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United Way of Guelph and Wellington
The United Way of Guelph and Wellington (hereinafter called United Way) carries out two primary programs: Campaign and Community Services.  

The United Way Campaign is the development, planning, and implementation of a yearly fundraising campaign, which supports a variety of human service programs in Guelph, Wellington County and Dufferin County.
Community Services has two primary functions:  Social Planning and Fund Distribution.  Social Planning is the identification of existing and emerging community needs through the collection and compilation of information related to issues, trends, and opportunities in the social service sector.  Social Planning also includes involvement in community planning activities through participation in local planning groups, community consultations, and facilitation of community planning processes.  Fund Distribution is the review process that determines funding allocations to local programs which address identified needs in the following areas:

· Improving Basic Needs

· Creating a Better Community

· Reaching Children & Youth

· Reaching Individuals & Families

· Promoting Health & Independent Living

· Providing Support for Seniors

Mission & Value Statement


Value Statement
In furtherance of its Mission Statement, the United Way values and promotes:

· fundamental human rights and civil liberties as stated in the Charter of Rights and Freedoms in the Canadian Constitution;

· the humanitarian ethic of compassion and caring;

· the personal development and fulfilment of individuals and their right to direct their lives;

· group initiatives to address social needs and determine appropriate action;

· the local community as a particularly significant resource for the fulfilment of individual potential and the support of group initiatives;

· individual, group and community initiatives to plan for and implement human  service delivery systems; and

· the responsibilities associated with a world view which recognizes this community's inter-dependence with other communities and the natural environment.

Corporate Fund Distribution Principles

(a)
All funding arrangements should recognize:

 
(i)
the need for agency autonomy in its budget, program development and administration; and

(ii)
the need for the United Way to demonstrate to donors that community needs are met through United Way agency programs.

(b)
Funding arrangements with agencies are seen as a contract between the United Way and the funded agency.  These contracts have specific time frames and fund applications within each program.
(c)
The United Way has a variety of participating agencies that differ in size and development. While all programs are provided locally, the United Way recognizes that some agencies may have financial obligations to regional, provincial, national, or international governing bodies.  United Way funding should be flexible enough to allow various arrangements with agencies.

(d)
Funding arrangements should provide incentives, where appropriate, for the agency to:

      
(i)
expand its base of alternate funding;

      
(ii)
continually evaluate its programs in light of changing community needs; &

      
(iii)
constantly evaluate and improve its efficiency in program provision.

(e)
The United Way is committed to funding discrete programs within an agency, over a specified period of time.
(g)
The Fund Distribution Committee will be guided by the Fund Distribution Philosophies and Principles, Appendix I.
1. United Way Funding Mechanisms
There are two funding mechanisms that voluntary agencies meeting community needs may utilize:  (A) Annualized Funds, and (B) Innovation Funds.  They are described as follows:

(A)
Annualized Funds

A contract is made between the United Way and a United Way funded agency for three years, committing the United Way Community Services a specified level of support and the United Way funded agency to a specified number of units of service.


(B)
Innovation Funds

When campaign receipts allow, when contractual obligations allow, and when appropriate, 10% of monies available for allocations are reserved for innovative programming or programs addressing emergency or emerging social issues.  The purpose of the Innovation Fund is to promote and support new community-based projects that respond to emerging community needs and to encourage and facilitate more creative, effective and efficient methods of program design and delivery.  Requests received by the United Way shall be directed to the Fund Distribution Committee for consideration.  The Fund Distribution Committee will make a recommendation to the Board of Directors.  The fund provides flexible, short-term financial support:

(i)
for one year initially, with the possibility of becoming a regular United Way funded program included in the three-year funding cycle;

(ii)
for specific programs; and

(iii)
for registered charities or for non-registered charities under the sponsorship of a United Way funded agency or another registered charity.

It should be noted that these funds are generally allocated at the beginning of the year and may not therefore be available at the latter part of a campaign year.
2. General Application Procedures
(A)
Deadlines for Applications

Deadlines for applications will be advertised in local newspapers and disseminated to agencies currently receiving United Way funding, and in particular those under annual review.

(B)
Applications

Applications must include:

(i)
a statement by the applying agency that, it agrees to be governed by the Statement of Corporate Fund Distribution Principles (see page 3);

(ii)
completed Program and Financial Information (Funding Application Appendix VI);

(iv)
other supplementary information as may be requested by the Fund Distribution Committee.

       (C)  All agencies applying for and/or in receipt of United Way funding are
           
governed by the Late Return Policy as outlined in Appendix II.
3. Criteria and Procedures For Participation
(A)
To be eligible for United Way funding, an agency shall be incorporated and shall be registered as a charitable organization under the Canada Income Tax Act or shall be in the process of doing so.


(B)
A United Way funded agency shall have an annual open general meeting at which time the audited financial statement would be considered by the membership.

(C) 
Each United Way funded agency must have a clearly stated goal and function within the field of voluntary human services.  It must be responsible for the development, delivery and evaluation of these services in an efficient and competent manner, not unnecessarily duplicating the services of other organization.   For United Way funding, the agency's programs must meet a community need and be consistent with the policies and priorities of the Guelph and Wellington United Way contained herein. 
(D)
A United Way funded agency shall provide service in accordance with the United Way’s Value Statement.

(E)
A United Way funded agency has the responsibility to seek out and discover possible areas of government and private support.

(F) Should a United Way funded agency be dependent upon the receipt of community funds in order to receive a government grant, either in the granting year or subsequent years, this government application should be discussed with the Community Services Committee's staff person if United Way is seen by the United Way funded agency as a source of community funds.

(G) A United Way funded agency shall be supportive of the United Way's philosophy and policies.  Co-operation with other community programs and with the United Way is expected.

(H) A United Way funded agency shall be non-partisan.

(I)
The agency must have established visible continuity and permanence in the community.  Newly organized agencies/programs should be operational and providing service for one year prior to consideration for United Way funding, excepting those applying for innovation funding.
(J)
A United Way funded agency shall co-operate with other organizations in preventing unwarranted duplication of effort and in promoting effective programs, efficiency and economy of administration.

(K)
Planning and evaluation shall be an ongoing internal process of a United Way funded agency.  In addition, a United Way funded agency has a responsibility to engage in long-range planning in order to ensure the best strategic use of resources.  Program evaluation is the responsibility of the United Way funded agency.

(L)
A United Way funded agency shall take part in the United Way's periodic evaluation of the program's eligibility for continued funding.

(M)
The Fund Distribution Committee shall measure programs against the Social Planning Committee's priorities for funding prior to program admission and at least once every three years thereafter.  The United Way funded agency shall be notified of recommendations.

(N)
The Fund Distribution Committee shall report and recommend regarding the continued funding of programs to the United Way's Board of Directors annually.   
(O)
An annual review of the Agency Inclusion Agreement will be conducted through the Fund Distribution Committee by United Way staff with respect to:

(i)
contracted programs; and

(ii)
membership criteria, as outlined in the Agency Inclusion Agreement. (Appendix III)
(P)
Should a United Way funded agency be considered by the Fund Distribution Committee to fall significantly short of the criteria, the Fund Distribution Committee may recommend to the United Way Board of Directors that the agreement between the United Way and the funded agency cease be suspended or have a claw back.

(Q)
The Fund Distribution Committee may request that the United Way funded agency make available to them any statistical and financial reports, as deemed necessary.



(R) The United Way must be advised immediately of organizational changes which affect a United Way funded program.  The United Way must be advised of the rationale for such changes, implications for current and ensuing years' budgets and implications for other programs.  If such changes occur after annual program statements have been submitted to the United Way, the United Way funded agency is expected to submit immediately revised Program and Financial Information forms reflecting the changes contemplated or initiated.
(S)
Each United Way funded agency shall clearly identify itself as a participant in the United Way:

(i)
by use of an identifying plaque or sign, prominently displayed in local facilities, with the United Way logo;

(ii)
by the use of the appropriate wording and/or logo on all printed materials, including letterhead, brochures, media releases, income tax receipts and publicity.

(iii)
that a United Way funded agency conduct a staff and Board United Way canvass for the annual campaign
(iv)
within their ability, participate in United Way activities such as Speakers' Bureau, provision of data, participation in United Way events (i.e. opening and closing of campaign events).

(T)
Supplementary Fundraising Policy:

(i)
Fundraising for operating or capital funds may not be conducted by any United Way funded agency between the opening and closing dates of the United Way campaign (generally this means September, October and November);
(ii)
A United Way funded agency must submit an annual fundraising plan including dates on an annual basis for the information of Campaign Cabinet and United Way staff.
(iii)  If a fundraising event is planned during the United Way’s annual campaign period, the United Way shall be consulted in advance.  Holding such an event without the expressed consent of the United Way may be considered a violation of the funding agreement.
4. Fund Distribution Committee Procedures
(A)
The Fund Distribution Committee, appointed by and responsible to the United Way Board of Directors will study the material submitted by agencies to determine if the application requirements have been met.

(B)
If an application for funding clearly indicates that the agency will not be eligible for United Way funding, a fund distribution review will not be conducted and the agency will be so advised of the rationale in writing by the Chair of the Fund Distribution Committee.

(C)
If the agency appears to be eligible for funding under the requirements, its program will undergo the appropriate fund distribution review. 

(D)
The Board of Directors is responsible for final fund distribution decisions consistent with the Fund Distribution Committee recommendations.  The agency will be notified in writing of the Board's decision.

A sample outline of the 2012 Internal Fund Distribution Timeline and Process is attached as Appendix IV.
5. Operating and Budget Controls

(A)
A United Way funded agency shall conduct its financial affairs in accordance with the provisions of "Canadian Standards of Accounting and Financial Reporting for Voluntary Organizations", "Functional Budgeting for Canadian Voluntary Organizations" and performing an annual audit.

(B)
Budgetary controls shall provide for periodic and timely review of actual experience against estimates so that operating plans may be adjusted.

(C)
The United Way encourages United Way funded agencies to charge a fee for service, when possible or practical.  An agency charging such a fee for service shall have a published fee policy and schedule.

(D)
Surpluses and Deficits   

(i) Surpluses

Surpluses achieved in the Operating Account of a funded program through efficient financial management, or by a reasonable increase in income, may be retained by a United Way funded program subject to the following conditions:

(a)
The amount of surplus is transferred, in the year in which it occurs, to an appropriate reserve fund for the program;

(b)
The reserve fund is designated to meet subsequent operating deficits of the program.  

The existence of a reasonable reserve fund, 25% of annual operating costs, within the context of an agency's financial structure, will not affect a United Way funded agency's recommended allocation for the subsequent year.
(ii)
Deficits

(a)
A United Way funded agency will be expected to absorb unexpected losses of income or increases in expenses, and will also be expected to use its reserves to cover operating deficits.

(b) A United Way funded program which incurs a significant loss of budgeted income, as indicated in the Program and Financial Information Forms, or a significant unavoidable increase in the expense beyond that included in the Information Forms, shall notify the United Way immediately.









(c) Requests for emergency funding may be heard by the Fund Distribution Committee.

6. Agreements with United Way Agencies

(see Agency Inclusion Agreement - Appendix III)
(A)
A written agreement will be made for each United Way funded program between the United Way and the United Way funded agency, when agency program is admitted to the United Way and at least once every three years thereafter.

(B)
Termination of Agency Inclusion Agreement

The Agency Inclusion Agreement may be terminated in four ways:

(i)
Expiration of the Agreement

Formal notice will be given by the United Way Board during the last year of the agreement of potential changes in the level of funding to be effective January 1 of the following year.  Unless the contract is renewed during the last year of the agreement, there shall be no continuation of funding.

(ii)
Mutual Agreement

The United Way and a United Way funded agency may agree to terminate the agreement at any time.  Notice of intent to terminate shall be required 20 working days in advance of January 1 of the same fiscal year.
(iii)
Violation of the Agreement

Violation of the Agency Inclusion Agreement by a United Way funded agency shall result in the cessation of the United Way funding ten days after notice of the violation has been served on the party alleged to be in violation of the agreement, unless the United Way funded agency alleged to be in breach can show cause, by implementing the procedures outlined in Section 9 (C) of this Manual, why such action should not be taken; otherwise, the United Way funded agency must re-apply to the United Way if it wishes to re-establish membership.

(iv)
Refusal to sign Agency Inclusion Agreement

7. Availability of Funds to Be Distributed
(A)
Campaign Expenses

From campaign proceeds available to the United Way, there is first deducted, or provision made for, a reasonable amount to cover the planning, organization and operating expenses of the campaign, including publicity, supplies, operation of the office, collection of pledges, etc., as outlined under the requirements of a "public foundation," paragraph 149.1(1) (g) of the Income Tax Act.

(B)
The remainder, less an amount or percentage for the default allowance and less an amount authorized for the United Way of Guelph and Wellington Campaign Reserve Fund, is distributed between United Way funded agencies.  The amount available shall be distributed to each United Way funded agency on the basis of identified community needs and contractual relationships established between the Fund Distribution Committee and United Way funded agencies.  The Fund Distribution Committee's recommendations are submitted to the United Way Board of Directors for final decision. 

8. Payment of Funds to United Way Agencies
Payments for each United Way funded agency will be made monthly, starting in January after the annual campaign and ending in December.  Should circumstances necessitate an alternate method of payment, a United Way funded agency may submit a special request not to exceed the total appropriation, for consideration by the Fund Distribution Committee and the Treasurer of the United Way of Guelph and Wellington.
Authorized allocations not actually required by a United Way funded agency will be retained by the United Way for re-allocation.

9. Appeal Procedures 

(A)
The year-round work of the Fund Distribution Committee is designed to ensure thorough and careful consideration of recommended annual allocations from the United Way to United Way funded agencies.

(B)
Any United Way funded agency may appeal an allocation decision if it believes it has valid reasons to show there was an error or misunderstanding, in process or content, either:

(i)
In the Fund Distribution Committee's evaluation of the grant request or program allocation; or

(ii)
On the part of the United Way funded agency in the submission of the Program and Financial Information Forms, or any other relevant material filed in support thereof.

(C)
Appeal Process

The process for appealing decisions is as follows:

(i)
Within five working days from the date of notification of a tentative Fund Distribution Committee recommendation to the United Way Board of Directors, an agency shall file a written submission of appeal to the Board of Directors’ Executive Committee.

(ii)
In addition to the written appeal, the agency shall have the right to meet with the Executive Committee.
(iii)
In the case of an appeal, the Executive Committee shall consult with other committees and review all aspects of the appeal.  The Executive Committee shall report its findings and recommendations to the Board of Directors, and a copy of the recommendations shall be forwarded to the agency appealing.
(iv)
The decision of the Board of Directors will be final.
10. Monitoring Of Agreement
The United Way agency will complete an annual program review form when requested and return it to the United Way for the following year’s allocation (See Appendix V for Annual Review Form).

Appendix I
Fund Distribution Philosophies and Principles

The United Way of Guelph and Wellington

Fund Distribution Philosophies and Principles
In support of the United Way of Guelph and Wellington’s mission statement, terms of reference, and organizational values, the following funding philosophies and principles will be used to guide the fund distribution decision process: 

1. That the United Way will distribute:

i) On the basis of community need (as determined through a series of need identification processes).

ii) To a specific program within an agency.

iii) On a multi-year basis.

iv) To programs serving Guelph,Wellington County and Dufferin County
i)    To charitable/not-for-profit agencies that maintain a volunteer board and management structure.

2. That the United Way make an effort to provide current and potential donors with a broad range of supportable programs and to minimize where possible fundraising by United Way agencies.

i) Agencies/Programs whose budgets are less than $ 10,000 should receive consideration for full funding from United Way. 
ii) Agencies with minimal staff (1 – 2) should receive consideration for full funding from United Way. 

iii) United Way will work with small non-statutory agencies to expand their funding base through the encouragement of fee for service and assisting in securing government grants.

iv) Priority will be given to those United Way funded programs that receive less than 80% government funding.

3. That the United Way fund distribution process will maintain the following community service and financial priorities. 

i) 50/50 balance between prevention and direct intervention programs.

ii) 10% of allocations should be reserved for either innovative programming or programs addressing critical social issues.

iii) On the basis of community  program and financial need, funds should be distributed equitably across all community service and geographic sectors

4. That in its monitoring/fiduciary role, United Way will:

ii) Maintain a commitment to Outcome Funding principles.

iii) Fund on the basis of an aggregate of agency and program needs.

iv) Support those organizations demonstrating a commitment to United Way principles and guidelines.

v) An agency program currently receiving one third of its funding in a 3-year cycle, and that is expecting to experience more than a 25% change from its previous allocation, can benefit from a phased up/down practice.  The specific arrangements will be tailored to that particular agency’s program and within the United Way’s financial means.

5. That in the establishment of allocations funds: 

i) Available dollars for fund distribution be taken to mean campaign receipts less campaign-related costs, less a % or a specific amount for unfulfilled pledges, less donor designations, (if appropriate). 
Appendix II
Late Return Policy
The United Way of Guelph and Wellington

United Way of Guelph and Wellington Agency Late Return Policy

Agencies who fail to return the following documents without notice by the date reflected in the covering letter accompanying the document will be subject to the following course of action:

a) Funding Application Form: Failure to return the allocation application forms by the due date without due notice will forfeit two month’s allocation for the year for which funding is being sought.  The balance after forfeiture will be amortized over the first twelve-month period of their allocation.

b) Confirmation Package: Failure to return the appropriate documents included in the confirmation package, by the due date without due notice will forfeit one month’s allocation.  The balance after forfeiture will be amortized over the balance of the year. The documents required in this package include: 

· Agency Requirement Checklist to be completed, signed, and returned (this includes a request for their most recent audit)

· Agency Inclusion Agreement to be completed, signed, and returned

· Program Information Form for each program, to be completed, signed, and returned

c)    Notice of Failure to Comply: Once the due date has passed a form letter will be sent by registered mail reminding the agency of our policy associated with late returns.  The agency will have 10 working days to comply. Should the appropriate documents not be received within that time period, either consideration for funding or current funding will cease. 

Due Notice: Due notice will mean direct written communication with the Executive Director,  by mail or e-mail.

Appeal Procedure: The Executive Committee will hear the appeal and its decision will be final.
Basis for Appeal: An appeal will only be considered if the Executive Committee feels there is significant additional information that prevented the return of the appropriate documents. The significant additional information can not have been previously considered by staff or the Fund Distribution Committee.

Residual Funds Resulting From Policy: Unexpended funds derived from the implementation of this policy will revert to the campaign fund for ongoing allocation purposes.

Notification and Implementation: Once the policy is approved by the Fund Distribution Committee and by the Board of Directors, it will be included in the agency manual and the agency agreement.  All currently funded agencies will be sent a copy of the policy by registered mail to the appropriate administrative officer. The agency will be asked to acknowledge receipt by telephone, e-mail, or regular mail within 10 working days.

Appendix III
Agency Inclusion Agreement
The United Way of Guelph and Wellington
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Agency Inclusion Agreement

An agreement between:

(hereinafter referred to as the "Agency")

And the United Way Community Services of Guelph and Wellington 

(hereinafter referred to as the "United Way")

This agreement is entered into in the understanding that both parties agree to and will adhere to the United Way Community Services of Guelph and Wellington's Mission Statement, Value Statement and Statement of Allocations Principles, as contained in the Allocations Manual.  The Agency, on its part, agrees:

1.
To maintain a responsible and representative governing body which serves without pay and which meets at least four times per year, and produces a Dufferin County program specific audited statement;

2.
To observe and abide by the document entitled, Allocations Manual   (hereinafter referred to as The Manual), a copy of which is attached and becomes part of this agreement.  

3.
To provide needed programs on a non-discriminatory basis;

4.
To strive to increase the public's understanding and appreciation of, and participation in, human service programs;

5.
To demonstrate that the agency works together in partnership with other agencies to achieve integration of administrative and program services by:

· showing that administrative costs will be below 25% of overall program costs

· showing evidence of its program being integrated with other community programs 

6.
That a unit of service be defined as a person served;  

7.
To identify the geographic location its program serves.

8.
To abide by the Supplementary Fundraising Policy, as stated in the attached Agency Requirement Checklist.

9.
To acknowledge that this agreement may be terminated as follows:

(a)
Expiration of the contract pursuant to section 6.B(i) of the Manual;

(b)
By mutual agreement of the parties pursuant to section 6.B(ii) of  the Manual;

(c)
By violation of this agreement or the Manual by the Agency pursuant to section 6.B(iii) of the Manual;  

10.
To actively promote the aims of the United Way Community Services of Guelph and Wellington's Mission and Value Statements;

11.
To actively support and participate in United Way Community Services of Guelph and Wellington program activities relative to the resources available to each Agency;

12.
To bring, on an annual basis, this agreement for review to its Board of Directors or an Advisory Group.

The United Way, on its part, agrees:

1.
To conduct an annual United Way Campaign to fund programs provided by financially participating agencies;

3. To allocate available funds to an Agency program based on the Agency request for Agency financial support in a manner that best serves the assessment of community needs that are appropriate for voluntary support;

4.
To acknowledge and support the fact that many agencies have a designated day, week, or month for publicity purposes;

5.
That the United Way and an Agency reserve the right to enter into agreements that reflect the particular needs of an Agency.

In submitting this program information, the agency agrees to the terms and conditions as outlined in the Agency Inclusion Agreement; and agrees that United Way Community Services of Guelph & Wellington can share the above information with other funders. 








          _





Agency Board President / Chair            
United Way Board President


                                                                                           ________________________

                                                                                           United Way Executive Director

Date of completion












Appendix I V
Internal Fund Distribution Timeline & Process

Dufferin 2012

The United Way of Guelph and Wellington

	Tasks
	Due Date

	Applications Due 


	February 16, 2012

	Orangeville/Dufferin Fund Distribution Committee review applications

	Starting Feb. 23, 2012

	Orangeville/Dufferin Fund Distribution Committee meet to make recommendations regarding applications


	Week of March 6, 2012

	Recommendations from Orangeville/Dufferin Fund Distribution Committee are considered by United Way board

	March 22, 2012

	Agencies are informed regarding the outcome of their application
	End of March, 2012

	Successful agencies start receiving funds
	April 2012





MISSION STATEMENT











This organization strives to meet existing and emerging social needs to improve lives and build community.











THERE ARE NO EXCEPTIONS TO THIS SUPPLEMENTARY


FUNDRAISING POLICY








THIS AGREEMENT TO BE SIGNED PRIOR TO CONSIDERATION FOR FUNDING
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