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THIRD PARTY
FUNDRAISING

TOOLKIT
Cambridge Shelter Corporation’s Fundraising Toolkit provides a step-by-step guide on how to organize an event that can make a valuable contribution to the vital work Cambridge Shelter is doing in our community for individuals and families experiencing homelessness.  Thanks to people and organizations like you who share a vision of a safe and inclusive community, we can provide programs and services to assist people in reclaiming their lives and realizing their hopes and dreams!
About Cambridge Shelter Corporation

Cambridge Shelter Corporation, a non-profit, charitable organization founded in 2000, was built on the successes of the Out of the Cold Program.  The Bridges, built in 2005, offers a year-round Emergency Shelter, a Drop-In Centre, Supportive Housing units and a variety of supports and services to help those most vulnerable in our community.  The Bridges is fully accessible and supports men, women, transgender, youth over 16 and families experiencing homelessness.

The Bridges Emergency Shelter is a 78 bed, year-round, fully accessible emergency shelter for persons aged 16 years of age and older experiencing homelessness in the Region of Waterloo.  The Bridges also offers an emergency family shelter unit.  There is no criteria for admittance beyond being homeless.  While staying at the shelter, a variety of programming is available.
The Bridges Supportive Housing Program:  Within the Bridges building, we offer 20 Region of Waterloo Housing subsidized bachelor units to people who experience chronic homelessness.  We provide life skills, goal-planning, education and employment supports, food programs and community involvement.  

	Cambridge Shelter Corporation offers a wide variety of programs and services to assist our clients including:

	· Advocacy 
	· Mailbox Centre

	· Art Program
	· Meal Program

	· Assistance with Literacy & Tutoring
	· Medical Clinic

	· Clothing & Toiletries
	· Mental Health Support

	· Community Centre
	· Outreach

	· Crisis Support & Intervention
	· Phone & Message Centre

	· Employment & Volunteer Connections
	· Prevention & Diversion

	· Furnishings & Housewares
	· Referrals to Drug & Alcohol Treatment

	· Health & Wellness
	· Referrals to various Community Services & Government Agencies

	· Housing Assistance
	· Showers

	· Identification Clinic
	· Social & Recreational Programs

	· Individual Case Plans
	· Spiritual Care

	· Laundry Facilities
	· System-wide Capacity Management

	· Life Skills & Behaviour Management Training
	· Trust Program


How Your Support Helps

Through our programs and services, we work to improve the lives of individuals and families experiencing homelessness, people living in poverty, and those with addictions or mental health issues.
Supported by your efforts and generosity, we do whatever is needed to create an environment and provide programs and services where people needing our help can thrive.  

What is a Volunteer “Third Party” Event?

An event organized by an individual volunteer, community group, or company that is not an official Cambridge Shelter Corporation activity is considered to be a ‘third-party’ event.  Acting independently and with Cambridge Shelter’s approval, third-party events are an important resource for raising funds to help us carry out our mission.

When you organize a third-party event, you’re not only raising money to support Cambridge Shelter, you are also raising awareness of the issues of homelessness.

We ask that all events being held to support our work be compatible with our vision, mission and values.  Please read these before proceeding to ensure compatibility:
Cambridge Shelter Corporation Vision, Mission and Values
	
	

	Our Vision:  
	No one in our community will be homeless.


	Our Mission:  
	Our mission is to provide safe shelter, to offer programs and services in support of the hopes and needs of people dealing with life issues.



	Our Values:
	We believe all people deserve to feel safe.

We believe all people are deserving of accessible and welcoming service.

We encourage, assist and support individuals to realize their self-worth and potential.

We respect the dignity and value of all people, and their right to confidentiality.

We provide an environment where people and property are respected.

We value community participation, partnerships and working cooperatively with others.

We utilize our resources effectively.


Your Event
Before You Start

Here are a few important things to consider before you start planning your event:

Think about why you are fundraising and what you are fundraising for.  People are more likely to donate or volunteer to help if you can clearly articulate why a cause is important and why you need their support.

A good idea can sell itself.  Brainstorm, research, and test out your fundraising idea on friends, family, and colleagues.  Enlist some reliable volunteers to help you.  

Know your audience.  Who are you trying to attract to your event?  Tailoring the size of your event to the size of your potential audience helps you narrow options for suitable events and venues and will give you a better idea of how much advance planning and promotion will be required.

Set realistic goals.  Setting a realistic fundraising goal helps motivate your team members and gives your supporters something to work towards.

Keep expenses in check.  Think about expenses and try to keep them in check to avoid any disappointment about the final proceeds you’re able to generate for donation.

Don’t over-commit yourself.  Give yourself enough time and enlist adequate help to ensure all the elements of the event can be completed successfully.  

Have a back-up plan.  Make sure you have a contingency plan, especially if your event is dependant on unpredictable factors like the weather.

Timing is everything.  The timing of your event often determines how successful it will be.  Check out whether there are competing events on the day or time you have chosen.

Keep it safe, keep it legal.  Cambridge Shelter cannot accept responsibility for any injury, losses, or damage caused or sustained as a result of your event.  It is your responsibility as event organizer to hold a safe and legal event.
Keep time on your side.  Remember to contact us at least one month in advance of our event if you would like us to provide you with promotional materials to display at your event or if you would like someone from Cambridge Shelter to attend.  
Promoting Your Event
Spreading the word about your event is critical to its success.  Here are some tips on creating a buzz in advance of your fundraising through posters, flyers, online, and media activities.

Posters and Flyers

If you’re designing your own poster, please send it to us before distributing it so we can check it against our Board policies and brand guidelines.  We would be happy to provide our logo for insertion on approved posters and online promotion.

Online Promotion

The Internet, Facebook, Twitter, email and text messaging are the quickest way to let people know about your fundraising event.  Email or text details of your event to everyone in your contact list, asking him or her to forward it to friends.

Create a Facebook page for your event or check out online calendars serving the community to see if they will post your event.

We would be happy to create a page on our website for your event and to email the details to our wide list of volunteers.

Media

Consider sending a press release to local newspapers, radio and TV stations to get them interested in doing an advance story, covering your event or taking photos at the event.  Local news outlets love human-interest stories, but they need advance notice to ensure coverage.

Planning Checklist

Planning an event is easy if you’re organized.  Use these steps to ensure you don’t forget anything that could help make your event a success!

Before Your Event

☐  Brainstorm fundraising ideas
☐  Check into any possible safety or legal issues
☐  Carry out a risk assessment (see attached forms for details)

☐  Apply for any licenses, permissions or insurance necessary

☐  Determine how many people you will need to help you execute your plan 

☐  Contact Cambridge Shelter to let us know about your event

☐  Plan your budget

☐  Find suitable location

☐  Schedule your event

☐  Promote your event, ensuring all materials are approved  by Cambridge Shelter prior to use 

During Your Event

☐  Assign someone to be responsible for handling the donations and cash

☐  Have Cambridge Shelter pledge forms available for donations

☐  Display Cambridge Shelter brochures and promotional material

After Your Event

☐  Collect all funds

☐  Thank your donors – you can use the template in the attached forms
☐  Complete the financial summary form attached

☐  Compile all of your donation forms and money collected.  Drop off or send to Cambridge Shelter within two weeks of the event.  Please ensure that all necessary information is collected for donors who require a tax receipt (see attached form)

☐  Learn from your mistakes and successes.  Evaluate your event and take note of what worked and what didn’t.  Keep notes of useful contacts and share your learning experiences with Cambridge Shelter and other fundraisers by completing our ‘Fundraising Feedback Form’

☐  Give yourself and your committee a big pat on the back for a job well done!

Risk Assessment
It is advisable to carry out a risk assessment to ensure that you have proper plans for public safety.  A risk assessment is nothing more than a careful examination of what, in your event, could be a hazard or cause harm to people, so that you can determine whether you have taken enough precautions or should do more to prevent harm.

A hazard means anything that can cause harm (open flames, food contamination, inadequate safety barriers etc.).  A risk is the chance, high or low, that somebody might be harmed by the hazard.  Complete a risk assessment early in your event planning.  
Keep it simple.  Your assessment and the safeguards that you put in place should go as far as is reasonably practicable.  If in doubt, check with us and we will help you.

5 Steps to Risk Assessment

1.  Identify the Hazards

· Physical hazards such as vehicles, ropes, slippery surfaces, electrical and fire
· Hazardous substances such as fumes, gasses
· Environmental hazards such as noise, poor lighting, weather, unsupervised water areas
· Psychological hazards such as long hours, inadequate breaks, stress
· Ergonomic hazards such as poor seating/standing routines, lifting
2.  Decide Who are the People at Risk and How They Could be Harmed

· Colleagues, volunteer helpers
· Contractors, vendors
· Young and inexperienced people
· People with disabilities
· Lone workers or helpers
3.  Controlling the Risks

· Do existing precautions meet legal requirements?

· Do they comply with known standards?

· Do they represent good practices?

· Do they reduce the risks as far as is reasonably practicable?

If not, then you need to consider an action plan to reduce and control the risks by:

· Combating the risk at its source – treatment is better than warning signs

· Preventing access to the risk with barriers or marshals

· Reorganizing the work to permit adequate comfort breaks for volunteers to reduce stress

· Providing personal protective equipment where necessary

· Providing adequate sanitation facilities – washrooms etc.

4.  Recording Your Findings

· Write down or photograph your findings

· Fill out the following risk assessment template

5.  Review and Revise

· Review your findings and the actions you have initiated to control the risk

· Document any hazards that were unexpected

· Record any incidents involving accident or injury and the resulting action taken

Risk Assessment Form
Event Location:_________________________________________________________ Date of Proposed Event:_________________

Name of Organization/Organizer:________________________________________________________________________________

Organizer’s Contact Information:________________________________________________________________________________

Name of Person Undertaking Risk Assessment:________________________________ Date of Assessment:___________________ 

	Hazard
	Risk
	Who Is At Risk?
	Risk Control Measurements
	Are Controls Satisfactory?
	Additional Measures

	What can cause harm? E.g. physical hazards, hazardous substances, environmental, psychological, ergonomic hazards.
	The chance that somebody will be harmed by the hazard.  State high, medium, low
	>Colleagues, volunteers

>Contractors, vendors

>Young, inexperienced people

>Visitors to event


	What precautions are in place?
	E.g. meet legal requirements, good practice, reduce risks as far as is reasonably practicable
	To eliminate hazards or limit risks by combating risks at the source, preventing access to hazards, reorganizing work, providing protective clothing etc.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Safety and Planning Considerations
Your risk assessment will help you to consider any safety precautions that you may need to carry out to ensure your event is safe and legal.  Things to consider are:

First Aid

Have a first aid kit and a person certified in first aid and CPR at any event is good practice.  At larger events, it is worth calling St. John’s Ambulance and asking them to attend.  This service is usually free of charge with a donation or there is a small fee.

Fire

It is recommended that if you are holding a large event, particularly if it is outdoors, that you contact Cambridge Fire Prevention for their advice.  If holding an event in a local hall, make sure that the capacity of the facility is not exceeded.

Security

Consider the safety of your colleagues or volunteers if large amounts of cash are expected to be collected.  Think about locked cash boxes and have a minimum of two volunteers count and record donations.

Food Safety

Events involving the production, supply, or sale of food either by you or a caterer must comply with local Public Health regulations.  Information on safe food handling can be found at:

https://www.regionofwaterloo.ca/en/doing-business/resources/Documents/SpecialEvent_VendorChecklist.pdf
https://www.regionofwaterloo.ca/en/doing-business/restaurants-and-food-services.aspx#FOODHANDLERCERTIFICATE
Insurance

On some occasions, liability insurance may be required.  Cambridge Shelter Corporation’s liability insurance does not cover third party fundraising events.  It is always wise to check whether insurance will be required before planning an event.

Raffles and Lotteries

Any event that includes a raffle, lottery, break open tickets, or Bingo will require a licence from the City of Cambridge.  Information on licences required can be obtained by contacting the Community Services Department of the City of Cambridge at 519-740-4681 or csd@cambridge.ca.
Tax Receipting

Cambridge Shelter would be happy to issue official receipts for income tax purposes upon request.  All gifts must meet the conditions defined by the Canada Revenue Agency.  Tax receipts can only be issued to those who have not received an advantage (a product or tangible item) in return for their donation.

Raffle tickets, admission tickets, green fees, auction items and performances are a few examples of gifts that are generally not eligible for a tax receipt.  Official receipts can only be issued to event participants when the organizer provides Cambridge Shelter with a list of donors including the names, addresses, postal code and amount of the donation.  Receipts will be given for donations of $10 or more.

Gifts-in-kind that may be donated to your event may be eligible for a tax receipt if an invoice on the store/company’s letterhead is provided for the fair market value (fair market value does not include taxes or commission) of the item.  The Canada Revenue Agency will not accept handwritten notes indicating a value.  Nor can a receipt be issued for donated services.

Cambridge Shelter Corporation subscribes to Imagine Canada’s Code of Ethical Fundraising and Financial Accountability.  

	Event Ideas

	· Art Exhibit

· Auction

· Barbecue

· Benefit Concert

· Can/Bottle Drive

· Car Wash

· Casual Day

· Carnival Day

· Craft Sale

· Food Sale


	· Coffee House

· Cook Off

· Dance

· Dinner

· Fashion Show

· Gala Event

· Games Tournament

· Garage Sale

· Golf Tournament

· Karaoke Competition
	· Movie Night

· Pancake Breakfast

· Walk-a-Thon

· Pyjama Day

· Rubber Duck Race

· Rummage Sale

· Scavenger Hunt

· Speaker Series

· Talent Show

· Trivia Night


Tell Us About Yourself
Main Contact Information

Name:________________________________________________________________________

Mailing Address:________________________________________________________________

Phone:______________________________ Email Address:______________________________

Please Select the Category that Best Describes You:

☐  Individual

☐  Business

☐  School

☐  Community/Social Club

☐  Church

☐  Service Club

☐  Other __________________________

Tell Us About Your Event

Event Details
Event Name:___________________________________________________________________

Venue:________________________________________________________________________

Venue Location:_________________________________________________________________

Date & Time:___________________________________________________________________

Fundraising Donation Form

Information collected must be complete and legible to receive a tax receipt.  Receipts will be issued for donations of $10 or more.  
All cheques must be made payable to Cambridge Shelter Corporation.  The personal information shared with us to process the contributions will not be sold, traded or rented to any other organization.

PLEASE PRINT
Event Name:_____________________________Event Organizer:_______________________________Phone:__________________

	Donor Name
	Address
	City
	Postal Code
	Phone Number
	Amount

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Sample Thank You Letter

Dear Friends,

Thank you for supporting my fundraising event, Event Name, held on Event Date at Event Location.  

Proceeds from the event will be donated to Cambridge Shelter Corporation. 

Cambridge Shelter Corporation is a non-profit, charitable, United Way partner agency.  Cambridge Shelter Corporation is housed in The Bridges building to offer year round emergency shelter to homeless individuals and families in Cambridge and the surrounding area.  Last year we provided shelter 15,143 bed/nights of accommodation to 1,698 individuals and 33 families with 68 children.
By supporting my event, you have helped to support their programs and services for individuals and families experiencing homelessness in our community.
Thanks again.

Sincerely,

Feedback Form

To help other dedicated fundraisers like you, and to help us provide the necessary tools our supporters need to make events successful, please take a few minutes to tell us about your fundraising experience.

Main Contact Information:

Name:________________________________________________________________________

Phone:________________________________ Email:___________________________________

Event Summary – briefly describe your event:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What was your fundraising goal?__________________________________________________

How much did you raise?_________________________________________________________

How did you advertise your event?_________________________________________________

Did you find this toolkit useful?____________________________________________________

What recommendations would you have for improvement?____________________________

______________________________________________________________________________
Would you consider another event for Cambridge Shelter?_____________________________

What advice do you have for future events or other fundraisers?________________________

____________________________________________________________________________________________________________________________________________________________

Can we feature your event/story on our website or in our newsletter?____________________
Financial Reporting Form
Please document the revenues and expenses of your event.
	Sources of Revenue - Please itemize all sources of revenue, including any gifts-in-kind
	Amount

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total Revenue
	

	Expenses – Please itemize all expenses.
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total Expenses
	


Excess of Revenue over Expenses - _______________________________________________________________________________
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