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ABOUT THE
INSURANCE INDUSTRY CHARITABLE FOUNDATION

Mission

The Insurance Industry Charitable Foundation seeks to help communities and enrich lives by combining the collective strengths of the industry to provide grants, volunteer service and leadership.

Vision

To set the standard for corporate giving, and serve as the charity of choice and philanthropic voice of the insurance industry.

History

The Foundation was established in 1994 by a small group of insurance executives in Northern California who wanted to increase support of their local communities by combining their resources and working together.

As more insurance leaders and companies became involved, their efforts grew and evolved into the Insurance Industry Charitable Fund (managed by the East Bay Community Foundation).

In 2004, the organization became an official 501(c)3 nonprofit agency and began operating independently as the Insurance Industry Charitable Foundation.

Our supporters, donors and volunteers come from insurance companies, reinsurance companies, agents & brokerages, and strategic partners of the industry.

Since its inception, the Foundation has granted over $17 million and generated over 140,000 hours of volunteer service to worthy nonprofit organizations based primarily in California, with a focus on efforts that support children, health, safety and educational causes.

On average, the Foundation grants $2.8 million each year to community based nonprofits. Please visit www.iicf.org for a complete list of grant recipients and beneficiaries.

The future of the Insurance Industry Charitable Foundation is centered on significant growth and becoming a national charity. In January of 2007 the Foundation launched its New York Division and in 2008 re-launched the California Division as the Western Division to include the whole of the Western United States. In May 2011, we officially launched our 3rd division in the Chicago/Midwest region. 
ABOUT

IICF VOLUNTEER WEEK PROGRAM

History
IICF Volunteer Week is presented by the Insurance Industry Charitable Foundation throughout the western United States and the New York Tri-state area. The program has been offered annually since 1998.

IICF Volunteer Week is the largest community outreach program offered within the insurance industry. Volunteer teams of insurance executives, employees, their family members and industry partners are matched with nonprofit agencies in their local communities to provide three or more hours of service during a concentrated week.

Benefits
Over the past 13 years, Volunteer Week has generated over 140,000 hours of service across the country. In 2010 alone, approximately 4,000 insurance industry representatives donated over 14,000 hours in one week through the IICF Volunteer Week program. However, the greatest accomplishments are not quantifiable. They are the hot meals, warm beds, safe housing and comforted hearts that have allowed someone to survive another day and grasp a future filled with hope.

The IICF Volunteer Week program offers tremendous fulfillment to individual volunteers, companies, and the overall industry as well. We are all members of society and volunteering is a great way to be active participants in the communities where we live and work. Through the experience, we are able to support important causes, improve the quality of life for others, share our talents, learn new ones and improve our leadership skills.  Participating in IICF Volunteer Week also serves as a unique team-building experience, reinforces the company’s and the industry’s commitment to philanthropy, and provides opportunities to strengthen or build new business relationships with colleagues, partners and vendors.
NOTE: If you would like to have an IICF staff person come to your office to talk about IICF Volunteer Week, please notify Mary Reynolds at 925-280-8009 or mreynolds@iicf.com. 
DETAILS FOR
2011 IICF VOLUNTEER WEEK

Dates
IICF Volunteer Week Projects:

Saturday, October 15 through Saturday, October 22, 2011
Elements
· Yearly designed IICF Volunteer Week poster
· IICF Volunteer Week t-shirts (purchased by individual companies) 
· Upgraded IICF Volunteer Week website for easy registration and project selection

· Sponsorship opportunities at state and local levels

Sample Projects
· Hosting parties at Children’s, Veteran’s or Seniors Hospitals and care facilities
· Renovating nonprofit facilities

· Filling boxes at local Food Banks
· Working with seniors and disabled

· Working with Habitat for Humanity to rebuild homes

· Reading for/with children’s groups

· Environmental clean-up

· Preparing or serving a meal to hungry and homeless
· Many more! 
Go to http://volunteer.iicf.org to view all available projects and make your selections.
TEAM LEADER ROLE

Team Leaders are critical to the success of IICF Volunteer Week and to ensuring a positive experience for volunteers and nonprofit agencies.

Each company/office location participating in Volunteer Week identifies a Team Leader to recruit volunteers and coordinate their service project(s) with the Insurance Industry Charitable Foundation and benefiting nonprofit agency.

Team Leader responsibilities include:

· Serve as the single point-of-contact for the Foundation and nonprofit agency

· Register volunteer team(s) and select project(s)

· Promote the Volunteer Week project(s) in the workplace

· Recruit volunteers

· Organize and communicate project logistics (eg. shifts, transportation, materials, etc.)

The Foundation provides complete training and resources to accomplish these tasks through this Training Manual and the accompanying materials.
Continue to the next section for Team Leader Tasks & Timeline.

TEAM LEADER

TASKS AND TIMELINE

VERY IMPORTANT: Questions or Changes?

Call Volunteer Week Coordinator, Mary Reynolds at (925) 280-8009

NOTE: See online “Resource Materials” for all materials referenced below 
(e.g. volunteer registration form, sample memos/emails, etc.)

Week of July 11
· View online Tutorial for Team Leaders

· Carefully review Team Leader Resource Materials
· Identify a Co-Team Leader (or two) to help you.

· Complete online registration and project selection at http://volunteer.iicf.org
Directions/tutorial are provided on the website. When selecting a project(s), consider the following:

· How many volunteers? How many teams? How many projects?

· Length of shift? Are multiple shifts needed?
· Date and time
· Convenient location?

· What type of project will your volunteers most enjoy?

· Are special tools or skills required to complete the project?
· Is a monetary donation required?
· If family members are volunteering, is the project appropriate and safe for children? Age limit?

· Begin to recruit volunteers (Refer to Training Manual Appendix for Tips on Recruiting Volunteers)

· Display Volunteer Week posters around your workplace
· Send global email/voicemail
· Post details of IICF Volunteer Week on company website and intranet sites
· Send email to encourage other office locations and contacts to form their own volunteer teams. Perhaps set-up a small inter-office competition.
· Schedule lunch meetings to promote Volunteer Week and sign-up volunteers

· Provide Volunteer Registration Forms at your workspace (see sample in Resource Materials)
· Collect t-shirt sizes for all volunteers and place order through Volunteer Week website.
Week of July 18
· Place order for Volunteer Week t-shirts by September 23. We recommend placing your order ASAP. Please allow additional time when adding your company’s logo to the back of the shirt. Orders placed after the deadline cannot be guaranteed by the October delivery date and may be subject to additional or overnight shipping charges. 
· Continue volunteer recruitment

· Once you receive your Project Confirmation(s), please review all information carefully including date(s), time(s) and location(s). Immediately contact Mary Reynolds at mreynolds@iicf.com or (925) 280-8009 for any conflicts or changes.

· After receiving Project Confirmation(s), make initial contact with Nonprofit Project Coordinator(s). (Refer to Training Manual Appendix for Tips on Interacting with Nonprofit Agency)

Week of October 3
· Continue volunteer recruitment

· Confirm project details with Nonprofit Project Coordinator (Refer to Training Manual Appendix for Tips for Interacting with Nonprofit Agency)
· Distribute t-shirts and memo with final project details to volunteers. Include date, time, address, driving and parking directions, contact phone number, carpool/transportation info, attire, needed materials/tools, and stress importance of arriving on time.

Week of October 10
· Confirm volunteers are still available to participate.
· Organize your final list of volunteer names to use for “Check-in” on day of project. 
· Identify a “Team Photographer” to capture all the action.

· Communicate any final changes to the Foundation at mreynolds@iicf.com or call       (925) 280-8009. It is extremely important to keep the Foundation office appraised of ANY changes to your registered project(s) as they will be scheduling site visits based upon the details confirmed through the website.
· Volunteer Week begins on Saturday, October 15th. Enjoy your projects!
· Volunteer Week projects continue through Saturday, October 22nd  
DAY OF PROJECT
· If carpooling, ensure each driver has driving and parking directions, as well as a phone number to call in case of problems or delays.
· Before leaving, verify you have necessary supplies and tools for the project.
· Be sure to bring a check or supplies if a donation has been promised. Nonprofits depend upon these donations to complete the project as outlined.  
· If necessary, post signs to direct volunteers to the project/check-in location.
· Please be on time for your project.
· Introduce yourself to the Nonprofit Project Coordinator when you arrive.
· Have volunteers sign-in as they arrive. Please use sign-in sheet provided along with publicity release form (see Team Leader Resources).
· Gather volunteers together to welcome, thank, introduce to Nonprofit Project Coordinator and review project details.
· Capture photos throughout the project.
· Thank all volunteers and nonprofit representatives before departing.
· Be SAFE and have FUN!

Week of October 24
· Send a copy of volunteer sign-in sheets with attached publicity release form to mreynolds@iicf.com or fax to (925) 280-8059. 
Week of November 1
· Complete online Volunteer Week program evaluation/survey. Send photos and stories to mreynolds@iicf.com.
· Send thank you to nonprofit agency. Include photos and stories.
· Thank your volunteers and celebrate your team’s accomplishments!
· Send personal thank you notes to each volunteer
· Publish a “Team Thank You” letter from your senior executive in your company newsletter, intranet site, or distribute via email.
· Place a follow-up article with photos in your company newsletter
· Continue to support the nonprofit agency that hosted your project throughout the year.
Please note: The Foundation would love to have copies of any articles and photos relating to IICF Volunteer Week and your team to be used on the website or in other publications! 
Please send all materials to:

Mary Reynolds

Volunteer Week Coordinator

Insurance Industry Charitable Foundation
National Office
2121 N. California Blvd., Suite 555
Walnut Creek, CA 94596
mreynolds@iicf.com
Appendix

APPENDIX I

TIPS FOR RECRUITING VOLUNTEERS

NOTE: See “Resource Materials” for all materials referenced below (e.g. sample memos, etc.)

Advertise

· Display posters in high-traffic areas throughout the workplace (e.g. elevators, office doors, break rooms, restrooms, cafeterias, etc.), Include photos of past Volunteer Week projects or other employee volunteer projects.

· Personalize and distribute Sample Volunteer Recruitment Memo. Include personal testimonials if you or other employees have participated in Volunteer Week in the past.

· Advertise Volunteer Week in company/office newsletters and on intranet sites

· Send a group voicemail announcement

· Host “Brown Bag Lunch” or breakfast meetings to educate employees about the Insurance Industry Charitable Foundation and encourage participation in Volunteer Week.

· Make it FUN! 
Incentives

· Give prizes to the first person or (x) number of people who sign up as volunteers

· Host a Team Breakfast, Lunch or Happy Hour to recruit volunteers before the project or thank them after the project. 

· Ask executives to offer and communicate paid release time to participate in Volunteer Week

· Provide company baseball hats or other branded merchandise for volunteers to wear during the project(s).
· Emphasize benefits of volunteering such as supporting an important cause, improving the quality of life for someone in need, sharing talents, learning new skills, leadership development, teambuilding, strengthens company/industry image, etc.

Volunteer Sign-ups

· Sign up executives FIRST to set an example. Attach a cover note to Volunteer Registration Forms signed by executives, inviting employees to “Join Me.”

· Make Volunteer Registration Forms easily accessible – distribute near complimentary donuts or snacks, set up a table outside cafeteria/break rooms, distribute with paychecks.

· Set a goal for volunteer sign-ups and display your progress. Include the names/photos of those who have signed up.
APPENDIX II

TIPS FOR INTERACTING WITH NONPROFIT AGENCY

Initial contact with Nonprofit Project Coordinator

After selecting and receiving confirmation of your project(s), contact the Nonprofit Project Coordinator to introduce yourself and discuss the following details:

· Possible site visit prior to the event

· Number of volunteers, teams and availability. If family members are volunteering, discuss potential of children and any age limits or other restrictions.

· Project date/day of the week

· Beginning/end times and shifts

· Scope of project

· Specific volunteer job descriptions

· Supplies or tools required to complete the project. Will nonprofit provide, or do volunteers need to bring?

· Who from their organization will be meeting your group and where they will be meeting you? Do they require a list of volunteer’s names? Do volunteers need to sign-in/check-in?

· Water and food (e.g. breakfast, lunch, snacks – depending on shifts)

· Volunteer attire

· Location address, driving and parking directions

· Exchange contact information 

· Other

Week Before Project

· Re-confirm all of above project details. Make necessary adjustments and communicate to volunteers.
· Exchange contact information for last minute changes or emergencies (e.g. cell phone numbers, pager numbers, etc.)
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