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THANK YOU!

Thank you for stepping up and volunteering to run an employee giving campaign to 
support your community through United Way Southern Vancouver Island (UWSVI). We’re 
so thankful for your participation and we’re here to support you.

When you run a workplace campaign, you bring your co-workers together, inspire them 
to make an impact, and join hundreds of local organizations to create ripples of positive 
impact. You’ll meet new people, build your network, learn new skills, and hopefully have 
a lot of fun!

In this guide, you’ll find everything you need to promote your campaign, get everyone 
excited and make this your best campaign ever!
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CONNECT WITH YOUR UWSVI STAFF PARTNER

1.

You will receive an email from your UWSVI representative in early September. If you 
want to get a head start or have any questions – ariel.mcgrogan@uwsvi.ca

We are here to support you throughout the entire campaign. 

Setting your goals

GOAL TYPE EXAMPLE BEST PRACTICES
Educational “We will host two educational 

events to provide employees the 
opportunity to learn about the 
impact of their donation. The 
events will have a combined 
participation rate of 50%.”

• Provide multiple opportunities 
for employees to learn about 
United Way’s work

• Share United Way materials

Participation
(= donors ÷ employees)

“With 75 of 100 ABC Ltd 
employees participating in our 
2022 Employee Giving Campaign 
we will reach our goal of a 75% 
participation rate.”

• Offer rewards for early           
donations

• Keep events simple, few, and 
fun

• Direct employees to your      
online giving system in       
campaign emails

Financial 10 ABC Ltd. Employees will make a 
donation of over $1,200, therefore, 
increasing leader donors by 3.” 
OR
“ABC Ltd. will donate a total of 
$15,000 to the UWSVI, a 25% 
increase over the 2021 workplace 
campaign.”

• Include a strong donation ask  
in your campaign

• Leverage a corporate match
• Focus on lapsed and leader 

donors

Planning a successful campaign includes setting realistic, timely, and measurable goals. 

Work with your UWSVI representative to set goals, be sure to 
review results from the previous year and consider how your workplace has changed.

What is 
your focus for 

this year? 

What were 
your results 
last year?

mailto:ariel.mcgrogan@uwsvi.ca


2.

RECRUIT YOUR VOLUNTEER TEAM

Your volunteer structure will reflect the size and scope of your 
organization and the campaign you’re running.  We highly 
recommend having at least two volunteers; the more people 
involved, the more fun and less overwhelming. Volunteers are 
a resource for co-workers and help ensure the campaign runs 
smoothly.   

Employee Campaign Coordinator - 1 or 2 volunteers: This essential volunteer role 
works closely with a United Way staff partner (& Labour Coordinator) to ensure a 
successful and fun campaign.
 
United Way Committee - 5 to 15 volunteers: Your committee will collaborate to 
generate event ideas and fundraising strategies for your campaign - a great opportunity 
to meet new people & build new skills!
 
United Way Ambassadors - 1 to 3/floor or business unit: Ambassadors help spread 
the word and generate excitement for your campaign. Ambassadors are especially 
important for workplaces with shift work or distributed locations. 

We recommend some specific volunteer roles to run a best practice campaign:
  
• Labour lead/co-chair - Union Campaign Representatives help secure joint union/ 

management endorsements and assist in building strategies and campaign events 
that appeal to all members.

• Special event coordinator 
• Communications & engagement lead 
• Key stakeholder liaison (retirees, leadership giving, new employees)
• IT representative

Management & Union Leadership Support 
Having management and union leadership (where applicable) support for your campaign 
is a key element to running a best practice workplace campaign.  

Your management/Union Leader champion will:
• Rally support for your workplace campaign by encouraging colleagues to attend  

events, participate in activities and support your campaign
• Share their story of why they support United Way and care about United Way’s work
• Kicks off the campaign by making their donation first and speaking at a kick-off event
• Encourage colleagues to step up and support the community
• Show leadership and continuously thanks everyone who supports the campaign
• Provides leadership and support to employee campaign coordinator and campaign 

volunteers when required

Who do you 
need to involve 
to make your 

campaign successful?



SCHEDULE YOUR CAMPAIGN

3.

When building your employee giving campaign, it’s important to find a time that works 
for your organization, and your campaign doesn’t have to be time-consuming. Best 
practice campaigns can be any length. 

Sample Two Week Campaign

Monday Tuesday Wednesday Thursday Friday
Offer an educational 
opportunity for 
employees through 
an engagement 
activity

Have ambassadors
present at meetings
about your campaign 
and why your
organization is 
supporting 
United Way

Offer an educational 
opportunity for 
employees through 
an engagement 
activity

Sample One Day Campaign

In the morning, have 
someone from your 
management team send 
an exciting email kicking 
off your United Way 
employee giving campaign 
and encouraging everyone 
to get involved. Include a 
link to a video for extra 
inspiration.

Share a link early 
in the day for 
people to donate 
through your 
chosen online 
giving tool. Celebrate your collective 

achievement and thank 
everyone with a closing 

email at the end of the day.

--------------------------------------------------------------- EDUCATION & AWARENESS WEEK ------------------------------------------------------------------------

Monday Tuesday Wednesday Thursday Friday
Kick off your United 
Way employee giving  
campaign with a 
virtual event and 
send a rallying email 
linked to your online 
giving tool

Host a mid-week 
energizer – make it a 
team building event. 
Draw for an early 
bird prize for those 
who donated early in 
your campaign

Host a fun, virtual 
special event tied 
to your campaign 
theme

Celebrate and wrap 
your campaign. 
Announce your 
achievements and 
thank donors

--------------------------------------------------------------------------- PLEDGE & PLAY WEEK -----------------------------------------------------------------------------------

When is the 
best time for 

maximum 
engagement? 

What campaign 
length aligns 

with our goals 
(engagement, 

dollars raised…)? 



4.

PLAN EVENTS, ENGAGEMENT & EDUCATION
Create fun, exciting events to amplify your campaign – in person or online! Here are 
some tips to create engaging events:

• Set a clear purpose for each event: is it a fundraiser, team builder, or                                    
engagement opportunity?

• Mix it up with virtual and non-virtual activities
• Keep online events relatively short
• Encourage people to involve their families in some of the events

Proven successful event ideas:  
• Lunch & Learn
• Wine/Gift Card Survivor 
• Silent Auction
• 50/50 Raffle

For more great campaign event ideas go to 
https://uwsvi.ca/campaign-toolkit-2022

What existing 
workplace events 

can be incorporated 
into your campaign? 

PUBLICIZE & PROMOTE  YOUR CAMPAIGN
In United Way’s online campaign toolkit, you’ll find everything you need to promote 
your campaign, get people excited, and create your best employee-giving 
campaign ever.

In the toolkit you’ll find:
• Grab & Go Email Templates
• Posters, Presentations, Social Media & Other Assets
• Event Ideas
• Engaging Videos
• Tools & Calculators
• Donation & Tax Information

What platform 
are people 

most engaged with? 
 

What resources 
speak to your 

workplace’s priorities?

https://uwsvi.ca/campaign-toolkit-2022


KICK OFF YOUR CAMPAIGN

5.

Bring your team together for a kick off event to launch your campaign, build excitement 
and let everyone know what to expect. 

To host your best kickoff event online or in-person (or both), here are a few 
general best practices:

• Invitations from your executive and management team will lead to                        
higher participation

• Ask a member of your executive and management team to speak about why your 
company is supporting United Way and why they care about supporting United 
Way’s work

• Consider joining a pre-existing meeting that already has a captive audience, like a 
town hall or weekly department meeting

• Promote matching opportunities your company is offering and UWSVI                    
opportunities that may be valuable to you during your employee giving campaign

• Include a United Way speaker or video of someone receiving help through a       
United Way funded agency or signature initiative

• Keep virtual events to 30 minutes - a focused and interactive agenda will encourage 
your colleagues to actively participate online.



6.

ENGAGE  EMPLOYEES
Incentivizing Giving
Offering incentives can be a great way to increase participation in your employee 
giving campaign. 

Many corporations have matching gift programs, an easy way to double or even triple 
the impact of your employee giving contributions to United Way! Ask if your company 
matches donations by reaching out to your Human Resources department. Check out 
our email templates at https://uwsvi.ca/campaign-toolkit-2022 to ask if your 
organization is open to offering matching programs.

Leadership Donors
Leadership Donors lead change in Southern Vancouver Island through investments of 
$1,200 – $4,999 annually. 

Leaders can choose to be publicly recognized on UWSVI’s Donor Wall & are invited to 
informational and networking events.

Integrating Leadership Giving into your campaign:  
• Identify a volunteer lead to focus on Leadership Giving. A peer-to-peer connection 

is the most effective way to generate Leadership Giving results
• Working with your United Way staff partner, review the previous year’s results
• Set a Leadership Giving goal to help motivate you, your team, and your workplace
• Leverage matching opportunities! Ask your UWSVI staff partner for                      

more information
• Consider a targeted Leadership Giving message. Get creative and leverage           

executive and management support! 
• Hold an exclusive event with those at the Leadership and  Major Donor level or for 

those who are interested in learning more
• Remember we’re here to help. United Way staff and volunteers are here to thank 

and connect with leaders through events and volunteer opportunities throughout 
the year, Leaders have a unique experience - even if virtually

Engaging Retirees
It’s important to include all staff members in your workplace campaign, including those 
who have retired: 
• Make giving easy through donation links or pledge forms
• Invite retirees to your virtual campaign events
• Download the Retirees Brochure on our Campaign toolkit page                         

https://uwsvi.ca/campaign-toolkit-2022
 

https://uwsvi.ca/campaign-toolkit-2022
https://uwsvi.ca/campaign-toolkit-2022


7.

ENGAGE  EMPLOYEES
Women United
Women United focuses on creating a strong network of self-identified woman donors 
empowered to be active philanthropists and lead change in our community. 
Membership is open to individuals contributing $100 monthly/$1,200 annually to 
United  Way. Contact your UWSVI staff partner for more information on how we can 
help engage your employees through Women United. 
https://uwsvi.ca/ways-get-involved/women-united/

New Employees & On-boarding
Consider including UWSVI information in your onboarding process to engage 
employees early on. Check out our new hire resources https://uwsvi.ca/campaign-tool-
kit-2022

Legacy Giving
Leaving a Legacy Gift, such as naming United Way in your will or donating your life 
insurance policy, gifts of securities, RRSPs, or real estate & personal property, offers a 
unique opportunity to shape a future that aligns with your values and vision. If you are 
asked about Legacy Giving – please contact your UW Staff partner. 
 

ASK TO DONATE
When you approach your colleagues to ask them to participate, it’s important to be 
informed about what the United Way does. United Way is a year-round fundraiser and 
impact funder; we collaborate with partners to understand how best to respond to 
social issues. 

Even in the hardest times, United Way has shown the ability to offer solutions through 
evidence-based programs and initiatives while encouraging innovation that 
addresses residents’ most pressing social issues in our 13 municipalities, 11 First Nations 
and Southern Gulf Islands. UWSVI holds itself accountable to its donors and invests 
donations as efficiently and effectively as possible. We rigorously monitor and report on 
the impact of our investments so donors can be confident their contribution is making a 
positive difference.

As we learned above, the https://uwsvi.ca/campaign-toolkit-2022 has many useful 
resources when making the ask, including:

• Reports
• Email templates & scripts
• Posters & Presentations 
• Tips for making the ask
• The United Way Impact Infographic 

https://uwsvi.ca/ways-get-involved/women-united/
https://uwsvi.ca/campaign-tool-kit-2022
https://uwsvi.ca/campaign-tool-kit-2022
https://uwsvi.ca/campaign-tool-kit-2022
https://uwsvi.ca/campaign-toolkit-2022


8.

COLLECT DONATIONS
Submitting Donations
Consider how the funds are submitted to United Way as you wrap up your campaign. 
Ensure you have up-to-date reporting and that donors receive their tax receipts. A few 
things to note:
• Donations made through any of United Way’s employee giving or special event tools 

will be automatically processed by United Way
• United Way will provide a payroll report for your organization
• While we encourage contactless donation methods, we will be accepting cash and 

cheques. Please connect with your UWSVI staff partner. 
• If someone misses your campaign, donations can always be made through our   

website at uwsvi.ca at https://uwsvi.ca/donate/

Tax Receipts
A tax receipt can be a great incentive as it offers a reduction in overall taxes every year. 
All one-time gifts made to United Way by December 31 at 11:59 p.m. will receive a tax 
receipt for the current year.

Additional tax information:
• Tax calculator - https://uwsvi.ca/tax-calculator/
• More information from the Government of Canada

Many special events donations do not qualify for charitable tax receipts. See the      
Canada Revenue Agency’s website or ask your UWSVI staff partner for more details.

Provide Opportunities to Give 
Online giving - Donations made through any of United Way’s employee giving or 
special event tools will be automatically processed by United Way. There are two 
options, ePledge and ePledge lite. ePledge lite offers the most efficient 
donation process with no sign-in required by the donor and a mobile-friendly inter-
face. Through ePledge, donors can opt to give via:

Credit Card - Quick and easy, employees can enter their workplace name to ensure 
the gift is counted towards your campaign.

Payroll - United Way will provide a payroll report for your organization, detailing 
which donors have made a pledge to have their donation deducted from their pay. 
 
Paper Pledge forms - Great for employees who do not have access to a computer. 
While we encourage contactless donation methods, we will be accepting cash and 
cheques. These can be mailed to United Way or we can pick them up.
 
Mail - Send us a cheque to: United Way Southern Vancouver Island
201-633 Courtney Street, Victoria, British ColumbiaCanada V8W 1B9
 
Reminder: Anyone accessing this information needs to sign a confidentiality 
agreement. QR Code cards can be available for employees who do not sit in front of 
a computer. For more information contact your staff partner. 

https://uwsvi.ca/donate/
https://uwsvi.ca/tax-calculator/
https://www.canada.ca/en/revenue-agency/services/charities-giving/giving-charity-information-donors/claiming-charitable-tax-credits.html
https://www.canada.ca/en/revenue-agency/services/charities-giving/charities/operating-a-registered-charity/issuing-receipts/fundraising-events-issuing-receipts.html


9.

CELEBRATE

Your campaign wrap-up is an opportunity to celebrate your employee giving campaign, 
announce campaign results, and thank all volunteers and donors.

Best practices:
• Invitations from your executive team will lead to higher participation
• Ask a member of your executive team to thank volunteers and employees for       

participating
• Consider joining a pre-existing meeting like a town hall or weekly department   

meeting
• Announce the winners of draws or campaign activities
• Announce your campaign achievement - include a connection to the impact that 

investment will make in the community.

Whether you’re hosting a wrap-up event or not, let all staff know about your campaign 
achievement through whichever channels you use: social media channels, an Intranet 
site, your website, a newsletter, or an email from an executive.

Contact UWSVI Staff partner with any questions, concerns, or feedback. We are looking 
forward to working with you to make your 2022 Employee Giving Campaign the best 
one yet! 

THANK YOU!

https://uwsvi.ca/campaign-toolkit-2022/



