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Questions

Contact the events team at: events@shinethroughtherain.ca or
call toll-free 905-477-7743

Use this guide to design and produce a successful event. You do not
have to follow every step, but these suggestions and practices have
been found to work. Adapt them to your unique event.
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Welcome Letter

=

Dear Friend,

Thank you for hosting a fundraising event in your area. We are happy
that you have decided to partner with us to raise awareness and

funds for everyone with life threatening illnesses. By implementing this
event, you are helping deliver simple acts of care and kindness to
children, adults and their families going through this experience. The
Shine Through the Rain Foundation was created to assist patients who
are facing the hardships of a life threatening illness. The Foundation
focuses on improving the mental, social and emotional well-being of
these patients while helping minimize the devastation that illnesses

can cause. No one should have to face sickness alone. This booklet
includes virtually everything you need to know in order to host your own
successful event. But treat these ideas as guidelines. Revise. Modify. You
will create the kind of event to best suit youl!

Best Wishes,

The Staff at Shine Through the Rain Foundation
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About the Shine Through the
Rain Foundation

Shine Through The Rain does many things but all in the service of one
goal. That goal is to help those who are affected by life threatening
illnesses. Whether it's through services or funds, we provide guidance,
. support, and financial aid to those in need. We help adults, children,
\ ~and families find the silver lining. When things seem gloomy and you're
g A being rained on, we're here to help you shine through it.

Rainy Day Fund

People suffering illness often face financial difficulties. 91% of patients will experience
increased costs. Suddenly, household bills become overwhelming; utilities are in jeopardy
of being shut-off or an eviction notice is received. The Rainy Day Fund provides emergency
payments directly to the utility companies and landlords, ensuring that each patient has a
warm, safe place to call home while recovering.

The Rainy Day Fund also provides grocery gift cards, transportation to the hospital, and parking

costs. Shine Through The Rain also reviews special requests for consideration above and
beyond the scope of services already covered.

Rainy Day Gifts

During the battle with a life threatening illness, some patients will require the complete

10 removal of an affected area of the body. For example, women may require the removal of
- a breast after receiving a breast cancer diagnosis. Countless women have shared that the
experience is equivalent to losing your femininity and sexuality all at once, leaving patients
to deal with issues of body image and self-esteem. Similarly, men may feel less masculine
immediately after surgery. Regardless of sex/gender, individuals going through treatment
are indeed under a lot of stress whether it is stress due to the news of a diagnosis, a lack
of family and close friends for emotional support or the financial stress due to the costs
and fees that are incurred when dealing with their diagnosis. But simple sensitive acts of
care and kindness can help. This is the focus of the Women's Pamper Me Pink Pack and
Men's Booster Pack. Everyone affected by illness deserves to be shown they are loved and
supported through their journey to conquer, survive, and recover from their diagnosis!

The foundation delivers gifts to children each year through the national Rainy Day Gifts
Program. ltems such as board games, toys, crayons, colouring books, markers, video
games, puzzles, books, teddy bears, craft kits... all sorts of things that make children smile
and laugh... are distributed to hospitals across the country.
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Camp Scholarships

Iliness often isolates children from their friends and the activities they love. The Camp
Scholarship Program allows children in remission to reconnect with those friends and
activities. The program is offered for free, and provides funding for a camp of their choice:

A ‘ N sports, music, art, science, horseback riding, water skiing or other activities they missed
most during treatment.

The Scholarship Program took shape around the idea: find a need and fill it, find a hurt
and heal it. A simple act of compassion, so often overlooked; that's what the children and

families need. What could be more powerful?

We strive to put a smile on a child’s face, by letting them choose a camp to go to after
finishing treatment and being well enough to attend a regular camp. To register, see below.

Camp Backpacks

As part of the Camp Scholarship Program, the Foundation provides kids with a camp
backpack, filled with items they will use while enjoying their camp experience, such as a
first aid kit with pamphlet describing basic first aid care, Frisbee or sports ball, SPF ChapStick,

N ‘ N SPF 30 Sunscreen, and a water bottle. We aim to provide something for children who may
arrive at camp with little or no extras. The items inside each bag will help make a child’s
stay at camp truly memorable! And the recreational items will encourage children to socialize
and have fun with fellow campers!

We also supply backpacks to oncology camps in Ontario that are specifically designed

for children with cancer to attend while still in treatment. Last year we sent out over 800+
backpacks to kids all across Canada.
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Read about how your donations help!

=

Dear Shine Through the Rain Foundation,

| wanted to express my sincere thanks for the summer camp scholarship
that you gave me. | attended the Pulse on Tour dance convention July
15-18 and had the time of my lifel Dance is my passion, and to have
such a wonderful opportunity to do what | love was great! The teachers

included amazing choreographers and dancers like Wade Robson, Chris

Judd, Mia Michaels, Dave Scott, Laurieann Gibson, Tyce Diorio and Gil
Duldulao. To be taught by people of such high caliber was so exciting
and to dance with others who shared the same passion for dance was
an incredible experience! At the end of the weekend, | walked out a
better dancer! To realize that | had gone from barely being able to
open my eyes to dancing with some of the greatest choreographers/
dancers in the world made me feel very grateful and proud of what |
have overcome! | feel like dance has helped me very much in healing
emotionally from cancer so the gift that you gave me was much more
than a weekend of dance! Thank you so much again for an amazing
experience! | will always remember it and appreciate so much what
you did for me and what you do for other kids like me!

Love, Melinda
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Here are the essential steps:

1. Date and Location

Choose a date and select a location where you will host your event. When choosing a date, keep in mind the
weather, any important events in your community and holidays—both local and national.

2. Create a Plan

Allow ample time to plan. A successful event requires at least 90 days advance planning, perhaps more. Start

the process with recruiting a core group of volunteers. Ask friends and family if they will assist. A strong core
volunteer team is the key to a successful event. Of course, smaller events do not require this kind of plan.

Develop a timeline for the event complete with milestones. For example:

Date Task
January Determine date and venue
February Recruit volunteers and make committee chairperson assignments:

* Publicity Committee (advertising)

* Fundraising Committee (individual pledges, corporate sponsorships, gifts-inkind for auction)
* Food and Refreshments Committee

* Activities Committee (for weekend event)

* Budget & Operations Committee (event management)

March Hold Committee meeting. Report on progress and needs
April Hold Committee meeting. Report on progress and needs
May Final Committee meetings

Hold event

Establish a simple budget. Estimate your revenue from registrations, sponsorships, and auction items. List
your expenses including venue rental, advertising, and food. Establish a net profit goal. Manage your
event activities to meet that goal. Update as you go along to make sure all of your numbers are correct
and you can gauge how close you are to meeting your goals. Remember, at the end of your event you
will be expected to submit a summary of your revenues, expenses and profits.
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3. Corporate Sponsorships

Develop sponsorship levels based on what other community charity events in your area charge. Assign one of
your committee members to be in charge of selling sponsorships. Create a mailing list of local businesses that
you think would be interested in sponsoring your event and ask us for a list of our local prize donors. Contact
them with your request. It may take several tries to get an answer. Don’t be discouraged by this! It's normal.

4. Registration Fees

Determine what amount you will charge per attendee. Compare your rates to what other events similar to
yours are charging in your area. Make your fees comparable to theirs. Keep in mind any expenses you will
have to pay per person. Make sure your fees cover the expenses plus a donation for the Shine Through the
Rain Foundation. A good rule of thumb is to charge double the per person costs. For example, if your cost per
person is $25, you should charge at least $50 in registration fees.

5. Individual Fundraising

Registration fees may be offset by any fundraising an individual has completed. Individuals can fundraise
online by just sending out their event website to friends and family members. Ask about matching gifts. Many
companies offer a matching gift program when one of their employees makes a charitable contribution. Ask
your donors and volunteers if their company will match donations. It's an easy way to double your totals!

6. Gift-in-Kind Donations

Your costs can be lowered by soliciting donations. Many businesses may not be able to support the event
with a monetary contribution, but will give product donations. Some larger chain stores will donate gift cards.
You can collect donated products and display for a raffle. It's a simple and easy way to generate additional
revenue.

7. Spread the Word

Registering your event online is one of the first ways to get the word out. Go to www.shinethroughtherain.ca
and follow the event registration guidelines. The Foundation will feature your event in its periodic email
communications.

After your event is approved, we will create a website for you from our home page. People will be able to
search for your event this way. Any additional information that you want posted, just send to us.

Post on Facebook! Social media is the fastest way to get the word out about your event. Make sure we have
your facebook information so we can link to our page.

Contact local media including newspapers, magazines, radio and television stations. Inform them of the

event and ask if they could give it coverage. You can also contact community centres, libraries, schools and
community groups.
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Host a Successful Event!

Now, have fun. All that is left is for you to have a wonderful event!

Post Event

Once all money has been received and your expenses have been paid, it is time to send your donation!
Please make cheques/money orders payable to “Shine Through the Rain Foundation.” Do not send cash!
Please include photos of your event. Mail all donations within a month of your event to:

Shine Through The Rain Foundation
329 Pasadena Drive
Keswick, ON L4P 272

Thank you for your support! Together we will create smiles, inspire hope and help children and adults who are
going through a life threatening illness.

Policies and Procedures:

The STTRF logos are available for you to use. All materials with the logos must be approved by STTRF before
use. They can’t be modified in any way. All events must maintain a positive community image. STTRF reserves
the right to review and approve all events that will be using the event name and supporting STTRF. An approved
event shall not promote STTRF as the organizer of the event, but rather the beneficiary. You are not allowed to
open any financial account using the Foundation’s name. You may want to obtain liability insurance for your
event. STTRF’s insurance policy does not cover third party events.

At any time our event coordinator will be happy to review the details of your event and provide suggestions or
feedback. Feel free to reach out for help or advice at events@shinethroughtherain.ca.
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Frequently Asked Questions

Q: How can | do this event by myself?

A: We encourage you to get volunteers to help you with the event. Ask your friends, families, co-workers,
place of worship, etc., if they can help you plan! Make sure to delegate appropriate tasks to your volunteers!
For example: teenagers or college aged kids would be fantastic at helping plan Kid-Friendly Activities for
your event!

Q: Do you have a banner available?

A: Yes, we do have banners with our logos on for events to use. Just contact us, and we can send one your way!

Q: What do | do if it rains on the day of my event?

A: You should decide ahead of time if you wish to plan for a rain date for your event. If your event is going
to be outside, a rain date is a wise idea. Confirm with your venue as well, some may not allow an event

to happen on their property during inclement weather. We recommend you clearly state that in the event
inclement weather forces cancellation of the event, registrations and donations are not refundable. Instead,
they will be sent directly to Shine Through the Rain Foundation.

Q: Can | use STTRF's logos and letterhead?

A: Yes! We can send you an electronic version of both for you to send. Once your event is approved, you can
request them.

Q: Can STTRF promote my event via their Facebook page?

A: Absolutely! Please let us know the important information about your event, and we’d be happy to post
it for you! We will also include upcoming events on our quarterly e-newsletters and will include your event
there as well.

Q: Can STTRF pay for expenses?

A: No, we will not be able to pay for any of your event expenses. Please make sure that you allow for any
expenses that you will need to pay from your proceeds. Once money is turned into STTRF, we cannot pay
for expenses from that.

Q: Are donations made to an event tax deductible?

A: STTRF is a charitable organization, so any contribution to the Foundation qualifies as a deduction
under Section 170 of the Internal Revenue Code. If payments are made to an independent person or
organization, those payments will not be tax deductible. If the payments are made directly to us, then
they qualify. Please note if payments are made directly to us, then they can’t be used for your expenses.
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Here are some other event ideas that can help the cause:

Auction

Canister Campaign

Toy Drives

Mini-Golf Tournament

Dress Down Days at Local Businesses

Walk-a-Thon

Host a spaghetti dinner or pancake breakfast and donate the proceeds
In lieu of birthday, wedding, etc. gifts, ask people to make a monetary contribution to the charity
Car Wash

Bowling Tournament

Talent Show

Sporting Tournament (baseball, basketball, dodgeball)

Casino Night

Wine Tasting

Bake Sale

Donate Yard Sale Proceeds

Employers can sell parking spots during the winter, to the highest bidder, or the top corporate fundraiser

Feel free to come up with your own idea! We love creativity!
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Sample Sponsorship Request Letter

Dear Friend,

Shine Through the Rain Foundation is a registered charity that supports children and adults diagnosed with a life threatening illness. Today |
ask that you take part in helping to make that difference by supporting our event.

Include important information about your event (date, location, activities planned, estimated number of people in attendance, etc).

By joining us as a sponsor you will gain more than just advertisement for your business, you will be a part of how we make a difference
through our programs. Our mission is simple, to develop programs that create smiles and inspire hope in children and adults who need it
most: children and adults with a life threatening illness. The following are our programs that support this mission.

* Rainy Day Fund: People suffering illness often face financial difficulties. 91% of patients will experience increased costs. Suddenly,
household bills become overwhelming; utilities are in jeopardy of being shut-off or an eviction notice is received. The Rainy Day Fund
provides emergency payments directly to the utility companies and landlords, ensuring that each patient has a warm, safe place to call
home while recovering. The Rainy Day Fund also provides grocery gift cards, transportation to the hospital, and parking costs. Shine
Through The Rain also reviews special requests for consideration above and beyond the scope of services already covered.

* Rainy Day Gifts: During the battle with a life threatening illness, some patients will require the complete removal of an affected area of
the body. For example, women may require the removal of a breast after receiving a breast cancer diagnosis. Countless women have
shared the experience is equivalent to losing your femininity and sexuality all at once, leaving patients to deal with issues of body image
and self-esteem. Similarly, men may feel less masculine immediately after surgery. Regardless of sex/gender, individuals going through
treatment are indeed under a lot of stress whether it is stress due to the news of a diagnosis, a lack of family and close friends for emotional
support or the financial stress due to the costs and fees that are incurred when dealing with their diagnosis. But simple sensitive acts of care and
kindness can help. This is the focus of the Women’s Pamper Me Pink Pack and Men’s Booster Pack. Everyone affected by illness deserves to
be shown they are loved and supported through their journey to conquer, survive, and recover from their diagnosis!

We also deliver gifts to children, such as board games, toys, crayons, colouring books, markers, video games, puzzles, books, teddy
bears, craft kits... all sorts of things that make children smile and laugh... are distributed to hospitals across the country.

* Camp Scholarships: lliness often isolates children from their friends and the activities they love. The Camp Scholarship Program allows
children in remission to reconnect with those friends and activities. The program is offered for free, and provides funding for a camp
of their choice: sports, music, art, science, horseback riding, water skiing or other activities they missed most during treatment. The
Scholarship Program took shape around the idea: find a need and fill it, find a hurt and heal it. A simple act of compassion, so often
overlooked; that's what the children and families need. What could be more powerful? We strive to put a smile on a child’s face, by
letting them choose a camp to go to after finishing treatment and being well enough to attend a regular camp. To register, see below.

* Camp Backpacks: As part of the Camp Scholarship Program, the Foundation provides kids with a camp backpack, filled with items they
will use while enjoying their camp experience, such as a first aid kit with pamphlet describing basic first aid care, Frisbee or sports ball,
SPF ChapStick, SPF 30 Sunscreen, and a water bottle. We aim to provide something for children who may arrive at camp with little or
no extras. The items inside each bag will help make a child’s stay at camp truly memorable! And the recreational items will encourage
children to socialize and have fun with fellow campers!

We also supply backpacks to oncology camps in Ontario that are specifically designed for children with a life threatening illness to attend
while still in treatment. Last year we sent out over 800+ backpacks to kids all across Canada.

| have included sponsorship levels and ask that you review and choose a sponsorship that works best for your business. It is an amazing
opportunity to show your support and gain potential customers at the same time. If you would like more information on Shine Through the
Rain you can visit our website at www.shinethroughtherain.ca

Again thank you for your time and consideration and we hope that you will join us in making a difference.
Please feel free to contact me with any questions and include your contact information.

Sincerely,

Your Name
“Event Name” Campaign Leader
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Sample Sponsorship Levels

Event Sponsor - $500

* Company logo on all printed materials and website

* Banner at event

* Full page advertisement in program

* Promotional materials given to all attendees in our welcome bag
* Booth at event

* Entry for two

Meal Sponsor - $250

* Company name listed on all printed materials and website

* Banner at event

* Half page advertisement in program

* Promotional materials given to all attendees in our welcome bag

Entertainment Sponsor - $150

* Company name listed on website
* Quarter page advertisement in program
* Promotional materials given to all attendees in our welcome bag

Family Sponsor - $100

* Company name listed on our website and program
* Promotional materials given to all attendees in our welcome bag

Donation of Auction ltems

* Company name listed on website, program and announced with item during auction

Donation of Services or Goods

* Company name listed on website and program

Please include the following information and mail to (your mailing address)

Name/Business

Address

City, Province, Postal Code

Phone

Website

Sponsorship Level

Product Donation Description & Value
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INTERPRETATION GUIDE:
THE ETHICAL FUNDRAISING &
FINANCIAL ACCOUNTABILITY CODE

Purpose of this Guide:

This Guide has been developed by the Canadian Centre for Philanthropy (“CCP” or the
“Centre”) to assist in the interpretation and application of the Centre’s Ethical Fundraising
& Financial Accountability Code (the “Code”).

The Code prescribes standards of ethical conduct to be followed by charitable
organizations in managing their fundraising activities. In the sections that follow, we
expand upon each individual standard with a commentary containing guidelines for ethical
practice and, where appropriate, examples of ethical and unethical conduct.

We do not consider this Guide to be a comprehensive summary of all that charitable
organizations can or should do to assess, and change if necessary, their fundraising
practices. Instead, it is designed to assist governing boards and staff leaders in applying
the Code and evaluating the ethical quality of their organization’s fundraising policies and
to stimulate greater ethical awareness and discussion. The Code and this Guide will also
improve the public’s awareness and understanding of ethical fundraising practices and will
help donors to make informed decisions regarding the organizations they choose to
support. We have tried to furnish a Guide that is easy to read while avoiding fundraising
jargon. If you come upon a term or phrase that is unfamiliar, please refer to the Glossary.
Key defined terms are underlined in the text that follows.

The Code addresses issues that are difficult to state absolutely. It will be subject to
judgment and interpretation and we anticipate that new and unforeseen issues will emerge.
For this reason, the standards are not exhaustive but evolving. They are expected to grow
with experience and will, over time, be revised to reflect practice, laws and regulations as
they change.

© Canadian Centre for Philanthropy
425 University Avenue, Suite 700, Toronto, ON M5G 1T6
Tel: (416) 597-2293, Fax: (416) 597-2294, Email: general@ccp.ca, Web: www.ccp.ca
No reproduction without prior written permission
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Fundraising practices — the methods employed and the integrity with which monies are
subsequently used — have an important influence on the public’s perception of charitable
organizations. The Canadian Centre for Philanthropy is indebted to the Muttart Foundation
and the Donner Canadian Foundation for the financial support they have provided for this
project and for their continuing interest in strengthening the capacity of the voluntary
sector.

If you have questions or comments regarding the contents of this Guide, please forward
them to:

Peter Broder

Legal and Public Affairs Associate
Canadian Centre for Philanthropy
425 University Avenue, Suite 700
Toronto, Ontario

M5G 1T6

Tel: (416) 597-2293 ext. 243
Fax: (416) 597-2294

Email: peterb@ccp.ca
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Ethical Fundraising & Financial Accountability Code

Introduction

This Ethical Fundraising & Financial Accountability Code has been developed by the
Canadian Centre for Philanthropy, in consultation with charity leaders throughout
Canada. Its primary purpose is to assure donors of the integrity and accountability of
charities that solicit and receive their financial support.

Charities that adopt this Ethical Fundraising & Financial Accountability Code commit to
fundraising practices that respect donors’ rights to truthful information and to privacy.
They also commit to manage responsibly the funds that donors entrust to them, and to
report their financial affairs accurately and completely.

Donors or prospective donors who have questions or concerns about fundraising
activities should contact the charity on whose behalf the funds are being solicited.
Charities that adopt the Ethical Fundraising & Financial Accountability Code are
committed to deal with such queries promptly and fairly. The Charities Division of the
Canada Customs and Revenue Agency also provides information and receives
complaints about registered charities at 1-800-267-2384.

This Ethical Fundraising & Financial Accountability Code complements the professional
codes of ethics and standards of practice to which many fundraisers individually adhere
(such as those of the Association of Fundraising Professionals, the Association for
Healthcare Philanthropy, the Canadian Association of Gift Planners, and other national,
provincial or sectoral organizations).

There are some forms of revenue raising for which official receipts are not issued for
income tax purposes (for example, charitable gaming transactions, proceeds from
product sales, affinity card or product fees, and market value charges for charitable
benefits, tournaments, banquets, events or activities). These activities may be
governed by specific legal requirements and/or involve additional ethical considerations
that are not addressed in this Ethical Fundraising & Financial Accountability Code.

In order to be recognized by the Canadian Centre for Philanthropy as having adopted
this Ethical Fundraising & Financial Accountability Code, a charity’s governing board
must pass the following motion as a formal resolution:

"[Name of charity] hereby adopts the Canadian Centre for Philanthropy’s Ethical
Fundraising and Financial Accountability Code as its policy. In so doing, members of
the governing board commit to being responsible custodians of donated funds, to
exercise due care concerning the governance of fundraising and financial reporting,
and to ensure to the best of their ability that the organization adheres to the provisions
of the Code. It is hereby confirmed that each member of the governing board has
received a copy of the Ethical Fundraising & Financial Accountability Code and that a
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copy will also be provided to each person who is subsequently elected to the governing
board."

Charities that adopt the Code may be added to the list on the Canadian Centre for
Philanthropy’s web site by completing the online registration at

http://www.ccp.ca/information/documents/code_registration.htm, or alternatively by
contacting:

Canadian Centre for Philanthropy
425 University Avenue, Suite 700
Toronto, Ontario

M5G 1T6

fax: (416) 597-2294,
e-mail: code@ccp.ca

Commentary:

(a)

(b)

(©)

=

Shine

Maintaining public trust in charitable organizations requires that they act in a manner that
is transparent and that withstands scrutiny — discharging this responsibility entails
operating within the law, but it also goes beyond that. This Code builds on the legal
requirements that govern charities, and prescribes a set of standards as benchmarks of
fairness, integrity, honesty and respectful practice in fundraising programs.

Behind every standard in this Code is the premise that the sector’s reputation is enhanced
when organizations conduct their fundraising activities in a manner that is credible and
above reproach.

The Code does not deal with some issues or circumstances that are governed by specific
legislation, such as contributions solicited or events authorized under federal or
provincial lottery and charitable gaming statutes (e.g., games of chance such as charity-
sponsored: raffles, pull tickets, lotteries, bingos or casino nights). Nor does the Code
deal with fee-for-service or commercial activities, even where they are carried out by a
charity.
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A. Donors’ Rights

1. All donors (individuals, corporations, and foundations) are entitled to receive an
official receipt for income tax purposes for the amount of the donation. Donors of non-
monetary eligible gifts (or gifts-in-kind) are entitled to receive an official receipt that
reflects the fair market value of the gift. (Note: The term "Eligible gifts" is
comprehensively defined by CCRA. A full definition can be found in CCRA’s
Interpretation Bulletin dealing with gifts and official donation receipts. Some common
gifts, such as donations of volunteer time, services, etc., are not eligible to receive
official tax receipts.) The charity’s governing board may establish a minimum amount
for the automatic issuance of receipts, in which case smaller donations will be receipted
only upon request.

Commentary:
Guidelines:

(a) Charitable organizations should establish clear policies regarding the issuance of official
receipts. Particular attention should be given to situations where:

- no receipts should be issued (e.g., mixed purchase and donations, gifts of service,
donations that directly or indirectly benefit the donor, etc.);

- receipts may only be issued in special circumstances (e.g., donations with
inducements, dinner/auction events, etc.); or

- there are special valuation requirements (e.g., gifts-in-kind, items donated for
auction, donation of prizes, efc.)

(b) Use of an independent appraiser is recommended to determine the value of gifts with a
fair market value in excess of $1,000. This practice is not mandatory, and in cases where
obtaining an independent appraisal is cost prohibitive or not feasible, CCRA may accept
an internal appraisal. In any event, the onus is on the charity to satisfy CCRA that the
receipt it issues reflects the fair market value of the gift. An independent appraiser
should:

- have no connection to either the charitable organization or the donor;
- be familiar with the market for the object being donated; and,
- determine the value of the gift as of the date of the donation.

(©) Although public and private grant-making foundations obtain no tax advantage when an
official receipt is issued for a contribution they make, there is no prohibition against
issuing receipts to foundations and many prefer to receive one. Care should be taken to
distinguish receipts issued for tax purposes and those issued merely to confirm funding
has been received. If the receipt is solely to acknowledge receipt of funding, it should
indicate: “Not For Tax Purposes”; the charity should be aware that any income tax receipt
issued (even one given to a foundation) will affect the charity’s disbursement quota for
the following year.
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(d)

2.

The Canada Customs and Revenue Agency has a number of helpful publications that
address charitable receipting issues. Materials include: a booklet entitled 7Tax
Advantages of Donating to Charities — RC4142(c) 1507 (released 3 October 1999), a
pamphlet entitled Gift and Income Tax — P113, Interpretation Bulletin IT-110R3
(released 20 June 1997) and various issues of the Registered Charities Newsletter. All
are available at the Canada Customs and Revenue Agency’s website: www.ccra-

adrc.gc.ca.

All fundraising solicitations by or on behalf of the charity will disclose the charity’s

name and the purpose for which funds are requested. Printed solicitations (however
transmitted) will also include its address or other contact information.

Commentary:

Guidelines:

(a)

(b)

(c)

(d)

3.
request:

=

Shine

All communications with donors and potential donors should include a statement of the
purpose of the fundraising appeal and sufficient contact information to facilitate further
inquiries about or to the charitable organization.

Care should be taken not to mislead donors or prospects into believing that their
contribution will be used for a specific project, if this is not the case. Where an appeal is
made for funds for general use, it is good practice to clearly identify any projects
mentioned in fundraising solicitations as examples of the charity’s work.

It is preferable to provide the charity’s complete address. Where this is not practical (i.e.,

the charity does not have its own office) or reasonable given the nature of the charitable
activity or the nature of the solicitation (e.g., by telephone), sufficient information should
be included to enable donors or potential donors to contact the organization during
regular business hours and speak to an employee or volunteer who can respond to their
questions.

Either its legal name or another name that is filed may identify the charity with the
Charities Division of the Canada Customs and Revenue Agency.

Donors and prospective donors are entitled to the following, promptly upon

- the charity’s most recent annual report and financial statements as
approved by the governing board;
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- the charity’s registration number (BN) as assigned by the Canada
Customs and Revenue Agency;

- any information contained in the public portion of the charity’s most recent
Charity Information Return (form T3010) as submitted to the Canada
Customs and Revenue Agency;

- a list of the names of the members of the charity’s governing board; and,

a copy of this Ethical Fundraising & Financial Accountability Code.

Commentary:

Guidelines:

(a) Charitable organizations recognize that they are responsible and accountable to donors
and therefore disclose all information (e.g. financial statements, annual reports, public

filings) that will reasonably add to the public’s understanding of, and confidence in, their
operations and in their methods and costs of fundraising.

(b) Charitable organizations should reply promptly to all requests for information.

(c) The “financial statement” referenced in this section should be, or be based on, the
organization’s most recent financial statement as approved by the governing board or the
financial statement filed with the Canada Customs and Revenue Agency in the
organization’s most recent T3010.

(d) Financial statements should provide enough information to serve as a basis for informed
decision-making by donors, and:

- shall accurately present the financial activities and overall financial position of the
organization;

- should be prepared in accordance with Generally Accepted Accounting Principles
(“GAAP”) in all material aspects, as well as any other appropriate guidelines
adopted by the Canadian Institute of Chartered Accountants (“CICA”) for the
type of charitable organization involved; and,

- shall disclose, at minimum, the information set out at Standard C4.

(e) All financial summaries or extracts presented separately from an organization’s financial
statement should be clearly related to and consistent with the information contained in the
full financial statement including notes.

) This Standard should be read with Section C4, below.
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Examples of Ethical Practice:

The organization’s governing board reviews the entire annual report for consistency with
the financial statement.

4. Donors and prospective donors are entitled to know, upon request, whether an
individual soliciting funds on behalf of the charity is a volunteer, an employee, or a hired
solicitor.

Commentary:

Guidelines:

(a) Training of fundraisers, whether volunteer or paid, should include a briefing about the
donor’s right to know the fundraiser’s status.

5. Donors will be encouraged to seek independent advice if the charity has any
reason to believe that a proposed gift might significantly affect the donor’s financial
position, taxable income, or relationship with other family members.

Commentary:

Guidelines:

(a) Charitable organizations shall ensure, to the best of their ability, that donors and potential
donors receive thoughtful, considered and impartial advice about the financial
implications of their charitable gifts.

(b) This standard does not require that charitable organizations investigate a donor’s
financial position to determine the financial effect of a contribution. However, there may
be circumstances where it is prudent and appropriate to encourage a donor to obtain
independent advice (see examples below).

Examples of Ethical Practice:

Recommending that a potential donor obtain independent advice regarding a proposed
gift where any one of the following factors are present:
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- where a large donation is sought;

- where an endowment or multi-year gift is solicited;

- where a conflict of interest has been disclosed by the charity;

- where the manner in which a donation is structured has significant tax or estate
planning consequences; or

- where the competency of the donor is in question.

Confirming, in writing, a recommendation that a donor obtain independent advice
regarding the financial implications of a donation.

Examples of Unethical Practice:
Purporting to advise a donor on the tax consequences of a specific charitable gift without

detailed knowledge of the relevant tax law and the donor’s financial responsibilities and
capabilities.

6. Donors’ requests to remain anonymous will be respected
Commentary:
Guidelines:

(a) Every donor has the right to confidentiality in their affairs and the right to require that
their identity and/or the amount of their gift is not publicly disclosed.

(b) A donor’s right to anonymity is limited only by legal requirements to disclose.
Examples of Ethical Practice:

Providing donors with an opportunity to state that they prefer to remain anonymous and
that their name and/or the amount of their gift should not be publicly released.

7. The privacy of donors will be respected. Any donor records that are maintained
by the charity will be kept confidential to the greatest extent possible. Donors have the
right to see their own donor record, and to challenge its accuracy.
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Commentary:

Guidelines:

(a)

(b)

(©)

(d)

A charitable organization ensures its own integrity and that of the sector through the
proper use and management of all personal donor information, or personal information
about prospects, in its possession. Every organization should carefully safeguard the
confidentiality of information which donors or prospects would reasonably expect to be
private.

Charitable organizations guard against making unwarranted or intrusive inquiries into a
donor or prospect’s gift history or personal life. They seek and record only information
that is relevant and necessary to their fundraising efforts.

Every reasonable effort should be made to ensure that all personal information collected
is complete and accurate. Donors or prospects should, upon request, be able to review,
correct, clarify or update personal information.

The duty of confidentiality continues after the professional relationship with a donor or
prospect has ended.

Examples of Ethical Practice:

=
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Developing a written policy, based on the applicable law, regarding the collection,
maintenance, use and confidentiality of donor or prospect records. The policy should, at
minimum:

- define the scope of information to be gathered, the conditions under which it may
be released and to whom;

- require a donor or prospect’s consent before confidential information is released;

- require attribution for all data collected;

- clearly establish and enforce retention and disposal periods for donor or prospect
information;

- confirm a donor or prospect’s right to confidentiality and establish safeguards to
protect confidentiality;

- specify who may authorize access to donor and prospect’s files and under what
conditions; and,

- assure the accuracy and relevancy of information and specify the means through
which information can be corrected, clarified, challenged or updated by donors or
prospects.

Requiring that volunteers and professional staff be discrete in discussing information
about donors or prospects. All communications and conversations about donors and
prospects should be conducted in a manner that maintains confidentiality.
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Ensuring that information, including research, about donors or prospects is stored
securely and properly disposed, to prevent access by unauthorized persons. Electronic
data collection imposes a higher standard of care for the protection of donor or prospect
information. At minimum, organizations should use virus-detection software, security
access codes and backup programs.

Giving special protection to all records pertaining to anonymous donors.

8. If the charity exchanges, rents, or otherwise shares its fundraising list with other
organizations, a donor’s request to be excluded from the list will be honoured.

Commentary:
Guidelines:

(a) As of January 1%, 2001, by law, charitable organizations must give donors the
opportunity to have their names removed from lists that are rented, traded or shared with
other organizations. This communication may stand alone or may be incorporated within
another broader piece such as a mailing or newsletter. If this communication is
incorporated within a broader piece, care should be taken to ensure that it is prominent.

(b) New federal privacy legislation' sets new standards for the collection, use and disclosure
of personal information, including “donor, membership or other fundraising lists.”
Organizations must obtain an individual’s knowledge and consent before personal
information is collected and subsequently used or disposed and must limit the collection
to only that which is necessary to fulfill their identified purposes. All Code adherents
have an obligation to be familiar with and abide by the requirements of the law.

(c) This Standard should be read with Section B4, below.

Examples of Ethical Practice:
Providing a check-off box to allow individuals to request that their name and addresses
not be rented, traded or shared with other organizations. Individuals who do not check

the box are assumed to consent to the transfer of this information to third parties.

Obtaining an individual’s oral consent to the release of information, when data is
collected over the phone.

' Bill C-6, Personal Information Protection and Electronic Documents Act, S.C. 2000, c. 5.
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Examples of Unethical Practice:

Renting, trading or otherwise sharing lists of donors or prospects’ names and addresses
without first providing donors or prospects with an opportunity to have their names
deleted from such lists.

9. Donors and prospective donors will be treated with respect. Every effort will be
made to honour their requests to:

- limit the frequency of solicitations;
- not be solicited by telephone or other technology; or
- receive printed material concerning the charity.

Commentary:

Guidelines:

(a) Fundraising activities should be conducted so as to preserve and enhance the public’s
confidence in the integrity of the individual charity and the voluntary sector as a whole.
Disregard of donors or prospects’ express wishes regarding the manner or frequency of
contact is contrary to good practice and reflects poorly on the entire sector.

(b) This Standard should be read with Section B2, below.

Examples of Ethical Practice:

Having a formalized protocol in place to record donor or prospect requests regarding the
manner and frequency of contact, and including methods to ensure that the donor or
prospect’s instructions are relayed to marketing and fundraising staff.

Examples of Unethical Practice:

Telling donors or prospects who are solicited by telephone that it is “too expensive” to
provide them with written information about the charitable organization.

10.  The charity will respond promptly to a complaint by a donor or prospective donor
about any matter that is addressed in this Ethical Fundraising & Financial Accountability
Code. A designated staff member or volunteer will attempt to satisfy the complainant’s
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concerns in the first instance. A complainant who remains dissatisfied will be informed
that he/she may appeal in writing to the charity’s governing board or its designate, and
will be advised in writing of the disposition of the appeal. A complainant who is still
dissatisfied will be informed that he/she may notify the Canadian Centre for
Philanthropy in writing.

Commentary:

Guidelines:

(a)

(b)

(©)

(d)

(e)

()

In order to ensure that complaints arising under this Code are fairly and promptly
addressed, every charitable organization should designate a staff person or volunteer to
be responsible for receiving and responding to donor complaints.

Complaints should be investigated and addressed thoroughly, professionally and without
bias.

Donors or prospects may appeal the initial disposition of the complaint to the charity’s
governing board (or to a committee or ombudsperson established by the board), which
will consider the matter and render a decision in writing.

Donors or prospects who remain dissatisfied with the resolution of their complaint must
be informed that they may write to the Canadian Centre for Philanthropy at 700-425
University Avenue, Toronto, M5G 1T6.

The charitable organization’s governing board bears ultimate responsibility for the ethical
conduct of all fundraising activities and should make certain that fundraising staff and

volunteers are aware of and familiar with the requirements of this Code.

This Standard should be read with Section B5, below.

Examples of Ethical Practice:

All persons associated with fundraising activities, and new Board members, are educated
in the meaning and importance of the Code and of ethical conduct in general, as well as
the rationale behind the Code and how the specific language of the Code relates to actual
practices within the organization.

Copies of the Code are posted and are made available to all employees and at the
orientation of new staff. Articles regarding ethical conduct appear in in-house
publications or newsletters and presentations are made at staff and board meetings. The
Code is reproduced in the organization’s annual report.

The governing board approves an internal procedure to address donor or prospect
complaints.
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B. Fundraising Practices
1. Fundraising solicitations on behalf of the charity will:
- be truthful;
- accurately describe the charity’s activities and the intended use of donated
funds; and,
- respect the dignity and privacy of those who benefit from the charity’s
activities.

Commentary:

Guidelines:

(a) All marketing, advertising and public information materials prepared in connection with
fundraising campaigns must be forthright and truthful and should accurately describe the
organization’s mission, programs and use of solicited funds.

(b) Fundraising communications should contain no material omissions, exaggerations of fact,

misleading photographs, nor any other information that would tend to create a false
impression or misunderstanding. Solicitations should be constructed so that the public
response is based on the reality of the situation and the organization’s actual capacity and
not on deliberate misinformation or manipulation.

Examples of Ethical Practice:

=
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The meticulous collection and presentation of accurate and properly documented
information and statistics in charitable fundraising solicitations.

In printed materials, using only endorsements actually made by an individual or entity.

Ensuring that all fundraising materials (including scripts) accurately describe the charity,
its activities, and the purposes for which donations will be used.

Providing written instructions to door-to-door canvassers and telephone solicitors
advising them of the serious consequences of misrepresentation.

Ensuring that telephone fundraising scripts disclose, at the outset, the identity of the
organization and the purpose of the call (e.g., to request support, a donation, etc.)
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Examples of Unethical Practice:

2.

Presenting false or misleading information about the charity — e.g., the organization’s
mission or achievements, the size and breadth of unmet need, numbers of clients served,
demographics of clients served, or programs planned.

Negative option marketing practices, such as mailings or other materials that mimic
official billing notices and are intended to mislead potential donors into believing that a
commitment to contribute was previously made.

Fundraising under the guise of carrying out market research or a public opinion survey
(“frugging”). In the case of multiple purpose contacts with donors or potential donors,
the charitable organization promptly discloses the fundraising goals of the contact.

Fundraising solicitations that:

- overstate the true effect of a donation;

- cause the donor or potential donor to believe that their failure to respond will have
more direct consequences than the reality of the situation would warrant;

- take advantage of vulnerable groups such as the elderly or those recently
bereaved, who may be confused, forgetful or lonely;

- depict or identify the charity’s clients/beneficiaries without their express written
consent; of,

- include misleading, demeaning or exploitative portrayals of the charity’s
clients/beneficiaries.

Volunteers, employees and hired solicitors who solicit or receive funds on behalf

of the charity shall:

=

- adhere to the provisions of this Ethical Fundraising & Financial
Accountability Code;

- act with fairness, integrity, and in accordance with all applicable laws;

- adhere to the provisions of applicable professional codes of ethics,
standards of practice, efc.;

- cease solicitation of a prospective donor who identifies the solicitation as
harassment or undue pressure;

- disclose immediately to the charity any actual or apparent conflict of
interest; and,
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- not accept donations for purposes that are inconsistent with the charity’s
objects or mission.

Commentary:

Guidelines:

(a)

(b)

(©)

(d)

(e)

®

(2

(h)

Contracts between a charity and a hired solicitor should specify that all fundraising
activities undertaken on behalf of the charity will be conducted in a manner that is
consistent with the provisions of this Code.

Charitable organizations should exercise effective control over volunteers, employees and
hired solicitors and take all reasonable steps to ensure that every person participating in a
fundraising program is aware of and complies with this Code.

Charitable organizations should inform volunteers, employees and hired solicitors about
the provisions of all municipal, provincial and federal laws applicable to the
organization’s fundraising practices and and take all reasonable steps to ensure that
fundraising activities are carried out in accordance with the law.

Charitable organizations should encourage volunteers, employees and hired solicitors to
adhere to the applicable professional codes of conduct, such as: the Canadian
Association of Gift Planners’ (“CAGP”) Standards of Professional & Ethical Practice,
the Association of Fundraising Professionals (“AFP”), Code of Ethical Principles and
Standards of Professional Practice, the Association of Healthcare Philanthropy’s
(“AHP”) Statement of Professional Standards and Conduct, etc.

Fundraising solicitations should encourage voluntary giving and should not apply undue
or unwarranted pressure.

Volunteers, employees and hired solicitors who solicit funds on behalf of the
organization must:

- act in the best interests of the charitable organization rather than in furtherance of
personal interests or the interests of third parties;

- avoid situations in which their personal interest conflicts with their duties within
the organization; and,

- evaluate their conduct and decisions in light of the impact on the organization.

The obligation to disclose even an “apparent conflict of interest” requires a consideration
of public and donor perceptions when assessing whether a conflict of interest is present.

This standard requires individual fundraisers to fully disclose all actual or apparent
conflicts of interest to the charity. Full disclosure enables the charity to make an
informed decision regarding a fundraiser’s ability to continue to act on behalf of the
organization in spite of the conflict.
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(1) Charitable organizations should be mindful of their fiduciary duty to ensure the
disclosure of any conflict of interest that would be of material interest or relevance to a
donor or prospect, or which may influence a decision to give. Where a donor elects to
make a gift in spite of the presence of a conflict of interest, the charity should advise that
the donor obtain independent advice regarding their gift.

() This Standard should be read together with Sections A4 and A9, above.
Examples of Ethical Practice:

The leadership of a charitable organization takes responsibility for keeping up with
changes in federal, provincial and municipal laws and regulations that apply to the
organization’s fundraising programs.

All reports that must be filed as part of applicable regulatory regimes are completed
properly and in a timely fashion.

Volunteers, employees, and hired solicitors act in accordance with the law, exercise due
diligence before entering into contracts for fundraising services and, when unsure, seek
legal counsel.

A written conflict of interest policy, applicable to volunteers (including board members),
employees and independent contractors (including hired solicitors) is in place, and:

- identifies conduct or transactions that raise conflict of interest concerns;
- requires immediate disclosure of actual, potential or apparent conflicts; and,
- sets out procedures for disclosure.

Proper and effective control is exercised over hired solicitors and all reasonable steps,
including appropriate references in contracts, are taken to ensure that hired solicitors
comply with this Code and its Standards.

Examples of Unethical Practice:

Engaging in fundraising methods widely considered to be disreputable or employing
fundraising approaches that offend a significant segment of the public.

Excessive and coercive fundraising tactics include, but are not limited to:

- negative option marketing practices, such as solicitations in the guise of invoices
or the delivery of unordered items without informing recipients that they are
under no obligation to pay for or return;

- repeated or continued solicitations following a request that contact stop; and,

- strongly emotional appeals which distort the charity’s activities or beneficiaries.
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Accepting a donation that the donor indicates is intended to support an activity or
program in which the charity does not, and does not intend to, engage.

3. Paid fundraisers, whether staff or consultants, will be compensated by a salary,
retainer or fee, and will not be paid finders’ fees, commissions or other payments based
on either the number of gifts received or the value of funds raised. Compensation
policies for fundraisers, including performance-based compensation practices (such as
salary increases or bonuses) will be consistent with the charity’s policies and practices
that apply to non-fundraising personnel.

Commentary:
Rationale:

Few Standards have incited as much debate as the Code’s prohibition against commission-based
compensation. The rationale for the rule is as follows:

The cost of consultants and total fundraising expenses are significantly higher when
fundraisers receive a percentage-based payment rather than a flat fee.”

Charitable organizations operate for the public good and receive special rights (most
notably, the right to issue charitable tax receipts) and tax exemptions for so doing.
Percentage-based compensation works to the private benefit of the individual fundraiser
and, arguably, damages the underpinnings of the “contract” that charitable organizations
have with society.

A set salary, retainer or fee recognizes the value of professional fundraising solicitors
independently of the fundraising outcome (which cannot be guaranteed).

There is an inherent conflict of interest in percentage-based compensation: fundraisers
negotiate gifts that also benefit them personally, possibly to an even greater extent than
the charitable organization. Ethical fundraising should be mission-led, institutionally-
based, volunteer-driven and professionally supported in an environment free of improper
motive, unreasonable reward, or personal gain.

* M.H. Hall, Charitable Fundraising in Canada: Results from a national survey of fundraising practices of
Canadian charities, (Canadian Centre for Philanthropy, 1996) at 49. Hall’s research shows that the median cost
ratio for campaigns employing a flat fee fundraiser was 26% as compared to 59% for fundraisers compensated on a
percentage basis. See also: J. Greenlee, T. Gordon, “The Impact of Professional Solicitors on Fund-Raising in
Charitable Organizations” (September 1998) 27 Nonprofit and Voluntary Sector Quarterly, no. 3 at 277-299.
Gordon and Greenlee’s research shows that charities using fundraising solicitors paid on a fixed-fee generated
significantly higher (almost double) contributions than those compensated by commission or a combination of fixed-
fee and percentage.
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Successful fundraising programs are built on the development of long-term relationships
with donors. Percentage-based compensation for fundraisers provides an incentive to
maximize immediate revenue from the current campaign, and may undermine the long-
term interests of the charitable organization.

Percentage-based compensation undermines the donating public’s confidence by
diverting or appearing to divert donated funds into private pockets. Donors and potential
donors may be alienated and may reconsider their decision to give if it is perceived to
benefit the person making the donation request rather than the organization.

To charge a commission based on the amount of funds raised is generally viewed as
unethical by fundraising professionals. Virtually all of the leading non-profit sector
professional fundraising organizations (i.e. AFP, CAGP, Council for the Advancement
and Support of Education (“CASE”), Association of Healthcare Philanthropy (“AHP”),
etc.) prohibit their membership from accepting percentage-based or commission
compensation structures.

Guidelines:

(a) Fundraisers (whether staff or hired solicitors) are compensated on the basis of their
experience, expertise and the time requirements of the position.

(b) Charitable organizations may offer performance-based compensation packages, such as
bonuses, where a fundraiser (whether staff or hired solicitors) exceeds job expectations.

The following conditions apply:

- there is a performance-based compensation policy in place that is applicable to
staff engaged in non-fundraising activities whose efforts surpass expectations;

- the governing board approves the policy;

- performance goals are pre-established; and,

- the criteria for determining eligibility for and the amount of performance-based
compensation does not include consideration of a percentage of income (e.g., in
the form of donations, gifts, grants and similar funds) received by the organization
as a result of the individual’s efforts.

(c) Charitable organizations invest time in developing a fundraising program that will

produce results — but do not expect only to raise significant dollars in the short term.
New organizations undertake the institutional planning, board development, and
volunteer recruitment necessary to make them financially successful over time.

Examples of Ethical Practice:

Recognizing the difference between percentage-based compensation and a bonus plan,
and accepting that only the latter is an appropriate component of an organization’s
compensation practices.
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Refusing to pay a finder’s fee, recognizing that it is unethical to pay a fee for the purpose
of generating a gift or obtaining a corporate sponsorship.

Examples of Unethical Practice:

4.

Resorting to percentage-based compensation because the charitable organization lacks
sufficient resources to remunerate a fundraiser on a favourable basis.

Disguising compensation as a salary, fee or bonus when it is in fact calculated as a
percentage of funds raised.

The charity will not sell its donor list. If applicable, any rental, exchange or other

sharing of the charity’s donor list will exclude the names of donors who have so
requested (as provided in section A8, above). If a list of the charity’s donors is
exchanged, rented or otherwise shared with another organization, such sharing will be
for a specified period of time and a specified purpose.

Commentary:

Guidelines:

(a) The governing board of a charitable organization should give formal approval to all
policies regarding the use of donor lists.

(b) Donor lists are an income-producing asset of the charitable organization. Relinquishing
control of a donor list by selling it or diminishing its value by allowing others to have
unlimited access may be a breach of directors’ legal responsibility to protect charitable
assets.

(©) This Standard should be read together with Section A8, above.

Examples of Ethical Practice:

=
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Offering all donors an opportunity to have their names excluded from donor lists that are
rented, exchanged or otherwise shared.

Ensuring that list rental, exchange or sharing occurs only with a written agreement that
describes how and under what circumstances the list may be used.

Including one or more names and addresses in any rented, exchanged or shared list, that
will enable the charity to detect whether the list is being used for unauthorized purposes.
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5. The charity’s governing board will be informed at least annually of the number,

type and disposition of complaints received from donors or prospective donors about

matters that are addressed in this Ethical Fundraising & Financial Accountability Code.

Commentary:

Guidelines:

(a) The governing board of a charitable organization has a duty to be familiar with its
fundraising programs, including the steps taken by the organization to monitor
compliance with this Code and to address complaints that have arisen as a result of an

actual or alleged violation of this Code.

(b) Fundraising activities affect the reputation of the charity and the value of its name.
Directors have a duty to protect these intangible assets.

() This Standard should be read with Section A10, above.

C. Financial Accountability

1. The charity’s financial affairs will be conducted in a responsible manner,
consistent with the ethical obligations of stewardship and the legal requirements of
provincial and federal regulators.

Commentary:

Guidelines:

(a) Charitable boards must act prudently in all matters concerning the financial management
of the organization. They are guardians of the charity and its assets.

(b) Directors must ensure that proper accounts are maintained and that all entries in the
organization’s financial statements can be substantiated.

Examples of Ethical Practice:

The governing board establishes an audit committee to oversee the organization’s
financial and control systems. Through its activities, the audit committee gives
stakeholders greater assurance of forthright financial reporting and demonstrates that the
board takes its duty to oversee the management of the organization seriously.
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Financial statements are closely reviewed by the governing board and, through the audit
committee, particular attention is paid to the following:

- the selection of and changes in accounting policies, particularly those that are
controversial or for which there is no authoritative guidance;

- methods used to account for unusual or particularly significant transactions;

- issues on which management has made estimates or judgments that had a
significant effect on the financial statement; and,

- significant transactions with related parties (including management and entities
controlled by such parties).

2. All donations will be used to support the charity’s objects, as registered with the
Canada Customs and Revenue Agency.

Commentary:

Guidelines:

(a) Charitable organizations should make their objects and mission clearly known.

(b) Charitable boards have a duty to ensure that the organization remains true to its mission
and objectives, and that its identity, programs and activities are not distorted or subverted
by external or internal self-interest.

(c) If a charitable organization wishes to change its objects from those that are registered
with the Canada Customs and Revenue Agency, it must first receive approval from

CCRA to do so.

(d) A charitable organization may not give money or other resources to another organization
to carry out activities outside of or not in support of its own objects.

Examples of Ethical Practice:
Adhering to a fundraising policy that prohibits acceptance of donations that may impact
or drive programming in a manner that is inconsistent with the organization’s charitable
objects.

Examples of Unethical Practice:

Embarking on a fundraising program that presents the organization’s objectives and
mission falsely.
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3.

All restricted or designated donations will be used for the purposes for which they

are given. If necessary due to program or organizational changes, alternative uses will
be discussed where possible with the donor or the donor’s legal designate. If the donor
is deceased or legally incompetent and the charity is unable to contact a legal
designate, the donation will be used in a manner that is as consistent as possible with
the donor’s original intent.

Commentary:

Guidelines:

(a)

(b)

(©)

(d)

(e)

(H
(2

This Standard applies to restricted or designated donations that are subject to conditions
or limitations imposed by the individual donor and to fundraising appeals made to the
public at large for the support of specific programs or projects.

Donors who make restricted or designated donations have a right to expect that their
donations will be applied according to their specific directions.

All statements made by a charitable organization regarding the use of a contribution
should be honoured.

Charitable organizations should have a plan in place to deal with:

- funds that cannot be applied to a specific project; and,
- surplus funds raised over and above the requirements of a given campaign.

These plans should be clearly communicated in all fundraising appeals.

Court approval may be required before a donation can be applied to another use or
returned. Itis prudent to obtain legal advice before proceeding in this area. This
Standard should not be interpreted as authorizing organizations to act
independently of the legal requirements of their jurisdiction or outside of the terms
of the original gift agreement.

An accounting system that tracks designated donations should be developed.
Contributions that are not subject to any restrictions imposed by the donor or by the terms

of the fundraising appeal may be applied by the governing board in whatever manner it
deems appropriate to achieve the organization’s charitable purposes.
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Examples of Ethical Practice:

The governing board understands the nature and legal consequences of all donor
restrictions and how such restrictions align with their duty to carry out the activities of
the organization in accordance with its charitable objects.

The fundraising appeal clearly states that surpluses from a public fundraising campaign
for a specific project will be used to further the general charitable objects of the
organization.

The charitable organization consults with donors who have specified a use for their
donated funds that subsequently cannot be met, to determine an alternate use that is in
keeping with the donor’s wishes and the organization’s mission. Charitable organizations
should be aware that, regardless of the donor’s views, it may be necessary to apply to a
court of superior jurisdiction for an administrative scheme setting out an acceptable use
of the donated funds.

The charitable organization reviews documentation on a regular basis to ensure that those
responsible for administering gift funds continue to adhere to the donor’s intentions.

Examples of Unethical Practice:

The charitable organization accepts a gift for a specific programmatic use and
subsequently eliminates the program but uses the funds for another program without
obtaining the consent of the donor.

The charitable organization uses funds remaining as a surplus after the restriction has
been fulfilled without the consent of the donor or the court, as may be necessary.

4. Annual financial reports will:
- be factual and accurate in all material respects;
- disclose:

- the total amount of fundraising revenues (receipted and non-
receipted);’

* Total of amounts from lines 100, 102 and 113 of T3010 (Registered Charity Information Return, 2000.)
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- the total amount of fundraising expenses (including salaries and
overhead costs);*

- the total amount of donations that are receipted for income tax
purposes (excluding bequests, endowed donations that cannot be
expended for at least 10 years, and gifts from other charities);’

- the total amount of expenditures on charitable activities (including gifts
to other charities);6

- identify government grants and contributions separately from other
donations; and,

- be prepared in accordance with generally accepted accounting principles
and standards established by the Canadian Institute of Chartered
Accountants, in all material respects.

Commentary:

Guidelines:

(a)

(b)

(©)

(d)

(e)

This standard deals with the public reporting of the financial position of a charitable
organization. To ensure consistency and accuracy, financial statements should be
prepared in accordance with GAAP in all material respects, as well as any other
appropriate guidelines adopted by CICA for the type of charitable organization involved.

The disclosures referred to in this standard may appear in a note to the financial
statement.

The requirement in this standard that financial statements be “factual and accurate in all
material respects” is met where financial statements are demonstrably prepared in
accordance with GAAP and any other appropriate guidelines adopted by CICA for the
type of charitable organization involved.

Charitable organizations have an obligation to ensure that their financial statements and
annual reports are accessible, user-friendly, complete, understandable and truthful.

Audited financial statements, prepared by a qualified, independent accountant, are
preferable. However, the cost of so doing can be prohibitive for some organizations. In
certain cases, an accountant’s Review Engagement may be an adequate and less costly

4 Amount from line 123 of T3010 (2000)

> Amount from line 906 of T3010 (2000)

% Total of amounts from lines 120 and 121 of T3010 (2000)
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alternative to a full audit. In the case of quite small organizations, even a Review
Engagement may be cost prohibitive, and engagement of an independent auditor is not
mandatory. In any event, the charity must be able to satisfy CCRA that the financial
statements accurately reflect the charity’s circumstances. The Code should be interpreted
to prefer but not require audited financial statements.’

® This Standard should be read with Section A3, above.

5. No more will be spent on administration and fundraising than is required to
ensure effective management and resource development. In any event, the charity will
meet or exceed the Canada Customs and Revenue Agency’s requirement for
expenditures on charitable activities. (The Income Tax Act sets out a requirement that
all registered charities spend 80% of their receipted donations from the previous
taxation year — excluding bequests, endowed donations that cannot be expended for at
least 10 years, and gifts from other charities — on charitable activities; in addition,
charitable foundations are required every year to expend 4.5 of their assets in support
of charitable programs.)

Commentary:

Guidelines:

(a) The purpose of this standard is to ensure that fundraising costs and administration costs
are reasonable so that the greatest amount of the charity’s resources can be devoted to its
charitable programs. Appropriate fundraising costs will vary according to: the
organization’s size, age, popularity and reputation; access to donors; availability of
volunteers; access to corporations; management expertise; financial success; management
skill; and, the experience of its fundraising professionals. Several models have been
developed to evaluate fundraising costs. These include: average cost per dollar raised;
average cost per gift; percentage rate of return; average gift size; fundraising
activity/methodology cost comparison; and, return on investment.®

(b) It is good practice to test your new fundraising efforts. To the extent possible, new
fundraising programs should start with a modest investment on a trial basis.

(©) Charitable boards have a responsibility to oversee the way in which the costs of
fundraising are determined and reported to donors and to the public. Governing boards
should take an active role in approving and monitoring policies concerning:

" The Canada Customs and Revenue Agency recommends: that charities file audited financial statements when
their gross income from all sources exceeds $250,000; and, that the charity’s treasurer sign any financial statements
that have not been professionally audited.

¥ A detailed discussion of fundraising cost evaluation can be found in N. Palmer, Funding For Charities (Canada
West Foundation, 1997) at 24-30. This paper can be obtained through the Canada West Foundation website at
www.cwf.ca.
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(d)

(e)

- their organization’s fundraising activities; and,
- the disclosure of the nature and amount of fundraising expenses.

A charitable organization’s administrative and fundraising costs shall be kept to the
minimum necessary to meet its objects, as registered with the Canada Customs and
Revenue Agency. Allocations of expenditures to administration, fundraising, and
program services shall reflect the organization’s purposes and actual activities, and shall
conform to GAAP and any other appropriate guidelines adopted by CICA for the type of
charitable organization involved.

In some cases, charities, owing to exceptional circumstances, will not meet regulatory
requirements governing expenditures. Where this happens unintentionally, CCRA may
grant the charity a year’s grace to come into compliance. A charity which has been
granted, or has made a bona fide application to be granted, a grace period will be
considered to be in compliance with the Code notwithstanding that it has not met the
target.

Examples of Ethical Practice:

Allocating the cost of mixed activities, which include fundraising and some other form of
communications, on a basis that reflects the true purpose and intent of the expenditure.

Allocating a portion of management, administrative and other overhead costs to
charitable activities only where there is a sound rationale for doing so.

Examples of Unethical Practice:

6.
regularly by the governing board.

Understating the actual amount spent on fundraising by reporting fundraising costs as
“charitable activities” or “public education.”

The cost-effectiveness of the charity’s fundraising program will be reviewed

Commentary:

Guidelines:

(a)

=
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Charitable boards, as part of their governance activities, have an obligation to measure
the costs and benefits of their organization’s fundraising program on a regular basis and
to make any changes necessary to ensure that the maximum amount possible is being
applied to charitable activities, consistent with the long-term interests of the charity and
its beneficiaries.
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Glossary

Administration (costs): refers to expenses related to activities that are indispensable to the
conduct of the organization’s primary objects and corporate existence, including the overall
management and administration of the organization, but are not directly attributable to a
program. Administrative expenses include, but are not limited to:

- salaries and expenses of managers and their support staff. (Staff salaries and
expenses can be allocated between other programs and fundraising, as
appropriate);

- cost of board meetings;

- cost of preparing and distributing annual reports;

- cost of accounting, auditing, personnel and other administrative services;

- cost of legal services delivered on the organization’s behalf; and,

- supplies, equipment and occupancy costs (e.g., rent, insurance, utilities) for
administrative offices.

Annual Financial Report: See Financial Statement.

Annual Report: a yearly report of the financial and program status of a charitable organization.
An Annual Report should provide a simple and accurate picture of the organization’s mission,
accomplishments, allocation of resources and sources of income. For some charities, an this may
consist of reports (e.g., from the Board Chair, the Executive Director, and the Treasurer) that are
provided to members at the organization’s annual general meeting.

“... as consistent as possible:” as close as possible to the donor’s original intent, as long as the
proposed use of funds is an approved charitable purpose within the organization’s charitable
objects. Also cy-prés comme possible or “cy-preés.”

Board of Directors: See Governing Board.

Board of Trustees: See Governing Board.

Bonus: See Performance-Based Compensation

Commission: a payment based the dollar value of a transaction. In the fundraising context,
commission-based compensation refers to remuneration paid to a fundraising company or hired
solicitor based on a percentage of monies raised rather than a flat fee. Also percentage-based
compensation.

Conflict of Interest: refers to situations where a volunteer, employee or hired solicitor has
competing professional or personal obligations or interests which make it difficult to act in the
best interests of the charitable organization or which they might be prompted to prefer over the

interests of the charitable organization.

Contributor: See Donor.
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Disposition: the settlement or resolution of a matter.
Donor: a person, corporation, or foundation that makes an eligible gift. Also contributor.

Donor Records: refers to personal information collected by a charitable organization regarding
donors or prospects and may be in printed or electronic form and includes anecdotal knowledge.

Effective Management and Resource Development: requires charitable organizations to
spend the minimum amount possible on overall management, administration and fundraising, in
order to ensure that most of the organization’s tax-assisted donations are used to achieve its
charitable objects, in a manner consistent with the long-term interests of the organization.

Fair Market Value: the legal standard for determining the value of non-cash gifts. The value
of the gift is the price at which it would change hands between a willing buyer and a willing
seller, where neither is under any compulsion to buy or sell and both have reasonable knowledge
of the relevant facts.

Financial Report: See Financial Statement.

Financial Statement: a statement of the financial results of a charitable organization, prepared
in compliance with Generally Accepted Accounting Principles (“GAAP”) and any other
appropriate guidelines adopted by the Canadian Institute of Chartered Accountants (“CICA”) for
the type of charitable organization involved. At minimum, financial statements normally consist
of:

- a statement of receipts and disbursements (revenues and expenses),

- a statement of assets and liabilities,

- the auditor’s or treasurer’s report, explanatory notes and any supplementary

schedules to the financial statement; and, where it exists,
- the audit opinion of the charity’s accountant.

Financial statements show the different sources of a charity’s income and how the organization
has spent its money for a specified fiscal period. Also financial report, annual financial
report.

Finder’s Fee: a fee paid to a third party for bringing together two or more people or companies
in a business transaction, as in the borrowing or lending of money. In the fundraising context, a
finder’s fee refers to the payment of a fee to a third party for identifying a donor.

Fundraising (costs): refers to the total disbursements a charitable organization makes to raise
funds, for example:

- expenses associated with conducting fundraising activities, including salaries and
overhead costs, promotional materials, campaign supplies, electronic data
processing, maintaining mailing lists, and year-round office expenses directly
related to fundraising and the issuance of charitable receipts;
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- expenses associated with promoting the charity and its activities to the community
primarily for fundraising purposes;

- fees the organization pays to outside fundraising consultants or hired solicitors or
agencies; and,

- postage costs for direct-mail canvassing.

Fundraising Program: includes all activities undertaken by an organization to induce donors
and prospects to contribute money or gifts-in-kind to the realization of its mission.

Gift-in-Kind: a contribution of equipment, supplies or other tangible resource, as distinguished
from a monetary donation. As defined by the Canada Customs and Revenue Agency, a gift-in-
kind includes such things as capital property (including depreciable capital property) and
personal use property (including listed personal property), but not a gift of services. Also non-
monetary eligible gifts.

Governing Board: the elected members or directors of a charitable organization with special
responsibility for the management and supervision of the affairs of the organization, in
accordance with the organization’s bylaws. Also board of directors, board of trustees.

Harassment or Undue Pressure: in fundraising, refers to a course of conduct or form of
persuasion intended to manipulate or overpower deliberate and thoughtful decision-making by
the donor or potential donor so that a contribution cannot be said to be freely given.

Hired Solicitor: any person who contracts to engage, or is employed or contracted by a
fundraising or other fee-for-service business for gain to engage, in soliciting or otherwise
procuring money or other property for charitable purposes.

Non-Monetary Eligible Gifts: See Gift-In-Kind.

Overhead: as used in a fundraising context, refers to necessary campaign operating expenses
(such as utilities, insurance, and rent).

Percentage-Based Compensation: See Commission.

Performance-Based Compensation: additional compensation paid as a result of superior
performance, beyond the agreed-upon requirements or scope of the position. Also bonus.

“Restricted or Designated Donations:” refers to a gift to a charitable organization which is
subject to restrictions, conditions or other limitations that constrain how the gift can be used.
Restrictions may be imposed by the donor or may arise as a result of a project-specific
fundraising appeal.

Review Engagement: preparation and review of financial statements by a Certified General
Accountant to ascertain whether the statements are plausible — that is, worthy of belief.
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Donor Rights

To ensure that donors to the Canadian Red Cross Society have full confidence in the
Society and its appeals, the following donors’ rights are recognized. All Donors have the
following rights:

* To be clear about our mission and how The Canadian Red Cross Society intends to spend their donations
* To know that their donation will be used for the purpose for which it was given

* To trust that information about their donation will remain confidential to the Society to the extent provided by law
* To be assured that their donation will be banked promptly and spent within a reasonable time

* To receive appropriate thanks and recognition

* To receive, upon request, all published financial statements

* To know that complaints will be taken seriously, handled promptly and responses will be sent swiftly

* To seek accurate professional advice on tax efficient giving methods

* To receive prompt and accurate answers to questions

* To be provided with reports on the way that funds have been spent

* To be treated professionally and with respect during fund-raising campaigns

* To choose to be excluded from any future solicitations

* To expect that there is a fair and proper balance between the interests of donors and the aims and
objectives of The Canadian Red Cross Society

* To know that there is no obligation to buy an incentive or to return it

* To know whether an individual soliciting funds is a volunteer, an employee, a hired solicitor or other
* To have the right to remain anonymous

* To know that donor names will never be sold

* To request that their name not be exchanged for fundraising purposes

* To have the right to escalate a complaint to The Canadian Red Cross Society’s Board of Directors and if still
not satisfied to submit a complaint directly to the Canadian Centre for Philanthropy.

* Adapted from the Red Cross and Red Crescent Movement’s Donor Bill of Rights as approved at the 43rd
Session of Executive Council, International Federation of Red Cross and Red Crescent Societies - ref CE/11/1.
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