced (ifapplicable)?
[0 Isthe grantrenewable? How should itbe negotiated?

If the projectisrejected by the organization, ask why.
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APPENDIXF

CHECKLIST TO CONSULT BEFORE SENDING
AFUNDING PROPOSAL

Here are the questions we suggest you try to answer before sending in your
funding proposal.

[

[

Did you use the most up-to-date application guidelines?
Does the proposal reflect the importance of the project?

Do the various sections and categories in the text follow each other
logically?

Is the problem clearly defined?

Are the project goalsand objectives stated?

Is the methodology presented in sufficient detail?

Are the expected results described?

Are the teammembers’responsibilities clearly defined?
Canyourorganizationrealistically accomplish this project?
Canyouaccomplish the proposed work with thisbudget?

Has the budget beendouble-checked?

Do youhaveall of the necessary signatures?

Have youincluded all of the supportinformation (e.g., charitable

organizationregistration number, letters of support, résumés,
allappendices)?
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[J Areall of therequired forms completed and included in the proposal?

[l Doesthe presentation reflect the high quality of work expected for the
project?

[l Arethepagesnumberedandincorrectsequence?

[0 Doyouhave theright number of copies for the funding agency?
[J Isthe proposal properly addressed?

[l Doesthe proposalrespect postmarkorreceiptdeadlines?

[0 Do you havereceipts as proof of the mailing date?
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