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2.2.0

Organizational Fundraising

PLEA undertakes fundraising activities to sustain preventative programming, expand or extend existing
services, and develop new and needed services.
Since these programs and services rely on financial support of the community, public trust is vital to our
mission.
The key to gaining and maintaining public trust is transparency and accountability as to how our activities are
conducted and how donor relationships, and donations, are handled.
These policies have therefore been developed to:
a)
b)
c)
d)
e)
f)
g)

specify the guiding principles that influence and determine the decisions and actions of those fundraising
on behalf of PLEA;
outline how we express our gratitude to donors, publicly acknowledge their philanthropy, and garner the
interest and support of prospective donors;
outline how PLEA communicates and stewards new and existing donors;
outline how PLEA protects the privacy of donor information and records;
define the relationship between PLEA and its corporate sponsors;
provide guidelines on the types of companies PLEA will work with; and
explain the process for implementing naming rights as a form of donor recognition.
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2.2.1 Fundraising Standards
Scope:
This policy applies to PLEA’s Board of Directors and PLEA’s Communications & Development Department.

Purpose:
Funds raised through fundraising are used to support the mission of the Society. Fundraising for BC charities
is governed by both federal and provincial legislation. Knowledge of this legislation is essential to compliance.
Since several of PLEA’s programs and services rely on financial support of the community, public trust and
confidence is vital to our mission. Adhering to fundraising best practices helps build public trust and
confidence in our fundraising efforts.

Statements:
1.

PLEA strives to meet or exceed the standards set by leaders in the fundraising field such as Imagine
Canada and the Association of Fundraising Professionals.

2.

PLEA further ensures its fundraising policies and procedures are in line with the Commission for
Accreditation of Rehabilitation Facilities (CARF) Organizational Fundraising standards, the provincial
Personal Information Protection Act (PIPA), the federal Personal Information Protection and Electronic
Documents Act (PIPEDA), the Income Tax Act and Canadian Anti-Spam Legislation (CASL), as well as
Canada Revenue Agency’s policies and guidance about operating a registered charity.

Definitions:
Fundraising: Any activity that includes a solicitation of present or future donations of cash or gifts in kind, or
the sale of goods or services to raise funds, whether explicit or implied.

Responsibilities:
The Communications & Development Department is responsible for:
a)

ensuring PLEA’s fundraising policies, procedures and activities are compliant with federal and provincial
legislation, Imagine Canada’s Standards Program for Canada’s Charities and Nonprofits, CARF’s
Organizational Fundraising standards, as well as the Association of Fundraising Professionals’ Code of
Ethical Standards and Donor Bill of Rights;

b)

submitting the Imagine Canada annual compliance report; and
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c)

acknowledging PLEA’s accreditation with Imagine Canada and CARF on the PLEA website and
providing a link to information about Imagine Canada’s Standards Program for Canada’s Charities and
Nonprofits;

The Board of Directors is responsible for:
a)

ensuring copies of Imagine Canada’s Standards Program for Canada’s Charities & Nonprofits, the
Association of Fundraising Professionals’ Code of Ethical Standards and Donor Bill of Rights, and the
organization’s fundraising policies and procedures are provided to new members of the Board of
Directors;

b)

maintaining the organizations accreditations with Imagine Canada and CARF;

c)

reconfirming the organization’s commitment to Imagine Canada’s Standards Program for Canada’s
Charities & Nonprofits and CARF’s standards by ensuring that required reports are submitted to these
accrediting bodies;

d)

reviewing PLEA’s Organizational Fundraising policies and procedures at least every three years; and

e)

regularly reviewing the cost-effectiveness of PLEA’s fundraising practices, ensuring that no more is
spent on administration and fundraising than is required to ensure effective management and resource
development.

Procedures:
Adhering to the Standards
1.

PLEA’s Organizational Fundraising policies and procedures are reviewed against applicable standards
and legislation as part of preparing the agency’s annual submissions to Imagine Canada and CARF.

2.

Revisions, findings, and points of note are presented to and reviewed by the Board Governance
Committee.

3.

Agreed upon changes to policy and the final draft of the Imagine Canada submission are presented to
the Board of Directors.

4.

Approved changes to policies and procedures are shared with employees, posted to PLEA’s website,
and reflected in the Board of Director’s orientation package.

5.

The Imagine Canada and CARF reports are submitted on or before the given deadline.

Reviewing Cost-Effectiveness
1.

The Communications & Development Department sets an annual fundraising target during the budget
setting process.

2.

Progress against the target is tracked monthly.

3.

A report outlining progress against the target, key activities, achievements as well as challenges
experienced during the last fiscal year is presented to the Board of Directors annually.

4.

The annual Performance Outcomes Analysis also highlights progress made against the target as at
year-end and shows a comparison to previous years.
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5.

Additionally, the Performance Outcomes Analysis highlights other revenue raised through fundraising
during the fiscal year, as well as the return on investment (i.e., the cost effectiveness), of the agency’s
fundraising operations.
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2.2.2

Fundraising Activities

Scope:
This policy applies to individuals fundraising on behalf of PLEA.

Purpose:
Since several of PLEA’s programs and services rely on financial support of the community, public trust is vital
to our mission. The key to gaining and maintaining public trust is transparency and accountability as to how
our operations are conducted and how donations are handled. This policy has been developed to specify the
guiding principles that influence and determine the decisions and actions of those fundraising on behalf of
PLEA.

Statements:
1.

PLEA solicits and accepts support only for projects and activities that are consistent with the
organization’s objectives, as registered with the Canada Revenue Agency.

2.

PLEA does not fundraise to cover the core operating costs of government-contracted services.
However, the organization may allocate fundraised resources to activities supportive of, or ancillary to,
government-contracted services.

3.

PLEA does not solicit persons currently participating in a program for fundraising dollars.

4.

Fundraising activities conducted on behalf of PLEA must:
a)
b)
c)
d)
e)
f)

5.

On conducting its fundraising activities, PLEA honours donors’ and prospective donors’ requests to:
a)
b)
c)
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be truthful;
accurately describe the organization’s activities;
disclose PLEA’s legal name;
disclose the purpose for which funds are requested;
disclose PLEA’s policy with respect to issuing Official Income Tax receipts (see policy 2.2.4: Gift
Receipting); and
disclose, upon request, whether the individual or entity seeking donations is doing so as a
volunteer, employee or contracted third party.

limit the frequency of solicitations/contact;
not be contacted by telephone or other technology;
receive printed material concerning the organization; and

d)

discontinue contact.

Responsibilities:
Individuals seeking or receiving funds on behalf of PLEA whether an employee, volunteer or contracted third
party must:
a)
b)
c)
d)
e)

act with fairness, integrity and in accordance with applicable laws and PLEA’s Organizational
Fundraising policies;
cease contacting a prospective donor who states that he/she/they do not wish to be contacted;
disclose immediately to PLEA’s Communications & Development Department any actual or apparent
conflict of interest or loyalty.;
not accept donations for purposes inconsistent with PLEA’s mission; and
not give legal, tax, accounting, or other advice to prospective donors, but may provide illustrative
materials and suggestions for review by a donor's counsel.

Individuals conducting face-to-face fundraising (e.g., door-to-door campaigns, street-side fundraising,
workplace campaigns) must additionally:
a)
b)

provide verification of their affiliation with PLEA; and
secure and safeguard confidential information, including credit card information, provided by donors.

Individuals hosting a fundraising activity that contains a gaming/gambling element must contact the
Communications and Development Department prior to hosting the activity. This is to ensure the fundraising
activity is undertaken in compliance with BC’s Gaming Policy and Enforcement Branch guidelines.

Definitions:
Fundraising: Any activity that includes a solicitation of present or future donations of cash or gifts in kind, or
the sale of goods or services to raise funds, whether explicit or implied.

Procedures:
1.

Staff joining the Communications & Development Department review PLEA’s Organizational Fundraising
policies as part of the new hire orientation. Additional training and guidance are provided if necessary.

2.

Other individuals wishing to engage in fundraising activities on behalf of the agency are advised to:
a)
b)
c)

3.

Individuals engaging in face-to-face fundraising must also:
a)
b)
c)

4.

have a PLEA ID badge or business card on their person;
only collect and process credit card information with tools approved by PLEA’s Communications &
Development Department; and
contact the Communications & Development Department for access to these tools and training in
how to use them.

Once individuals have finished face-to-face fundraising:
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read PLEA’s Organizational Fundraising policies which are available on PLEA’s shared drive,
website or by contacting the Communications & Development Department;
contact the Communications & Development Department for further guidance if necessary; and
keep the Communications & Development Department informed of intended fundraising
solicitations and the status of the solicitations.

a)
b)
c)

5.

To demonstrate transparency and accountability, PLEA posts a variety of information on its website
including:
a)
b)
c)
d)
e)
f)
g)
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any cash or cheques must be counted by two individuals and placed inside a sealed envelope;
the amount must be written on the envelope (note amounts for cash and cheque donations
separately), along with the date and event name, and the seal signed by both individuals; and
donations must be returned within 2 business days to the Communications & Development
Department for processing.

audited financial statements;
annual reports;
Registered Charity Number;
most recent Registered Charity Return (T3010);
names of the Board of Directors;
PLEA’s Code of Ethics and Conduct; and
Complaints, Conflict of Interest, Privacy and Organizational Fundraising policies.

see what’s possible…

2.2.3

Gift Acceptance

Scope:
This policy applies to individuals accepting gifts on behalf of PLEA.

Purpose:
The purpose of this policy is to:
a)
b)
c)

d)
e)

guarantee that donors are treated fairly and equitably;
avoid misunderstandings concerning the kinds of gifts that can be accepted by PLEA;
ensure that, where the proposed gift might significantly affect the donor’s financial position, taxable
income or relationship with other family members, potential donors are advised to seek independent
advice;
summarize the general policies applicable to charitable gifts to PLEA; and
identify various means of charitable giving and the specific guidelines related to acceptance of each type
of gift.

Definitions:
Gift: A voluntary transfer of property for which the donor receives no benefit/advantage in return. Donors to
registered charities like PLEA are eligible for a charitable tax receipt that may be claimed as a non-refundable
tax credit on an income tax return. It is permissible and encouraged for donors to receive recognition for their
gift as outlined in PLEA’s Gift Acknowledgement & Recognition policy (2.2.5).
No benefit/advantage of any kind may be provided to the donor or to anyone designated by the donor except
where the benefit/advantage is of nominal value. Canada Revenue Agency defines nominal value as a fair
market value of less than the lesser of $75 or 10% of the amount of the gift.
Advantage: If PLEA provides something of value in return for a gift (including admission to a fundraising
event) the donor's tax receipt is reduced by the fair market value of the benefit received. Fair market value is
determined by PLEA representatives.

Statements:
1.

PLEA accepts the following types of gifts:
a)
b)
c)
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gifts of cash;
bequests;
gifts of life insurance policies;

d)
e)
f)
g)
h)
i)
j)
2.

public and private securities;
gifts-in-kind;
charitable gift annuities;
charitable remainder trusts;
charitable lead trusts;
gifts of property; and
gift cards and gift certificates.

The following transactions do not constitute philanthropy and are not eligible for charitable tax receipts:
a)
b)
c)

a gift of service;
the purchase of an item or service; and
sponsorship of projects for which the donor retains right of property, including intellectual property

3.

All gifts, regardless of value, form, or designated use, must be made payable to PLEA Community
Services Society of BC.

4.

Donors may choose to have their gift fully expended or endowed and may direct their gift to a specific
program, or project provided that:
a)
b)
c)

no benefit accrues to the donor;
the directed gift does not benefit any person not dealing at arm's length 1; and
the decision regarding the use of the donation within a program rests with PLEA, although, where
possible, PLEA will act in concert with and be respectful of the donor's wishes.

5.

PLEA will use gifts as designated, with the understanding that when the need for a program or project
has been met, or a program or project cannot be completed for any reason, then PLEA may seek the
donor’s (or the donor’s legal designate) permission to re-designate the gift to another purpose that fits
with PLEA’s mission and priorities. While PLEA is committed to making every effort to ensure that the
re-designated purpose is in keeping as much as possible with the donor’s original intent for the funds, it
ultimately reserves the right to redesignate the gift as it deems appropriate.

6.

PLEA may seek the advice of legal counsel with regards to the acceptance of gifts.

7.

PLEA will consider naming programs, endowments, and other funds in honour of significant financial
contributions. The procedures for accepting gifts that involve proposals to name, and to create
endowment funds are outlined in PLEA’s Naming & Endowment policy (2.2.11).

8.

PLEA reserves the right to decline any gift that it believes is not in its best interests.

Procedures:
Making a Gift
Gifts of “cash”
1.

Gifts of cash, cheques, money order and credit card payments are accepted by PLEA.

2.

Gifts of “cash” can be made in person (via Square if using a credit card), by mail, over the phone (via
Paysafe or Square), online (Canada Helps, PLEA’s Website, PayPal Giving, Benevity, Chimp) and, for
staff, through Payroll.

3.

Post-dated cheques are accepted.

1

‘Arm’s length’ means that individuals act independently and without one having undue influence over another.
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Bequests
1.

A bequest is a provision in a will, directing assets from an estate to PLEA. Bequests are eligible for a
charitable tax receipt.

2.

There are several types of bequests accepted:
a)
b)
c)
d)

A specific bequest provides PLEA a specific sum of money, stated percentage of an estate, or a
specific property such as real estate or securities;
A residual bequest leaves all or a portion of their estate after providing for other beneficiaries;
A contingency bequest ensures that PLEA receives all or a share of the estate in the event of the
prior death of certain other beneficiaries; and
A residual bequest subject to life interest applies when the donor chooses to have PLEA receive
the bequest following the death of certain other beneficiaries who have use of the assets in the
estate for their lifetime.

3.

PLEA recommends that donors consult a lawyer or estate planner before completing a will and retains
the right to decline a gift if the donor did not retain independent counsel.

4.

When PLEA receives a bequest, we require a copy of documents naming PLEA as a beneficiary for our
files, prior to a tax receipt being issued to the estate of the deceased.

Life Insurance
1.

Gifts of life insurance may be contributed to PLEA in two ways:
a)

A donor may donate an existing policy by designating PLEA as the beneficiary and owner of the
policy. PLEA issues a charitable tax receipt for the policy's cash surrender value, including
accumulated dividends and interest. If the policy is not yet fully paid-up, the donor receives tax
receipts for any additional premium payments made after the policy is assigned. Upon the donor’s
death, the value of the policy transfers to PLEA.

b)

When donating a new policy that names PLEA as owner and beneficiary, the donor will receive
charitable tax receipts for the full amount of each annual premium. Upon the donor’s death, the
value of the policy transfers to PLEA.

2.

PLEA recommends that donors consult a tax lawyer or estate planner and retains the right to decline a
gift if the donor did not retain independent counsel.

3.

Donors may also choose to direct the insurance proceeds from an existing or new policy to their estate
and to name PLEA as the beneficiary of those proceeds in their will. As per other specific bequests, the
donor's estate would receive a charitable tax receipt for the proceeds of the policy.

4.

Life insurance policies owned by the donor and naming PLEA as beneficiary or secondary beneficiary
are not eligible for a charitable tax receipt. In this instance, the gift is revocable (i.e., the designated
beneficiary can be changed).

Public and Private Securities
1.

Two types of gifts of securities may be accepted:
a)
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A donation of public securities traded on a recognized stock exchange and including stocks,
shares, bonds, bills, and mutual funds. The value of such a gift is determined by the value of
trading on the date donated. Donations of public securities may be handled in one of two ways:

i)

Transfer of securities: the donor is asked to contact the Communications & Development
Department to receive the paperwork required to facilitate the transfer (Appendices 2.2.3AD).
Alternatively, a donor can donate securities to Canada Helps. Once proceeds are received,
Canada Helps sells the shares and disburses the proceeds from the sale, less its noncommercial rate, to PLEA.

ii)

Presentation of certificate: the donor may mail or deliver endorsed certificates to PLEA. In
some instances, the donor's signature requires bank notarization. Instructions are on the
reverse of certificate.

2.

Donors may also contribute private securities.

3.

A donated share is a non-cash gift. If the donated share is listed on a designated stock exchange as
listed by the Canada Revenue Agency (one that is publicly traded), PLEA can issue an official donation
receipt for the fair market value of the gift on the date it was donated. If the share is not listed on a
designated stock exchange, the deemed fair market value rules apply.

4.

The value of a gift of securities is the market value at the end of the day on which the gift is received. A
contribution of securities will be completed upon delivery of an endorsed certificate to PLEA.

5.

The Board of Directors retains the right to make all decisions regarding the disposition or retention of the
securities in accordance with PLEA’s Investment Policy (2.1.7).

Gifts in Kind
1.

PLEA accepts books, artwork, equipment, software or other property.

2.

Respecting the donor's wishes and PLEA's programs plans and needs, PLEA may retain the gift or
auction/sell it and apply the proceeds in a fitting manner, where possible in consultation with the donor.

Charitable Trusts
1.

PLEA may accept two types of irrevocable charitable trust arrangements:
a)

A remainder trust that pays the donor income from the assets (real estate, securities, cash) for life
or for a number of years, and then distributes the principal to PLEA.

b)

A donor contributing a residual trust donates an asset (personal residence, work of art, investment
property) today, but retains the use of it during his/her/their lifetime.

2.

Both remainder and residual trusts are eligible for charitable tax receipts.

3.

PLEA encourages donors to consult a lawyer or financial advisor before establishing a trust and retains
the right to decline a gift not involving professional counsel.

Charitable Gift Annuities
1.

A gift annuity is an irrevocable transfer of money or other assets. A portion of the principal is used to
purchase an annuity from an insurance company.

2.

The cost of the annuity is based on the donor's age and income requirements. The remainder of the
principal is considered an outright gift used for the purpose specified by the donor.
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3.

The annuity pays the donor a guaranteed income for a specific time or for the remainder of the donor's
life. Upon death, PLEA receives any remaining guaranteed income from the annuity, unless the donor
has specified otherwise.

Gifts of Property
1.

A gift of real property is a voluntary transfer of land or building(s) with or without valuable consideration.

2.

Any notice of a possible gift in property is first assessed by the Board of Directors as to its value towards
PLEA’s operations.

3.

If an operational need is identified, the Executive Director or designate undertakes the necessary due
diligence to determine the cost and risks of accepting the gift. This due diligence includes but is not
limited to environmental assessments, ownership and lien searches, and the possibility of converting the
property into cash.

4.

The Board of Directors considers the risks and costs associated with accepting of the gift.

5.

If the gift is accepted, the Board of Directors retains the right to make all decisions regarding the
disposition or retention of the property.

Gift Cards and Certificates
1.

PLEA accepts gift cards and certificates and uses them in fundraising events, such as auctions and
raffles, or to acquire goods or services for use in its charitable activities.

Declining a Gift
1.

PLEA staff may choose to decline a gift where:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)
m)
n)
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the gift constitutes a non-gift as per Canada Revenue Agency;
there are unusual features to the gift that are contrary to the objectives, values, and goals of
PLEA;
the gift is deemed potentially harmful to its participants;
the gift could not be fairly assessed and processed prior to calendar year end as per Canada
Revenue Agency gift-in-kind guidelines;
the gift could financially or morally jeopardize the donor and/or PLEA;
the gift or terms of the gift are illegal;
PLEA is unable to honour the terms of the gift;
an assessment of the gifts fair market value cannot be determined;
the gift will result in unwarranted or unmanageable expense to PLEA;
there are physical or environmental hazards to PLEA in accepting the offered gift;
the gift involves false promises on the part of either party;
the gift could jeopardize PLEA's charitable status;
the gift could improperly benefit any individual; and
there is no operational need for the gift.

see what’s possible…

2.2.4

Gift Receipting

Scope:
This policy applies to individuals issuing Income Tax receipts on behalf of PLEA and those fundraising on
behalf of PLEA.

Purpose:
To ensure PLEA issues Income Tax receipts in accordance with Canada Revenue Agency’s guidelines.

Statements:
1.

Income Tax receipts are issued for all donations that qualify as charitable gifts.

2.

PLEA only issues an Income Tax receipt to the individual or organization that made the gift, and the
name and address of the donor must appear on the receipt. PLEA cannot issue an Income Tax receipt
in the name of anyone but the true donor.

3.

Contributions not entitled to be officially receipted are acknowledged in writing.

Definitions:
Fundraising: Any activity that includes a solicitation of present or future donations of cash or gifts in kind, or
the sale of goods or services to raise funds, whether explicit or implied.
Gift: A voluntary transfer of property for which the donor receives no benefit/advantage in return. Donors to
registered charities are eligible for a charitable tax receipt that may be claimed as a non-refundable tax credit
on an income tax return. It is permissible and encouraged for donors to receive recognition for their gift as
outlined in PLEA’s Gift Acknowledgement & Recognition policy (2.2.5).
No benefit/advantage of any kind may be provided to the donor or to anyone designated by the donor except
where the benefit/advantage is of nominal value. Canada Revenue Agency defines nominal value as a fair
market value of less than the lesser of $75 or 10% of the amount of the gift.
Advantage: If PLEA provides something of value in return for a gift (including admission to a fundraising
event) the donor's tax receipt is reduced by the fair market value of the benefit received. Fair market value is
determined by PLEA representatives.
Ten-year gift: A 10-year gift is a donation made to a registered charity that is subject to a donor's written trust
or direction that the gift be held by the charity for 10 years or more from the date the gift was made.
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Procedures:
At the beginning of every week, the Finance designate sends the Communications & Development designate
a spreadsheet with the donations that have been deposited in the last week. Except for donations received by
mail or through Payroll, donations are recorded using the date they were deposited. Donations received by
mail are recorded as being received on the date the envelope is postmarked. Donations through Payroll are
recorded as being received on the last day of the pay period.
Cash
1.

Upon delivery, the donation is counted by two Communications & Development designates. The cash is
placed in a sealed envelope which is signed by the two representatives and the amount included is
noted.

2.

Any accompanying papers (including envelopes) are scanned and saved in the Fundraising &
Communications folder on the Admin Drive.

3.

One of the two Communications & Development designates gives the cash to the Finance designate
along with a note explaining how the funds should be coded (i.e., as grant, gaming, donation, or
fundraising revenue) and to which cost centre and budget line it should be allocated.

4.

The Finance designate deposits the cash into PLEA’s bank account.

5.

The Finance designate provides the Communications & Development designate with an excel
spreadsheet listing the deposit items.

6.

The Communications & Development designate uses this listing to enter the details of the donation into
the donor database.

7.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.

8.

If the Finance Department receives donations of cash from another source other than the
Communications & Development Department, the Finance designate passes it to a member of the
Communications & Development Department and the procedure outlined above is followed.

Cheques
1.

Upon delivery, the Communications & Development designate scans the cheque and any accompanying
papers (including envelopes) and saves them in the Fundraising & Communications folder on the Admin
drive.

2.

The Communications & Development designate gives the cheque to the Finance designate along with a
note explaining how the funds should be coded (i.e., as grant, gaming, donation, or fundraising revenue)
and to which cost centre and budget line it should be allocated.

3.

The Finance designate deposits the cheque into PLEA’s bank account.

4.

The Finance designate provides the Communications & Development designate with an excel
spreadsheet listing the deposit items, as well as any accompanying papers.

5.

The Communications & Development designate uses this listing to enter the details of the donation into
the donor database.
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6.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.

7.

If the Finance Department receives cheque donations from another source other than the
Communications & Development Department, the Finance designate passes a copy of it to a member of
the Communications & Development Department and the procedure outlined above is followed.

Electronic Fund Transfer (EFT)
1.

The Finance designate notifies the Communications & Development designate that a donation has been
made by EFT and provide any back-up paperwork.

2.

The Communications & Development designate saves the back-up in the Fundraising &
Communications folder on the Admin drive.

3.

The Communications & Development designate informs the Finance designate as to how the funds
should be coded (i.e., as grant, gaming, donation, or fundraising revenue) and to which cost centre and
budget line it should be allocated.

4.

The Finance designate provides the Communications & Development designate with an excel
spreadsheet listing the deposit items, as well as any accompanying papers.

5.

The Communications & Development designate uses this listing to enter the details of the donation into
the donor database.

6.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.

Online Donations (i.e. PLEA’s Websites, Canada Helps, Gift Tool, PayPal, Benevity, Chimp)
1.

Upon receiving a notification that an online donation has been received, the Communications &
Development designate downloads the reports and saves them in the Fundraising & Communications
folder on the Admin drive.

2.

The Finance designate provides the Communications & Development designate with an excel
spreadsheet listing the deposit items, as well as any accompanying papers. Prior to doing so the
Finance Department reconciles the online donations received with the downloaded reports.

3.

The Communications & Development designate uses this listing to enter the details of the donation into
the donor database.

4.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate. Note that donations processed through
Canada Helps, Gift Tool, Benevity and Chimp are automatically receipted by those platforms, and
should therefore not be receipted by PLEA.

Staff Payroll Donations
1.

The Finance designate sends the Communications & Development designate a spreadsheet with the
donations that have been made through Payroll in the last pay period.

2.

The Communications & Development designate uses this listing to enter the details of the donation into
the donor database. The date the donation is received is recorded as the last day of the pay period.
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3.

The Communications & Development designate saves the listing in the Fundraising & Communications
folder on the Admin drive.

4.

Donations made through Payroll are shown in box 46 of T4 slips which are issued to staff at the
conclusion of the tax year. Thank you cards are issued at the same time.

Square
1.

The Finance designate sends the Communications & Development designate a spreadsheet with the
donations that have been made through Square.

2.

The Communications & Development designate uses this listing to enter the details of the donation into
the donor database.

3.

The Communications & Development designate saves the listing in the Fundraising & Communications
folder on the Admin drive.

4.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.

Gifts in Kind
1.

The Communications & Development designate enters the details of the gift into the donor database.

2.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.

3.

When gifts-in-kind are given to PLEA and the intent of the donor is to receive a tax receipt, these gifts
must be accompanied by evidence of its fair market value, in accordance with Canada Revenue
Agency’s requirements.

Gift Cards & Certificates
1.

The Communications & Development designate enters the details of the gift card into the donor
database.

2.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.

3.

NOTE: If a business donates a gift card for their own goods and services this donation does not qualify
for a tax receipt. However, if an individual purchases a gift card to donate to PLEA, that does constitute
a gift and a tax receipt can be issued.

Shares
1.

The Finance designate informs the Communications & Development designate that the transfer of
ownership has taken place, provides the necessary back-up and confirms the value of the shares
received.

2.

The Communications & Development designate enters the details into the donor database and saves
the back-up in the Fundraising & Communications folder on the Admin drive.

3.

The Communications & Development designate issues the donor with a tax or acknowledgement
receipt, as well as a thank you card or letter as appropriate.
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4.

A donated share is a non-cash gift. If the donated share is listed on a designated stock exchange as
listed by the Canada Revenue Agency (one that is publicly traded), PLEA can issue an official donation
receipt for the fair market value of the gift on the date it was donated. If the share is not listed on a
designated stock exchange, the deemed fair market value rules apply.

5.

The date a share is donated is the date the transfer of ownership takes place.

Receipting
1.

Donations to registered charities such as PLEA, where the donor receives no advantage in return, are
eligible for a charitable tax receipt that may be claimed as a non-refundable tax credit on an income tax
return.

2.

When a donor receives a benefit/advantage (consideration) in return for a donation, all or part of the
donation may no longer qualify as a gift. In this instance a split receipt may be issued. To determine
the eligible amount of the gift, PLEA must subtract the fair market value (FMV) of the advantage from
the FMV of the gift. Advantages that have a combined FMV that is not more than $75 or 10% of the
FMV of the gift, whichever is less, are considered too minimal to affect the amount of the gift. In this
circumstance, PLEA does not have to subtract these advantages from the FMV of the gift when issuing
receipt.

3.

When the FMV of an advantage received for a gift is more than 80% of the FMV of the gift itself, the
Canada Revenue Agency (CRA) generally considers that there is no true intention to make a gift.
Therefore, a charity cannot issue a receipt.

4.

Acknowledgement receipts are issued for donations that are not eligible for a tax receipt, and to
granting agencies which fall under the Canada Revenue Agency’s non-profit designation (e.g.,
foundations, societies, associations).

5.

Tax receipt templates are reviewed for compliance against Canada Revenue Agency’s requirements,
and refreshed where necessary, on an annual basis. Acknowledgement receipts are reviewed and
refreshed at the same time.

Receipt Storage
1.

Copies of tax and acknowledgement receipts issued by PLEA are saved on PLEA’s Admin drive.

2.

Copies of tax receipts (other than for 10-year gifts) are kept for a minimum of two years from the end of
the calendar year in which the donations were made.

3.

Tax receipts for 10-year gifts are kept for as long as PLEA is a registered charity and for a minimum of
two years after the date the registration is revoked.
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2.2.5

Gift Acknowledgement & Recognition

Scope:
This policy applies to individuals involved in donor stewardship and those acknowledging and recognizing gifts
on behalf of PLEA.
This policy does not apply to the acknowledgement and recognition of corporate sponsors. Policy and
procedures regarding corporate sponsorships can be found at policy 2.2.8.

Purpose:
To express our gratitude to donors, publicly acknowledge their philanthropy and garner the interest and
support of prospective donors.

Statements:
1.

PLEA is committed to ensuring donors receive recognition that is timely, accurate, appropriate, and
where possible, in accordance with their own stipulations.

2.

All information concerning donors (including their names and addresses, the names of beneficiaries, the
nature and value of assets given, etc.) is kept confidential, except for recognition or where a donor
grants written permission to use selective information for purposes of referral, testimonial, recognition, or
example.

3.

PLEA honours donors’ requests to remain anonymous with respect to being publicly identified and/or
having the amount of their contribution publicly disclosed.

Procedures:
1.

The Communications & Development Department designate logs the donation alongside the relevant
details of the donor’s identity, the purpose of the gift, and contact information.

2.

Donors receive a thank you letter or card and, if applicable, tax receipts or acknowledgement letters,
within 14 days of the donation being received. The accompanying thank you letter or card is
personalized as much as possible.

3.

Additional donor recognition is determined on a case-by-case basis by the Communications &
Development Department, in consultation with the donor if appropriate. Appendix 2.2.5A offers some
guidance in this regard.

4.

Anonymous donations are recorded as a single Anonymous constituent. Distinctions of note are
recorded in the other available fields (i.e., solicitation, fund, notes).
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2.2.6

Donor Communications and Stewardship

Scope:
This policy applies to individuals engaging in communication and stewardship of donors on behalf of PLEA.

Purpose:
To ensure PLEA has positive and successful ongoing relationships with donors, and to recognize the
significant value existing and repeat donors can have on the financial well-being of the agency’s fundraised
programs.

Definitions:
Donor Communication: Any written, verbal and electronic communication between PLEA (or PLEA
representative) and an existing donor, including ‘formal’ communications via email, phone, mail and face-toface, as well as more ‘informal’ communications such as instant messages, texts, tweets, and direct messages
through social media platforms.
Donor Stewardship: The relationship building that occurs after a donor makes a gift to PLEA. The Canada
Revenue Agency considers donor stewardship activities to be fundraising.

Statements:
1.

PLEA is committed to ensuring that donor communications are timely, appropriate, personalized and in
accordance with their own preferences.

2.

Accordingly, PLEA complies with the Canadian Anti-Spam Legislation (CASL) and embraces guidelines
established by Imagine Canada and the Association of Fundraising Professionals with regards to its
donor communications.

Procedures:
Initial
1.

The first communication new donors receive is typically a thank you/welcome note, accompanied by a
tax receipt or acknowledgement letter as appropriate.

2.

Donor preferences with regards to the frequency and method of ongoing communications (including the
ability to opt out altogether) are then elicited and recorded in the donor database.
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Ongoing
1.

Ongoing communication with donors typically includes the sending of annual reports, gift and program
updates, and invitations to engage in campaigns and appeals, or to attend events.

2.

The type of ongoing communication each donor receives is determined on a case-by-case basis by the
Communications & Development Department and in accordance with individual donor preferences.
Appendix 2.2.5A offers further guidance in this regard.

3.

When sending ongoing communications as listed in Appendix 2.2.5A, the Communications &
Development Department is responsible for ensuring:
a)
b)
c)
d)
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donors are explicitly given the option to opt out of continuing to receive communications from
PLEA (i.e., unsubscribe);
the identity of the sender (whether PLEA or one of its representatives) as well as the contact
information of the sender is included;
a record of the sending of the communication is documented in the donor file; and
changes to donor preferences with regards to the frequency and method of ongoing
communications (including the ability to opt out altogether) is documented in the donor file.

see what’s possible…

2.2.7

Donor Information and Records

Scope:
This policy applies to employees who have access to donor information and records.

Purpose:
PLEA values the trust our donors place in us by sharing their personal information and recognizes that
maintaining this trust requires transparency and accountability in our treatment of the information entrusted to
us. This policy has been developed to outline the guiding principles that influence and determine the decisions
and actions of those responsible for maintaining that trust.

Statements:
1.

PLEA is committed to protecting the privacy of the personal information of its donors. Accordingly, PLEA
complies with the federal Personal Information Protection and Electronic Documents Act (PIPEDA) and
the provincial Personal Information Protection Act (PIPA) and embraces ethical guidelines established
by Imagine Canada and the Association of Fundraising Professionals.

2.

PLEA adheres to the 10 principles that comprise the Canadian Standards Association Model Privacy
Code and which form the basis of both pieces of legislation.

Definitions:
Implied Consent: Consent which is not expressly granted by a person, but rather implicitly granted by a
person's actions and the facts and circumstances of a particular situation (or in some cases, by a person's
silence or inaction).
Personal Information: Information that serves to distinguish, identify, or contact a specific
individual. Information that is publicly accessible is not considered personal information (e.g., information
found in a telephone directory) and, therefore, is not subject to privacy laws or PLEA’s policies regarding
personal information.

Responsibilities:
The Communications & Development Department is responsible for:
a)
b)
c)

ensuring the donor information in PLEA’s possession is kept in strict confidence;
ensuring donor information is only collected and used for the purposes outlined in this policy;
maintaining accurate, up-to-date, and complete donor files;
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d)
e)
f)

ensuring donor’s wishes pertaining to anonymity and how PLEA communicates with them are adhered
to;
making use of the safeguards available to protect donor information; and
abiding by PLEA’s privacy and confidentiality policies, including this policy, always.

The Communications & Development Manager is responsible for:
a)
b)
c)
d)
e)
f)
g)
h)

ensuring only authorized individuals who have valid reasons have access to donor information;
selecting appropriate third-party providers to support PLEA’s fundraising efforts;
ensuring third-party providers who have access to donor information have comparable privacy
safeguards in place;
ensuring appropriate safeguards are available to protect donor information;
ensuring policies and procedures pertaining to donor information are easily available;
responding to requests from donors to view their donor record;
identifying and implementing improvements to PLEA’s policies and practices pertaining to donor
information; and
reporting privacy breaches to PLEA’s Privacy Officer.

PLEA’s Privacy Officer is responsible for:
a)

responding to privacy-related questions, comments, and concerns.

Procedures:
Identifying Purposes
1.

We collect personal information concerning our donors to:
a)
b)
c)
d)
e)
f)
g)
h)

administer their donation;
ask them to renew their support for our mission;
respond to their information requests;
know who our donors are;
send them information about our programs and initiatives;
invite them to events, recognition, and information sessions;
comply with any legal and/or regulatory requirements; and
thank our donors and, where appropriate, publicly recognize their support.

2.

Donor information is obtained lawfully, fairly, and directly from the donor themselves unless they
authorize us to collect it from elsewhere.

3.

Donor information collected is limited to that required for the purposes identified.

Consent
4.

Donor information is collected, used, and disclosed with the donor’s permission.

5.

Their permission may be expressed orally, in writing or may be implied.

5.

Donors may withdraw their consent at any time, by any means, with reasonable notice.

6.

Donors are regularly given opportunities to opt-out of receiving communication materials from PLEA or
may choose to do so by emailing PLEA’s Communications & Development Department at
communications@plea.bc.ca.

PLEA p.2 of 5
bcgeu

7.

PLEA may disclose donor information without consent when it believes in good faith that the law
requires it or if that information is considered by law to be in the public domain. Sources of publicly
available information include telephone and professional directories, newspapers, periodicals, and public
registries.

Limiting Collection
8.

The collection of donor information is limited to that which is necessary for the purposes identified and is
collected by fair and lawful means.

9.

The types of donor information held by PLEA includes:
a)
b)

c)
d)

e)
f)
g)
h)

contact Information: such as a donor’s name, address, telephone number and email;
demographic information: specifically, a donor’s age range (so we can identify individuals who
may be interested in our legacy giving options) and a donor’s pronouns (so we can address
donors correctly);
affiliations: how donors are connected to PLEA and/or to others connected to PLEA;
preferences: how donors prefer to be contacted, their preferred frequency and method of
contact/solicitation, whether they would prefer to remain anonymous, which social media channels
they use;
PLEA’s points of contact with them: when we’ve contacted them, how and why;
what they support: which PLEA programs they have given to;
how much they’ve given; and
tributes: whether any of their gifts are in honour of anyone close to them.

Limiting Use, Disclosure & Retention
10.

PLEA does not trade, rent or sell any donor information to third parties.

11.

Donor information must not be used or disclosed for purposes other than those for which it was
collected, except with the donor’s consent or as required by law.

12.

Donor information is retained as long as the purpose for which the information was originally collected
remains valid. When PLEA destroys donor information, we use safeguards (see procedures 18 and 19)
to prevent unauthorized parties from gaining access to that information during the process.

Accuracy
13.

Donor information is as accurate, complete, and up-to-date as is necessary for the purposes for which it
is to be used.

14.

Donors have the right to see their own donor record and to challenge its accuracy.

15.

PLEA uses its best efforts to ensure that information used on an ongoing basis, including information
that is disclosed to third parties, and information that is used to make a decision about an individual
(such as a giving recognition category), is accurate, complete and up-to-date.

Safeguards
16.

PLEA maintains appropriate technical and organizational safeguards to protect donor information
against loss, theft, unauthorized access, disclosure, copying, use or modification.
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17.

These safeguards include:
a)

restricting access to only authorized individuals within PLEA who have valid reasons to access
donor information, and who have successfully completed a criminal record check;

b)

ensuring authorized employees are aware of the importance of maintaining the confidentiality of
donor information and requiring them to sign a confidentiality agreement;

c)

requiring third parties to safeguard donor information entrusted to them in a manner consistent
with PLEA’s policies. Examples of third parties include mailing services and donor database
providers;

d)

employing physical measures of protection such as ensuring ‘physical’ donor information is stored
in locked filing cabinets and access to electronic donor information is password protected; and

e)

exercising care in the disposal and destruction of donor information to prevent unauthorized
parties from gaining access to it, such as using confidential waste bins.

18.

PLEA’s websites contain online forms that allow visitors to make a donation. When a user donates
through PLEA’s websites, the data is captured in our donor database, which is provided by DonorPerfect
who has access to the information submitted. This data is physically hosted in Quebec by
DonorPerfect’s partner, AWS Canada, who facilitate access from Toronto and Vancouver. This
complies with the federal Personal Information Protection and Electronic Documents Act (PIPEDA).

19.

The donation itself is processed by tools that come with DonorPerfect. A secure connection is
established, and the information is encrypted to prevent interception during the transaction. This secure
connection is maintained until the transaction is completed or terminated. The software that enables
these processes is routinely updated to maximize protection of the information.

Openness
20.

PLEA is open about its policies and procedures with respect to the management of donor information
and makes them readily available in a form that is generally understandable.

21.

Appendix 2.2.7A: Our Guiding Principles for Safeguarding Donors Information, which is posted on our
website, ensures the following information is easily available to PLEA’s donors:
a)
b)
c)
d)
e)
f)
g)

the name and contact information of PLEA’s Privacy Officer;
the name, title, and contact information of the person responsible for safeguarding donor records;
the means of gaining access to donor information held by PLEA;
a description of the types of donor information held by PLEA;
how to find or request a copy of PLEA’s policies and procedures;
the types of donor information made available to third parties; and
how donors can make a complaint and its associated policies and procedures.

Individual Requests
22.

PLEA responds to donor requests to review their record within a reasonable length of time, but no longer
than one month. While PLEA’s response is typically provided at no cost to the donor, depending on the
nature and amount of information involved, PLEA reserves the right to impose a cost.
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23.

The requested information will be made available in a form that is generally understandable. For
example, where PLEA uses abbreviations or codes to record information, an explanation of those codes
will be provided. Where possible, we will provide sources for the information.

24.

For PLEA to provide an account of the existence, use and disclosure of donor information, an individual
may be asked to provide additional information to aid in the search. The additional information will only
be used for this purpose.

25.

Upon request, PLEA provides specific information about third parties to whom donor information has
been disclosed.

26.

When a donor demonstrates the inaccuracy or incompleteness of donor information, PLEA amends the
information as required. Where appropriate, the amended information is transmitted to third parties
having access to the information in question.

Complaints
27.

Donor’s may make a privacy-related complaint by contacting PLEA’s Privacy Officer, whose name and
contact details appear in Appendix 2.2.7A: Our Guiding Principles for Safeguarding Donors Information
and on PLEA’s website, PLEA’s Official Income Tax receipts and PLEA’s Acknowledgement letters.

28.

Donors who make inquiries or lodge a privacy complaint are informed of PLEA’s complaints policy and
procedures, which is also posted to PLEA’s website.

29.

If a complaint identifies a gap in compliance, we take appropriate steps to remedy the situation, including
changing our policies and practices if necessary.
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2.2.8

Corporate Sponsorship

Scope:
This policy applies to PLEA staff wishing to solicit or engage in a sponsorship arrangement with a potential forprofit partner.
Government contribution agreements, grants and contracts, and donations from businesses or individuals, are
not considered corporate sponsorship and therefore fall outside the scope of this policy.

Purpose:
The purpose of this policy is to:
a)

outline who has authority for making sponsorship decisions;

b)

define the relationship between PLEA and its corporate sponsors;

c)

provide guidelines on the types of companies PLEA will work with and those it won’t;

d)

establish guidelines for recognition based on the level or value of the sponsorship and, likewise,
boundaries for use of PLEA’s name and logo; and

e)

ensure the process of oversight and review is reasonable and realistic.

Statements:
1.

PLEA solicits and encourages the business community and other for-profit organizations to become
sponsors of its events, programs, and services.

2.

PLEA enters into sponsorship agreements with sponsors whose values, practices, policies, and
operations are consistent with PLEA’s. PLEA does not enter into sponsorship arrangements with
organizations that produce products that are harmful to its participants, or with any that have a real or
perceived conflict of interest. Sponsorships are not accepted from companies involved in the
manufacture of tobacco, military weapons, nuclear power utilities, firearms or weapons of mass
destruction.

3.

A sponsorship does not automatically imply any exclusive arrangement with the sponsoring
organization. The decision to enter into a sponsorship agreement has no impact on PLEA’s policies or
practices such as its selection of materials or its purchases.
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4.

PLEA does not accept support that implies or requires endorsements of products or services. Sponsors
are not permitted to use the agency’s name or other items for commercial purposes or in connection
with the promotion or endorsement of any product or service.

5.

PLEA’s name, logo and other intangible intellectual assets must always be protected. PLEA retains
editorial control and final approval on uses of its name, trademarks, and logo applications.

6.

When PLEA enters into a cause-related marketing agreement with a third-party, it discloses in all related
materials it produces how it benefits from the sale of products or services, and the minimum or
maximum amounts payable under the arrangement. If no minimum amount is payable, PLEA also
discloses this.

7.

Charitable tax receipts may not be issued for sponsorships. Sponsorships are considered business
expenses and not charitable donations. However, PLEA will issue an acknowledgement to its sponsors
on request.

Definitions:
Corporate Sponsorship: A financial relationship between a PLEA and a for-profit partner that is of mutual
benefit. In exchange for money, products, or services, PLEA provides the for-profit with recognition and/or use
of its name in its marketing.
Generally, there are four types of corporate sponsorship:
Event Sponsorship: A for-profit partner sponsors a specific PLEA event or vice versa.
Partner Sponsorship: A long-term partnership between a PLEA and a for-profit partner.
Cause-Related Marketing: A for-profit partner promotes a specific cause by donating a percentage of its profits
from the purchase of a product or service.
Endorsements: The for-profit partner pays a fee for the use of a PLEA’s name, logo, approval, or a
promotional statement on its products or services.

Responsibilities:
The Communications & Development designate is responsible for:
a)

b)
c)
d)
e)
f)
g)
h)
i)

researching the background and affiliations of sponsor prospects within reasonable parameters which
may include reviewing websites, news coverage, and connecting with PLEA senior leadership for
information and intelligence. Information, including the undertaking of the assessment itself, is held
confidential. Individuals contacted as part of the assessment are held to the same level of confidentiality;
reviewing sponsorships using the criteria outlined in Appendix 2.2.8A;
determining if PLEA policies are relevant to a sponsorship or should be applied to the sponsor;
preparing a letter/agreement that outlines the terms of the sponsorship;
completing periodic reports on outcomes and accountability as requested;
preparing a briefing for the Executive Director for sponsorships outside the delegated authority limit of
the Communications & Development Manager;
annually evaluating multi-year sponsorships;
annually compiling and including in PLEA’s Annual Reports a list of sponsors to PLEA; and
annually compiling a report on the cost, benefit and impact of each sponsorship completed in the
previous fiscal year.
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The Communications & Development Manager is responsible for:
a)
b)

making a final determination on sponsorships of less than $25,000; and
approving documentation of the commitments and obligations of each sponsorship.

The Executive Director is responsible for:
a)

making a final determination on sponsorships of $25,000 or more.

Procedures:
Requests for Sponsorship
1.

Requests from for-profit organizations to enter a corporate sponsorship arrangement should be directed
to the Communications & Development Department.

2.

Staff wishing to solicit sponsorship must also direct their request to the Communications & Development
Department.

Preparing a Sponsorship Agreement
3.

Single activity sponsorships (e.g., sponsorship of a one-time event) operate with an exchange of letters.

4.

Other sponsorships are based on a written agreement between PLEA and the sponsor.

5.

Sponsorship agreements specify:
a)
b)
c)
d)
e)
f)
g)

the type and extent of support expected of the sponsor and PLEA;
the benefits expected to be received by the sponsor (including recognition) and PLEA (including
the dollar amount);
the requirements and obligations of the parties;
the limitations of both parties;
how the funds obtained through the sponsorship shall be spent;
liability and insurance issues as appropriate; and
invoicing procedures.

6.

Agreements are for a specified period with possible renewals depending on an evaluation of
performance and results.

7.

Agreements must be signed by an individual with delegated authority to do so and have this policy, as
well as any other policies to which the sponsor must adhere, attached.

8.

Obligations on the part of PLEA and the sponsor ends upon the termination of the agreement, unless
otherwise specified in the agreement.

Sponsor Recognition
9.

Sponsors are provided with a level of recognition commensurate with their contribution as determined by
the Communications & Development Manager.

10.

Recognition is related to, but not limited to, the events, programs or services supported by the sponsor.
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Criteria and Mechanism for Expedited Reviews
11.

Reviews are not required for approved sponsorships where a) the renewal is in support of approved or
established projects, and b) no extraordinary obligations or stipulations apply.

12.

In these circumstances an extension to the written agreement as well as changes to the agreement is
noted as an addendum to that agreement.

Multi-Year Sponsorships
13.

Multi-year sponsorships are evaluated by the Communications & Development Manager on an annual
basis to ensure that the criteria continue to be met. The process is documented.
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2.2.9

Payment of Fundraisers

Statements:
1.

PLEA does not, directly or indirectly, pay finder’s fees, commissions or percentage compensation based
on fundraising contributions.
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2.2.10 Use of Volunteers in Fundraising Activities
Scope:
This policy applies to volunteers who, in their support of PLEA’s fundraising activities, are considered as acting
‘on behalf of’ the agency and, as a result, are acting with authority to represent the agency. These include
volunteers at PLEA’s fundraising events (such as Children of the Street’s Canvas of Change and Celebration
of Success), as well as volunteers at PLEA’s community events that incorporate a fundraising component
(such as Pride in the Park).
This policy does not apply to:
a)

professionals providing in-kind services at fundraising events and initiatives (such as photographers,
entertainers, musicians, artists);

b)

volunteer mentors who volunteer as part of the KidStart and Kinnections programs; and

c)

individuals fundraising at events operated by a third party whose objective is to fundraise for PLEA.
These volunteers are acting ‘in aid of’ rather than ‘on behalf of’ the agency. They do not have authority
to act on behalf of the agency and PLEA is not responsible for their actions.

Definitions:
Fundraising: Any activity that includes a solicitation of present or future donations of cash or gifts in kind, or
the sale of goods or services to raise funds, whether explicit or implied.
Volunteer: An individual who raises money or offers their time to support a fundraising activity or event without
payment or other material benefit being exchanged in return.

Statements:
1.

PLEA relies on the support of volunteers in the delivery of its fundraising activities on an as needed
basis. These volunteers are acting “on behalf of” PLEA and are covered under PLEA’s insurance policy.

2.

PLEA does not provide payment or other material benefits in exchange for volunteer work. Expense
reimbursement is not considered a material benefit nor is access to essentials such as food, beverages,
and refreshments.

3.

PLEA reserves the right to refuse offers of volunteerism and to select volunteers to undertake specific
fundraising activities as it sees fit.
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4.

Fundraising activities undertaken by volunteers acting ‘on behalf of’ the agency may include but are not
limited to event attendee registration; taking payments; assisting guests; supporting activities such as
photo booth, karaoke, craft tables; overseeing silent auctions, raffles and other revenue-generating
activities; and event set up and clean up.

5.

Volunteers assisting at licensed events must be 19 years of age or older.

6.

Training, support, and supervision is provided to volunteers acting “on behalf of” the agency by a contact
person designated by the Communications & Development Manager. This includes briefing volunteers
on the relevant statements and procedures in policy 2.2.2 Fundraising Activities.

7.

Volunteers engaging in PLEA’s fundraising efforts in any capacity that involves them working directly
with children or vulnerable adults, having unsupervised access to children or vulnerable adults or
accessing records about children or vulnerable adults must undergo a criminal record check as outlined
in policy 3.3.1 Volunteer Criminal Record Checks.

Responsibilities:
The Communications & Development Department is responsible for:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

recruiting individuals to act ‘on behalf of’ the agency in a volunteer capacity;
replying to volunteer inquiries;
providing information to prospective and current volunteers about events and other volunteer
opportunities;
maintaining the volunteer mailing list;
selecting volunteers to assist in fundraising activities;
designating and assigning tasks as per the needs of the agency and wishes of the volunteer;
ensuring the volunteer is adequately trained in performing assigned duties;
appropriately supervising the volunteer while performing their assigned duties;
maintaining communication with the volunteer during the fundraising activity;
thanking volunteers for their time and dedication; and
maintaining an annual record of volunteer names, hours, program supported, and tasks undertaken.

Procedures:
1.

Prospective volunteers contact PLEA to inquire about volunteering.

2.

The Communications & Development designate makes a note of those wishing to volunteer, including
their full name, phone, email, and which task they would like to perform.

3.

If there are no current volunteer opportunities, with their permission, prospective volunteers are added to
a designated mailing list.

4.

When opportunities arise, the Communications & Development designate sends an email to the
designated mailing list and/or reaches out to volunteers who have supported the activity in the past. The
email includes the date, time and purpose of the activity, address, number of volunteers needed, tasks
available, deadline to register as a volunteer and instructions on how to do so. If any specific experience
or certification is required, this information is also listed.

5.

The Communications & Development designate creates a list of volunteers to assist in the activity and
informs the prospective volunteers of whether their assistance is required.

6.

At least two weeks in advance of the event/activity, the Communications & Development designate
prepares a volunteer handbook and emails it to the selected volunteers. The handbook may include an
overview of the agency, a short description of the event/activity and its purpose, a schedule, directions to
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the venue; dress code, any safety considerations, contact details for their primary liaison prior to and on
the day of the activity/event, and a description of the duties and responsibilities for each volunteer role,
with their own highlighted.
7.

On the day of the activity/event, the Communications & Development designate conducts a volunteer
orientation at least one hour prior to the start. The orientation may include a tour of the venue, safety
considerations, housekeeping, a review of the roles and tasks, guidance on food and beverages, and a
meet and greet of staff who can assist them if necessary.

8.

Volunteers accepting money on behalf of the agency (e.g., for admission fees, silent auctions,
donations, raffle sales) are shown how to use the applicable PLEA payment processing device.

9.

PLEA staff circulate between the volunteers during the event/activity to ensure they are managing their
roles, provide any required assistance, and relieve them for a break if needed.

10.

The Communications & Development designate personally thanks the volunteers at the close of the
event. Where possible, the names of each volunteer are included in the closing remarks made to event
attendees.

11.

No later than one week after the event/activity, the Communications & Development designate sends a
follow-up email to thank volunteers for donating their time.

12.

The Communications & Development designate records the names of volunteers, the number of hours
they volunteered and the tasks they undertook in the volunteer file.
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Appendix 2.2.5A PLEA's Grid of Gift Acknowledgement, Recognition & Ongoing Communications
Acknowledgement
acknowledgement & tax receipt (where appropriate)
thank you/welcome card or letter
telephone call from staff within 48 hours
letter/call/telephone call from Executive Director
letter/card/phone call of thanks from the Board Chair (personally signed)
invitation to meet the Board (where appropriate)

$1+

$500 +

$5,000 +

x
x

x
x
x

x
x
x

x
x
x
x

x
x
x
x
x
x

x
x
x
x
x

x
x
x
x
x
x
x
x

x
x
x
x
x
x
x
x
x
x

x
x
x
x
x
x
x
x
x
x
x

x
x
x
x

x
x
x
x

x
x
x
x

x
x
x
x

Recognition
listing in annual report
listing on website
listing on donor wall
post on social media*
notice of gift sent to local media*
cheque presentation photo opp offered (when gift is made)
meet and greet with the program team
program presentation (where appropriate)*
individual listing on donor wall (own frame)
recognition in annual report video
lunch with representatives of the program and agency (where appropriate)
Ongoing Communications
periodic updates on program /fund donated to (typically once or twice a year)
invitations to social events (typically once or twice a year)
invitations to engage in fundraising campaigns/appeals (typically twce a year)
end of year card from the Communications & Development team (typically once or twice a year)
* for service clubs, foundations, corporations etc

x
x
x

$25,000+ $75000 +

see what’s possible…

Appendix 2.2.7A Our Guiding Principles for Safeguarding Donor Information
The following principles reflect our pledge to safeguard our donor’s personal information:
1.

We are accountable for your personal information
We are responsible for all personal information in our possession.
Personal information is any information that serves to distinguish, identify or contact a specific
individual. Information that is publicly accessible is not considered personal information (e.g.,
information found in a telephone directory) and, therefore, is not subject to privacy laws or any policies
regarding personal information.
We keep your personal information in strict confidence.
Your personal information is only used for specifically identified or reasonable purposes, and only
authorized individuals within PLEA who have valid reasons have access to your personal
information. All fundraising staff with access to personal donor information are required to sign a privacy
and confidentiality statement, and to abide by PLEA’s privacy and confidentiality policies always.
Where we choose to have certain services, such as data processing, provided by third-party providers,
we select the third-party carefully. In cases where such transfers take place, we ensure that the thirdparty has comparable privacy safeguards in place.

2.

We collect, use and disclose personal information only for certain purposes that we identify to
you
PLEA’s captures, uses or discloses personal information during fundraising activities only to:
a)
b)
c)
d)
e)
f)
g)
h)

administer your donation;
ask you to renew your support for our mission;
respond to your information requests;
know who you are;
send you information about our programs and initiatives;
invite you to events and recognition/information sessions;
comply with any legal and/or regulatory requirements; and
thank you and, where appropriate, publicly recognize your support.

We obtain personal information about you lawfully and fairly. Personal information is collected from you
directly unless you authorize us to collect it from elsewhere.
The personal information we collect about you is limited to that required for the purposes identified.
www.plea.ca
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3.

We obtain your consent
We collect, use or disclose your personal information with your permission.
PLEA makes reasonable efforts to ensure donors are aware of the purposes for which the information is
collected at the time of collection. Your permission may be expressed in writing (such as when
completing a donation / registration form, subscribing to a mailing list, or through an opt-out/in process)
or orally (either in person or by telephone). Because of the nature of the information we collect, in most
cases we imply consent is given at the time of collection.
You may withdraw your consent at any time, by any means, with reasonable notice by contacting
PLEA’s Communications & Development Department at 3894 Commercial St, Vancouver, V5N 4G2.
Alternatively call 604-218-3758 or email communications@plea.bc.ca.
Regularly, you will be given opportunities to opt-out of receiving communication materials from us or you
may choose to do so by contacting us on the details given above.
We may disclose your personal information without consent when we believe in good faith that the law
requires it or if the information is considered by law to be in the public domain. Sources of publicly
available information include telephone and professional directories, newspapers, periodicals and public
registries.

4.

We limit the collection of your personal information
PLEA limits its collection of donor information to what is required for the purposes identified by us. We
obtain information about you lawfully and fairly.
Types of donor information held by PLEA includes:
a)
b)
c)
d)

e)
f)
g)
h)
5.

contact Information: such as your name, address, telephone number, email etc;
demographic information: specifically, your age range (so we can identify individuals who may be
interested in our legacy giving options) and your pronouns (so we can address you correctly);
affiliations: how you are connected to PLEA and/or to others connected to PLEA;
your preferences: how you prefer to be contacted, your preferred frequency and method of
contact/solicitation, whether you would prefer to remain anonymous, how to wish to be referred,
which social media channels you use;
our points of contact with you: when we’ve contacted you, how and why;
what you support: which PLEA programs you have given to;
how much you’ve given; and
tributes: whether any of your gifts are in honour of anyone close to you.

We limit the use, disclosure and retention of personal information
PLEA does not trade, rent or sell any donor information to third parties. Donor information is not used or
disclosed for purposes other than those for which it was collected, except with your consent or as
required by law.
Donor information is retained as long as the purpose for which the information was originally collected
remains valid. When we destroy donor information, we use safeguards (see section 7) to prevent
unauthorized parties from gaining access to that information during the process.
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6.

Accuracy of your personal information
PLEA is committed to maintaining accurate, complete and up-to-date donor information as is necessary
for the purposes for which it is to be used.
We rely on our donors to provide us with accurate personal information. To change or modify any
personal information provided to PLEA write to the Communications & Development Department at
PLEA Community Services, 3894 Commercial St, Vancouver, V5N 4G2, email
communications@plea.bc.ca or call 604-218-3758.

7.

We safeguard your personal information
We maintain appropriate technical and organizational safeguards to protect your personal information
against loss, theft, unauthorized access, disclosure, copying, use or modification. These safeguards
include:
a)

restricting access to only authorized individuals within PLEA who have valid reasons to access
your personal information, and who have successfully completed a criminal record check;

b)

ensuring authorized employees are aware of the importance of maintaining the confidentiality of
your information and requiring them to sign a confidentiality agreement;

c)

requiring third parties to safeguard donor information entrusted to them in a manner consistent
with PLEA’s policies. Examples of third parties include mailing services and donor database
providers;

d)

employing physical measures of protection such as ensuring ‘physical’ information is stored in
locked filing cabinets and access to electronic information is password protected; and

e)

exercising care in the disposal and destruction of your information to prevent unauthorized parties
from gaining access to it, such as using confidential waste bins.

PLEA’s websites contain online forms that allow visitors to make a donation. When you give through
PLEA’s websites the data is captured in our donor database, which is provided by DonorPerfect who has
access to the information submitted. This data is physically hosted in Quebec by DonorPerfect’s
partner, AWS Canada, who facilitate access from Toronto and Vancouver. This complies with the
federal Personal Information Protection and Electronic Documents Act (PIPEDA).
The donation itself is processed by processing tools that come with DonorPerfect. A secure connection
is established, and the information is encrypted to prevent interception during the transaction. This
secure connection is maintained until the transaction is completed or terminated. The software that
enables these processes is routinely updated to maximize protection of the information.
8.

We are open about our privacy practices
PLEA’s policies and procedures on our overarching principles, fundraising practices, privacy &
confidentiality, responding to complaints, and conflicts of interest are available on our website at
https://www.plea.ca/about-us/reports-and-policies/policies/.
You may request a copy of these policies, and any others of interest to you by contacting the
Communications & Development Department at PLEA Community Services, 3894 Commercial St,
Vancouver, V5N 4G2 or email communications@plea.bc.ca.
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9.

We enable you to access your personal information
You may ask us whether we hold any personal information about you. You can see that information and
ensure it is accurate by contacting PLEA’s Communications & Development Department at PLEA
Community Services, 3894 Commercial St, Vancouver, V5N 4G2, by email communications@plea.bc.ca
or call 604 218 3758.
We endeavor to get back you within a responsible length of time, but no longer than one month. Please
note that while PLEA’s response is typically provided at no cost, depending on the nature and amount of
information involved, PLEA reserves the right to impose a cost.
The requested information will be made available in a form that is generally understandable. For
example, where PLEA uses abbreviations or codes to record information, an explanation of those codes
will be provided. Where possible, we will provide sources for the information.
For us to provide an account of the existence, use and disclosure of donor information, you may be
asked to provide additional information to aid in the search. The additional information will only be used
for this purpose.
Upon request, PLEA also provides specific information about third parties to whom your personal
information has been disclosed.
PLEA will amend inaccuracies or incompleteness as required. Where appropriate, the amended
information is transmitted to third parties having access to the information in question.

10.

You may register a complaint
You may register a privacy-related complaint by contacting PLEA’s Privacy Officer at PLEA Community
Services, 3894 Commercial St, Vancouver, V5N 4G2 or email privacy@plea.bc.ca.
We investigate all complaints. Donors who make inquiries or lodge a privacy complaint are informed of
PLEA’s complaints policy and procedures, which are also posted on PLEA’s website.
If a complaint identifies a gap in compliance, we take appropriate steps to remedy the situation, including
changing our policies and practices if necessary.

11.

Contacting PLEA
Privacy-related questions, comments and concerns may be directed to Michelle Hawco, PLEA’s Privacy
Officer at 3894 Commercial St, Vancouver, V5N 4G2. Alternatively call 604-708-2626 or email
privacy@plea.bc.ca.
To check the accuracy of your donor record, or to request a change to the way we communicate with or
acknowledge you, contact Jen Graham, Communications & Development Manager at 3894 Commercial
St, Vancouver, V5N 4G2. Alternatively call 604-218-3758 or email communications@plea.bc.ca.
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see what’s possible…

Appendix 2.2.8A: Criteria for Reviewing Potential Corporate Sponsors
1.

Are the specified proposed uses of the sponsorship congruent with the mission and priorities of PLEA?
a)
b)
c)
d)
e)
f)
g)

2.

Are the sponsor’s expectations pertaining to control, oversight, and outcome(s) of the sponsorship
and/or project to which the funds are applied acceptable to PLEA?
a)
b)
c)
d)

3.

Does PLEA have editorial control over the content of materials and publications and input into
their dissemination?
Will PLEA be able to review and approve public statements about the sponsorship, its findings
and/or implications?
Will PLEA be in control of the funds at all times?
Are expectations on outcome, responsibilities, methods of implementation, and duration of funding
feasible and agreeable? (Any special expectations of the sponsor need to be explicit and
documented).

Are the sponsor/partner’s expectations regarding recognition or acknowledgment of their support
acceptable to PLEA?
a)
b)
c)
d)
e)
f)
g)
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How do the proposed uses of sponsorship relate to PLEA’s mission and priorities?
Why does the organization want to sponsor / market with PLEA?
Are the practices, policies, and operations of the sponsor in concert with PLEA’s?
Are any of the sponsors products or service harmful or potentially harmful to PLEA participants?
Is the sponsor a tobacco company, a manufacturer of firearms or weapons of mass destruction, or
have corporate ties to the same?
What is the impact of the sponsorship and benefits to PLEA programs and its participants?
Do the impact and/or benefit outweigh the risks of collaborating with the potential sponsor?

Is the extent to which the name of the organization is affiliated with PLEA acceptable to the
sponsor?
What public recognition is expected by the sponsor?
Is the recognition appropriate for the amount of the sponsorship?
Is there an appearance of product endorsement?
Does the sponsor’s image support or detract from PLEA?
Would acceptance of the sponsorship create any real or apparent conflicts of interest for PLEA?
Would acceptance of the sponsorship create any personal, financial, or professional gains, and
therefore conflict of interest, for PLEA employees, caregivers, volunteer mentors, members, or
other volunteers?

