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welcome to this 
manual 

Youth Advisory Committee Training Manual 

It’s easy. 
 
In an age where the empty-nesters are starting to retire and our communities are 
looking to plan for the future, more and more people are actively involving youth 
in the process.  And so they should - young people make up more than 25% of the 
current population and it is this group that will eventually inherit and be more re-
sponsible for their communities. 
 
The Youth Advisory Committee is a fantastic way to get involved in your commu-
nity.  The ideas and opinions of young people need to be shared and addressed, 
and youth philanthropy programs like YAC form the perfect outlet.  A growing 
‘movement within the movement’, students and adults from all over the world are 
realizing the power youth have in their communities, and are using this power to 
do good - to change their world - for the better. 
 
This manual, broken down into numbered modules, and presented in conjunction 
with previous YAC members and the YAC Advisor, will hopefully teach you all you 
need to know about this truly incredible program. 
 
Feel empowered! 
 
 
Jason Wagar, 
Past Chair (2000-2003) 
Youth Advisory Committee 
The Community Foundation of Greater Kingston 

“How can I address the needs of my community?”

“How can I address the needs of my community?”

“How can I address the needs of my community?”

“How can I address the needs of my community?”     

“ Where do I start  volunteering?”

“ Where do I start  volunteering?”

“ Where do I start  volunteering?”

“ Where do I start  volunteering?”     

“ How can I get involved in philanthropy?”
“ How can I get involved in philanthropy?”
“ How can I get involved in philanthropy?”
“ How can I get involved in philanthropy?”     
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What is Philanthropy? 

Youth Advisory Committee Training Manual 

philanthropy 
n. pl. phi·lan·thro·pies  
1. The effort or inclination to increase the well-being of humankind, as by charitable aid, finan-

cial donations or investing time. 
2. Love of humankind in general. 
3. Something, such as an activity or institution, intended to promote human welfare. 

Philanthropy is almost the only virtue which is 
sufficiently appreciated by humankind. 

Henry David Thoreau 

YAC’s Philosophy of Philanthropy 
Philanthropy is people giving their time, talent and/or money for the benefit of others.  YAC 
focuses on the movement of youth philanthropy, which is young people (14-22) engaging in 
philanthropic activities.  Each of three ‘core’ modules in this program is a different philan-
thropic initiative and each involve all three: time, talent and money. 

Philanthropy is Nothing New 
The notion of philanthropy, and specifically, the concept of community foundations as a vehicle 
for philanthropy is an ancient concept, dating back to the Roman empire!  The word itself is de-
rived from Latin philanthropia, which means “love of humankind.” 

How have your activities (school, extra-curricular, free-time, 
etc.) been philanthropic? Philanthropy takes many forms.  
Think about the number of ways people can be philan-
thropic every day! 
 
For example, Sonja comes from a family without expendable 
(i.e. extra) income, so they can’t really afford to make a fi-
nancial donation to her school.  So, instead, Sonja decides she 
can help by tutoring a student experiencing difficulty in sci-
ence.  Is this philanthropy? 
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The Community Foundation Concept 
One way to be philanthropic is to engage yourself in the community foundation movement. 
 
Community Foundations are locally-run public foundations that build and manage endowment 
funds to support charitable activities in their area.  Each foundation is autonomous and gov-
erned by a volunteer board of local leaders.  They exist in every province and one territory and 
are linked and supported at the national level through Community Foundations of Canada. 
 
What do Community Foundations do? 
1. Endowment building and flexible, comprehensive donor services 

Community foundations build and invest permanent endowments and other types of funds 
to benefit registered charities and beyond.  They offer a wide range of flexible giving oppor-
tunities and have special expertise to help many different donors achieve their particular 
charitable goals.  They facilitate giving at all levels and promote philanthropy. 

2. Broad and effective grantmaking 
Community foundations bring local knowledge, experience and a network of community 
relationships to their grantmaking.  Using their broad view of community needs and oppor-
tunities, community foundations make grants to a wide range of registered charities, pri-
marily in their defined geographic area, to address short-term and long-term priorities across 
many fields.  They are able to see “the big picture” and build on community strengths. 

3. Inclusive community leadership 
As knowledgeable partners in community life, community foundations offer leadership to 
their communities on issues of importance to the community.  They use their broad per-
spective and their networking opportunities to help build strong, caring, engaged communi-
ties.  They work to empower others, connect diverse parts of the community, foster dia-
logue, develop partnerships, and mobilize the community to improve quality of life.  They 
strive for visionary thinking and creative, inclusive collaboration that builds social capital. 

Take a moment to think about these in a Kingston context.  
How can the Community Foundation of Greater Kingston, 
and specifically, the Youth Advisory Committee, utilize these 
three goals to better the community? 
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The Community Foundation Concept Community Foundations of Canada 

Community Foundations are locally-run public foundations that build and manage endowment 
funds to support charitable activities in their area.  Each foundation is autonomous and gov-
erned by a volunteer board of local leaders.  They exist in every province and one territory and 
are linked and supported at the national level through Community Foundations of Canada. 
 
What do Community Foundations do? 
1. Endowment Building / Donor Service 
2. Grantmaking 
3. Community Convening & Leadership 

CFC’s Mission Statement 
...to enhance the quality of life and vitality in Canadian com-
munities by supporting and promoting the fund development, 

grantmaking and leadership of community foundations. 

www.community-fdn.ca 

YAC Kingston joined 70 other youth delegates at 
Community Foundation’s of Canada’s national 
conference, held every two years.  These confer-
ences are an excellent way to learn, share and ex-
pand upon ideas, develop networks and friend-
ships, and have some fun! 
 
Since 2000, the CFC Conference has included a 
full day of youth philanthropy program-related 
seminars, programs, and events. 
 
YAC Kingston developed the Kickstart! Mini-
grants Program after inspiration from the 2002 
CFC Conference in Kelowna, BC.  The basic idea 
was first developed by Vancouver Foundation’s 
Youth in Philanthropy Council (or YIP). 
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The Community Foundation 
of Greater Kingston 

In 1985, citizens from the Kingston area attended a community vision session called “The Cour-
age to Dream.”  Motivated by the session, a dedicated group of volunteers founded the Martello 
Tower Society of Kingston, designed to sponsor and encourage projects which fostered pride in 
the community.  In 1995, the Society decided to help increase the impact on their community 
by adopting the community foundation concept.  At the official kick-off at City Hall in Novem-
ber 1996, the foundation had endowed assets of just over $500,000.  Since then, the assets have 
risen to more than $7 million as of 2004, quite impressive for what’s still considered to be a 
‘new’ organization! 

Mission Statement 
The Community Foundation of Greater Kingston enhances and 
strengthens the quality of life in our community through: the 
administration of entrusted funds held in perpetuity, flexible 

donor services, and visionary grantmaking. It offers 
opportunities to concerned and caring citizens to give 

something back to the community which has nurtured them. 

www.cfgk.org 

The overall goal of the Community Foundation is to enhance and strengthen the quality of life 
in the Greater Kingston area.  This is accomplished by the ‘three pillars’ of community founda-
tions, as described on p. 6. 
 - Fund Development & Donor Services 
 - Grant-making 
 - Community Leadership 
 
You’ll find out more about what each of these are later, because YAC does much of the same! 

How is the slogan for the Community Foundation, Building 
Our Future Together, fitting for the organization? 
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The Community 
Foundation 
of Greater Kingston 

� � A non-profit public foundation 
� � We seek donations from anyone 
� � Donations are added together and saved 

as an “endowment” 
� � With any income we make on the 
� � endowment, we make grants 
� � Grants support a wide range of charitable 

work in the community 
� � Since we are not tied to the government 

or any other group, we also take a lot of 
leadership roles in the community 

� � One way we do our job better, is to get 
young people involved 
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The Youth Advisory Committee, a subcommittee of The Community Foundation of Greater 
Kingston, was established in late 1998 with the announcement of a flow-through fund from two 
local radio stations, GTO 960 & Country 96.  This annual gift was designated to benefit youth in 
the arts programs.  A call for members was placed and an energetic group was in place for 1999.  
Since then, the Committee has expanded its goals to involve and support all aspects of youth life 
in the Greater Kingston area. 

Committee Mandate 
...the Youth Advisory Committee is dedicated to supporting youth oriented 

programs in the Greater Kingston Area through grants, 
community leadership and volunteerism. 

www.cfgk.org/yac/ 

YAC’s Involvement With the Community Foundation of Greater Kingston 
The Youth Advisory Committee reports directly to the Foundation’s Board of Directors through 
the Chair of the Committee, who serves as Youth Representative to the Board.  All major deci-
sions, policy and procedure revisions, etc. must be approved by the Board.  A liaison (or advisor), 
who is directly involved with the Foundation on an additional level, is present at every meeting, 
offering advice and support. 

The YAC Kingston structure 

Chair, YAC 

Board of Directors 

Executive Director 

Liaison / Advisor 

Youth Advisory Committee 
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But Why? 
Benefits for Youth 
� � Gaining important skills 
� � Learning how to make better decisions 
� � Learning about local issues 
� � Feeling more comfortable working in a group 
� � Feeling more comfortable giving presentations 
� � Feeling more deeply connected to their communities 
� � Positive affect on post-secondary education choices and career path decisions 
� � Some studies suggest that academic success is improved 

Benefits for Community 
� � Grants are made, benefiting local charities 
� � Other youth issues are identified 
� � Helps communities view youth in a positive light 
� � Strengthens communities by using underutilized resources: young people 
� � Grantees change the way they involve youth 
� � Increases awareness of philanthropy 
� � Supports volunteerism 
� � Promotes interaction and network building among non-profit organizations 

Benefits for the Community Foundation 
� � Increased clarity of the organization’s mission 
� � Improved responsiveness to youth - better programming 
� � Improved adult decision-making 
� � Raises funds - youth programs are appealing to both donors and program funders 
� � Increased credibility in the community 
� � Leading by example - “the presence and accomplishments of youth grantmaking commit-

tees inspires adult-led organizations to increase youth involvement.” 

kel owna, bc - 2002 
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YAC Terms of Reference 

Object ives 
1. to work as a catalyst to strengthen youth involvement in the community. 
2. to support non-profit youth endeavours through The Community Foundation of Greater 

Kingston’s approved granting process. 
3. to actively support and participate in community projects through volunteerism. 
4. to be open, accessible and respectful to all people who come in contact with YAC. 

Composit ion 
The Youth Advisory Committee shall be composed of members aged fourteen (14) to twenty-
two (22) from the Greater Kingston area and an elected executive committee responsible for the 
operation of the committee. 

Terms of Office 
Please see “Member Policy.” 

Responsibil it ies 
The Youth Advisory Committee shall be responsible for the following: 
� � call for grant applications 
� � call for member applications 
� � review of applications and making recommendations to the Board of distribution of funds 
� � evaluation of funded programs 
� � fund development and sustainability initiatives to support the program 

Meetings 
There will be a minimum of one meeting per month (Sept.—June) at the call of the Chair. 

Report ing 
Minutes of the committee meetings will be kept on file at the Foundation office.  The Chair will 
submit reports to the Board of Directors when appropriate. 

What the heck is a ‘Terms of Reference?”  
A ‘Terms of Reference’ is a document outlining what the committee is responsible for, as well as 
the purpose, structure, and other various guidelines the committee is to follow.  Because each 
committee reports and is accountable to the Board of Directors, these documents follow the 
same template for most committees. 
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YAC Member Policy 

Members 
� � are expected to take part in any special events, etc. 
� � regularly attend meetings 
� � has no other elected position on the Youth Advisory Committee 
� � will be emailed YAC updates 
� � will be contacted by phone as well 
 
Executive Posit ions 
Chair 
� � responsible for ensuring that everyone has the chance to express his/her opinion or idea 
� � keeps everyone on track; typically follows the agenda 
� � calls meetings, sets times and places in conjunction with the Advisor/Liaison 
� � draws up agenda in conjunction with the Advisor/Liaison 
� � the Chair is aware before meetings of all events and information concerning the committee 

as well as “new” ideas that will be discussed at the meetings 
� � serves as ‘Youth Representative’ to the Board of Directors; present at most Board meetings 
� � attendance must be extremely frequent 
 
Vice-Chair 
� � ‘shadows’ the Chair at committee meetings, prepares to assume Chair position the following 

term 
� � responsible for filling in for Chair when he/she is not present 
 
Secretary 
� � takes minutes during meetings 
� � prepares minutes as soon as possible and then sends copies to everyone 
 
Advisor/Liaison 
� � is appointed by the Board of the Community Foundation 
� � no term of office 
� � assists with office and administrative work involving the office (i.e. presentations, meetings) 
� � acts as direct connection to the office: the Executive Director and the Board President) 
� � aids in making arrangements in coordination with the Committee 
 
Elect ions Process 
� � typically held in the Fall, when the Vice-Chair who will become the Chair for following term 

along with the Secretary are elected 
� � candidates may be nominated by another committee member or by themselves 
� � voting will be conducted by secret ballot.  The ballots will be counted by the Advisor/

Liaison, and the winner will be decided upon by majority votes. 

All YAC members are expected to follow this simple ‘member policy’.  It contains important yet 
easy to understand and follow information about being a part of this committee. 
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Leaving YAC 

Resignation 
� � any member who feels they have a valid reason to leave the committee are asked to present 

a letter of resignation to the committee outlining at least one solid factor that influenced 
their decision.  Resigned members may re-join the Youth Advisory Committee, but will, 
however, be regarded in the same light as a ‘new’ or inexperienced applicant. 

 
Removal 
� � any member who voluntarily and inexcusably misses three consecutive meetings, or demon-

strates behaviour that is inappropriate or detrimental to the organization or community will 
be asked to leave the committee by the Chair or the Advisor/Liaison.  Removed members 
may not re-join the Youth Advisory Committee. 

The Youth Advisory Committee and the Community Founda-
tion of Greater Kingston have worked hard since their 
inceptions to gain acceptance, visibility and respect.  The 
organization has a responsibility to its donors, grant 
recipients, as well as many other ‘stakeholders’.  What sort of 
behaviour do you think a volunteer should follow while 
acting as a representative of YAC, the Community 
Foundation, or even the Kingston community? 
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Youth 
Advisory 
Committee 

� � A subcommittee of the Community Foun-
dation of Greater Kingston 

� � Goal is to make the Greater Kingston area 
a better place for youth 

� � We do this through grant-making, com-
munity leadership and volunteering 

� � We’re young people ourselves, between 14 
and 22 

� � Our committee runs from Sept. to June 

� � Think “For youth, by youth!” 
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The Community Foundations of Canada document “The Community Foundation Difference” 
describes in a paragraph what community leadership means: “As knowledgeable partners in 
community life, community foundations offer leadership to their communities on issues of im-
portance to the community.  They use their broad perspective and their networking opportu-
nity to help build strong, caring, engaged communities.  They work to empower others, connect 
diverse parts of the community, foster dialogue, develop partnerships and mobilize the commu-
nity to improve quality of life.  They strive for visionary thinking and creative, inclusive collabo-
ration that builds social capital. 
 
What Does That Mean? What Do Foundations Do for Community Leadership? 
� � Promote and celebrate the value of philanthropy 
� � Inspire, educate and encourage citizens of all ages to actively participate in community life, 

as donors, volunteers, and in other roles 
� � Represent the values and importance of the charitable sector to governments and other de-

cision makers 
� � Welcome partnerships and collaborations in grantmaking, resource development, and other 

aspects of community life; act both as an initiator and in response to the invitation of others 
� � Nurture sensitive, inclusive relationships within the community; use the community’s hu-

man and financial resources to bring donors, community groups, and individuals together 
� � Participate in and initiate community consultation about community issues, participate in 

community affairs, and be knowledgeable about local and national trends and their impact 
� � Facilitate respectful dialogue on important issues; bring together people with diverse per-

spectives and points of view to discuss community priorities and to engage in the founda-
tion’s deliberations and decision making 

� � Offer support and assistance to grantees and other organizations, through granting and con-
vening activities, managing agency endowment funds, linking organizations with donors 
whose interests may be best served by a direct relationship, connecting organizations that 
have common goals, sharing knowledge and expertise, and by helping with management 
issues.  

What is Community Leadership? 

Youth Advisory Committee Training Manual 

Can you think of things you’ve been involved with that 
might fit the concept of ‘community leadership”? 



Page 19 
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Youth Action Summit 
The first summit was held in May 2003.  YAC, 
through a planning sub-committee, held an 
event with approx. 75 students over the after-
noon in a local hotel featuring a panel of ‘adult 
animators’ - people in the community who can 
help make things happen.  Through the dia-
logue they generated, these animators were able 
to see things from a youth perspective, the 
youth able to actively participate in making 
change in their community, and YAC was able 
to learn about what issues youth are most con-
cerned about. Free of charge to participants. 

YAC Imagination Stat ion 
Through a special partnership with Downtown 
Kingston! BIA as well as the Kingston Arts Coun-
cil, YAC hosts an annual arts & crafts centre for 
children in conjunction with Cool Night’s New 
Year’s Eve celebrations downtown. Free of 
charge to participants. 
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Addressing Real Needs 
A service or leadership project should fill a void.  It should meet a critical need, or do something 
that otherwise wouldn’t get done.  Participants should come away from the project with a sense 
that they have accomplished something tangible and measurable. 
 
Making Connections 
A successful project involves people connecting to people as well as actual task work. 
 
Guidance 
Each service project should have a point person who understands what needs to be accom-
plished and knows who is working on which aspect of the project. 
 
Planning 
The goals and promises should be clearly laid out, leaving no room for misunderstandings.  Pick 
goals that, given the resources, can be attained.  Deliver on all promises made or renegotiate 
promise.  Have timelines lay out the stages of the project. 
 
Working Together 
A good project should allow for the blurring of the server-giver roles.  There should be the op-
portunity for plenty of giving and receiving on both sides.  Sometimes, the best service is allow-
ing oneself to be served.  If you don’t get as much as you give, look at what you’re doing! 
 
Cautious Networking 
If the project involves other organizations or programs, look at their track record.  Select ones 
that are capable as well as committed! 
 
Push the Boundaries 
Good service projects invite or even challenge us.  They call upon us to draw upon our reserves 
and to go beyond our limits. 
 
Safety 
Projects should be safe for all parties concerned. 
 
Be Inclusive 
There’s a role for everyone in doing service; sometime you just have to look a second time. 
 
Ending it  All 
There should be a sense of accomplishment and closure, not necessarily completion, at the end 
of your project. 
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Autocrat ic: 
� � has a firm grip on the organization 
� � solicits little opinion 
� � assigns roles 
� � follows his/her own judgement 
� � feels superior to other group members 
� � dictates responsibilities 
 
Where autocrat ic leaders are most effect ive: 
� � in large groups 
� � in passive groups 
� � in groups that seldom meet 
 
Democrat ic: 
� � encourages group decisions 
� � works for group goals 
� � allows for individual glory 
� � has a high regard and respect for group members 
� � guides, does not rule 
� � takes action after group has made decision 
 
Where democrat ic leaders are most effect ive: 
� � in large groups 
� � in motivated groups 
� � in representative groups 
 
Laissez-faire: 
� � gives group members free rein 
� � spreads decisions out 
� � rarely plays favourites 
� � allows individual feelings to prevail other group feelings 
� � sets few guidelines 
 
Where laissez-faire leaders are most effect ive: 
� � in a highly motivated group 
� � in committed groups 
� � in small groups 
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� � YAC is highly involved in community lead-
ership 

� � We set an example for other young people 

� � Different projects have different outcomes 

� � They don’t all have to be successful, but 
plans and evaluations are important 

� � Community leadership is as the name sug-
gests - community-based 
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Our Granting Programs 

The Youth Advisory Committee has been extremely innovative over the course of the program 
and has developed and sustained three granting initiatives, each very different. 

YAC Investors Group Kickstart! Mini-Grants Program 
Granted to elementary school based projects in order to teach children about 
philanthropy and community.  Made possible by a special partnership with 
the Limestone Learning Foundation and financial support from Investors 
Group Kingston. 
The innovative and highly-successful mini-grants program kicked 
off in 2003 with 12 grants of no more than $250 to elementary 
school projects all over the Greater Kingston area.  Students, with 
the help of their teachers, design projects they could do to be philanthropists.   

The Youth in the Arts Fund 
supported by Corus Entertainment Kingston 
Awarded to innovative projects that support youth in the arts organizations. 
This fund was first established in 1998 and marked the launch of the 
YAC program.  Two local radio stations, Oldies 960 & 96.3 JOE-FM 
through their parent company Corus Entertainment, donate a flow-
through amount of $6000.00 each year.  Flow-though literally means 
just that.  We receive $6000 at the Foundation and grant the whole amount back out again. 

Youth Endowment Fund 
Supporting youth-driven endeavours in the Greater Kingston area. Designed for 
broad-based impact. 
In 2000, the Committee set out in its strategic plan to have raised 
$10,000 for a Youth Endowment Fund to broaden our grantee options 
by 2003.  In just a year and a half, YAC secured a matching donor, Gregg 
& Marla Beth Rosen, who pledged $1 for every dollar raised for a maxi-
mum of $10,000.  By mid-2002, the endowment sat at $20,000 and the 
first grant was awarded with the help of Jayna Hefford, who scored the 
winning goal in Canada’s Gold Medal game at the 2002 Winter Olym-
pics in Salt Lake City.  Jayna made the first donation to the fund in 2001. 
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The Youth Advisory Committee works in concert with the mandate of The Community Founda-
tion of Greater Kingston by working closely with local organizations and advisors to provide spe-
cial grants which encourage community pride, support initiative and accomplishment, and de-
velop special opportunities. 

Conflict  of Interest 
Members of the Youth Advisory Committee shall disclose as soon as possible for any potential 
for a conflict of interest including: 
a) membership in any organization applying for the grant; 
b) the presence of any related person within an application organization, such as a family 

member; 
c) any other circumstance that might appear to constitute a Conflict of Interest. 
In such cases, the member shall not participate in any voting and shall only take part and be pre-
sent during consideration of the application if requested by the Chair. 

Guidelines 
1. The Youth Advisory Committee shall consider all applications on merit and in light of funds 

available.  The Board may accept, refuse, defer or amend the Committee’s recommenda-
tions. 

2. The Youth Advisory Committee shall establish a procedure to ensure that the program is 
carried out as proposed in the application. 

3. The Youth Advisory Committee shall seek proposals from the applicant as to how the Foun-
dation will be recognized in its advertising, program or media as a funding agent and these 
should included in the conditions of the grant. 

4. The Youth Advisory Committee shall obtain, as a condition of the grant, the applicant’s 
agreement to provide a written report, including full financial disclosure, within 90 days of 
the conclusion of the program, and for the repayment of any unused portion of the grant. 

5. The Youth Advisory Committee upon receipt of the above notes shall evaluate the report 
and/or the program. 

yout h in t he art s 

Former Foundation Executive Direc-
tor Judy Besharah accepts a cheque 
for $6000 donated to the YAC Youth 
in the Arts Fund from Corus. 
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The Grantmaking Continuum 

Proactive Grantmaking 
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A Proactive Approach 
These various grantmaking styles should be thought of as a continuum ranging from passive to 
proactive to prescriptive. 
 
Grantmakers should always be open to considering new or unsolicited ideas and proposals.  The 
greatest impact, though, will occur when you (the grantmakers) will have a plan and a target 
issue. 

Community Foundations promote philanthropy by nurturing and developing a greater sense of 
community, enriching the quality of life of individuals and serving as a catalyst for change 
within the local community. 
 
A ‘proactive’ Community Foundation, with their own YAC, draws on a wide range of assets and 
strategies - beyond traditional grantmaking to help a community identify, define and reach its 
goals. 

PASSIVE PRESCRIPTIVE PROACTIVE 

� �Open door policy 
� �Any grant considered 

at any time 
� �No plan / minimal 

criteria 
� �Open to any / all good 

ideas 
� �Tough to evaluate 

� �Very tightly defined 
criteria 

� �Apply by invitation 
only 

� �Pre-conceived ideas of 
‘what’s best’ 

� �Good ideas rejected/
don’t fit 

� �Gatekeeper/Guardian 
mentality 

” “ 
There is no right or wrong place to be on this continuum, and anywhere 

will have its advantages and disadvantages… at the end of the session, all 
that matters is whether you’ve placed your bets on good people. 

Dr. Joel Orosz, W. K. Kellogg Foundation 
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Why Grant Proactively, Anyway? 
� � The flexibility of proactive grantmaking puts promising ideas to work 
� � Encourages collaborations, convening groups 
� � Leverages community resources, assets, ideas 
� � Concentrates impact 
� � Empowers a specific audience 
� � Places youth in the role of a community resource and local expert 

PASSIVE PRESCRIPTIVE 

ac
tio

n 

� �Has a publicized plan and criteria 
� � Is flexible 
� �Focus on strengths and possibilities 
� �Gains community trust and support 
� �Remains focused 
� �Creates defined grant cycles 
� � Is needs/assets based 

What is Proactive Grantmaking? 
� � A style of grantmaking, an approach.  It’s more structured and defined than Passive grant-

making, yet more flexible than Prescriptive grantmaking. 
� � Focus on taking action, making connections, and impacting change. 
� � A significant payoff, with strategically planned grants that benefit from both coherence and 

synergy while offering the greatest positive impact of the focus areas and community. 

connect ions 

change 

PROACTIVE 

Proactive grantmaking = 
the greatest impact & focus 
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fund development 

building 
the future 
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Fund Development vs. Fundraising 
While many youth groups (and some ‘adult’ groups, too) use fundraising to support their cause 
or organization, community foundations take a much different approach.  Everyone has partici-
pated in a fundraiser for something at some point in their lives, from a bake sale to a car wash, 
etc.  We all know how so much work gets put into the organization and the activity and some-
times how little the payoff can be. 
 
In a sense, the fund development that we perform at The Community Foundation is much 
more direct.  Rather than provide a service (i.e. selling magazines) to help fund another service 
(grantmaking and community leadership), we ask the donor (person who is making the dona-
tion) to make a contribution directly. The Foundation offers many donor services that can help 
donors determine specifics. 
 
While asking for a donation outright may seem like a daunting, scary task, it actually isn’t all 
that hard once you get the hang of it.  A lot of people who want to contribute to their commu-
nity are actually very interested in how they can make a difference. 

Fund Development 
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Remember that the Youth Advisory Committee is a subcom-
mittee of the Community Foundation, and thus, we represent 
the entire Foundation with everything we do.  All of our ini-
tiatives must align with the Foundation’s overall goal and 
we must adhere to the policies of the organization. 
 
When performing fund development, the Advisor/Liaison 
plays a crucial role.  He or she can help YAC find appropriate 
donors, teach the Committee about how to ask, and ensure 
that two people from the Foundation aren’t asking for a do-
nation around the same time! 

So, How Do I Do it? 
1. Research is an essential part of fund development. Research is the initial step that needs to be 

taken before approaching a donor. The Committee needs to research several aspects of the 
donor’s history such as what the donor has done in the community, what previous organiza-
tions has the donor sponsored, etc. Research allows Committee members to decide on 
whether or not they want to approach the donor. Here are some questions that YAC needs to 
research in order to obtain a complete picture of the donor’s history: 

� How much money is donated annually? 
� How much have they given to different organizations? 
� What specific type of group does the funding source favor? 
� What organizations similar to ours (if any) were funded?  
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So, How Do I Do It? (continued) 
2. Making contact with the donor is the next thing to do. One method that works well is a letter 

to the donor. It is advisable to create a generic donor letter. Much of the same information 
about your council is used on every donor letter the Committee writes, however, each letter 
must be individualized. Be sure to indicate on your letter some sign of the research the coun-
cil has done on the donor. After the letter is sent, wait one to two weeks before calling the 
donor to arrange a presentation.  Another method is a telephone call, especially if someone 
on the Committee knows the donor being researched.  Make sure that the telephone conver-
sation is planned and even a little ‘scripted’, so all the information is correct and presented 
accordingly. 

 
3. The presentation to the donor is a key part of the fund development process. The presenta-

tion should be done by members of the Committee, often accompanied by a foundation 
board member, and should be no longer than 20 minutes. The following are some things that 
donors might want to know about the council and should be included in the presentation: 

� What is the purpose of the Committee? 
� What are the goals of the Committee for the future? 
� What is the age range of the Committee? 
� List the names of the members. 
� How frequently the Committee meets. 
� How many individuals, corporations and government organizations supported the 

Committee in the past (careful here - you don’t want to violate the confidentiality 
agreement and jeopardize a donor’s trust!)? 

� The Committee’s financial plans for the upcoming year. 
� Examples of grants made by YAC. 

 
4. After making a presentation, it is a good idea to call the donor to check if they require further 

information. If the council receives the donation, the following should be done in recogni-
tion: 

� Write a personalized thank-you letter or note 
� Use the donor’s logo on publicity material, when the donor is not an individual 
� Make them an honorary member, if appropriate. 

Fund Development (continued) 

Youth Advisory Committee Training Manual 
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Businesses can contribute to YAC in more ways than one.  Here’s how: 
 
1.   Money 

A business has several money-giving ‘doors’: 
� ‘Donations Program’ 
� ‘Promotion & Advertising’ budget 
� individual donations from the owner and employees 
� employee donations made by means of payroll deductions 
� Employee Associations and/or employee social and recreational clubs can donate funds. 

They can also organize fundraising events on your behalf. 
� Unions can donate funds, especially if their members can benefit in some way from the 

donation (via the work of your group), or if there is some connection between their 
work and our organization’s goals. 

 
 2.   People 

Businesses and Unions can: 
lend a person to help by either giving their employee time off to volunteer for you, or 
have flexible work makeup arrangements for their staff. 
contact someone who has recently retired, who still has contacts with the business or un-
ion, who may have time to help you. 

 
 3.   Skills 

Businesses and Unions possess an abundance of individuals with skills, for example, car-
penters, plumbers, etc. 

 
 4.   Services 

Anything from using an in-house print shop, graphic and design services, mailing ma-
chines, photocopiers, fax machine, or computer equipment, to borrowing equipment 
such as a truck, ladder, or bank of telephones. 

 
 5.   Products 

A business can provide a range of used products, and a business can also donate or sell, at 
cost, products that it manufactures.  

 
 6.   Raw Materials 

Business that manufacture or import raw materials can donate these free or at their cost. 
This category includes lumber and steel. 

Making ‘The Ask’ of Business 

Youth Advisory Committee Training Manual 
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It is important to do the research on your donors so that you are well-prepared while undergo-
ing a fund development strategy. 
 
This aspect of the process has two parts: 
 
 1.   Assembling detailed information about the funding source, for example: 

� �how much money does the company donate annually?  
� �how much have they given to different organizations? 
� �what is the company’s application review process, and who participates in it? 
� �who are the key decision makers and who is the most influential among those review-

ing applications? 
� �is there a deadline to get requests for money into the company, or do they consider re-

quests year round? 
� �when does the company review requests, and when do they make their decisions? 
� �what information must you submit with your request for funds? 
� �does the company prefer any particular kinds of projects to fund? 
� �have organizations like yours been funded by this company in the past; how much did 

they get; and what was their project? 
� �what is the maximum number of years for a pledge period? 

 
 2.   Much of the information you require will be gleaned when you first meet with the funding 
source (company). Request the meeting in the context of seeking advice, rather than seeking 
money. The meeting will: 

� �enable you to compile general information about the funding source. 
� �put a ‘face’ on the proposal; you become recognizable to the company, so that they can 

identify with your proposal when it is submitted.  
� �enable you to gather informal data which might increase the impact of your presenta-

tion. (The person you talk to might drop hints that will help your proposal.) 
� �explore other options. You might learn that another business or other donor could 

fund a portion of what you want, rather than one company doing it all.  
 
If you cannot organize a personal visit, compile a number of questions and research these by 
telephone. Check to see if anyone in your group (or in your group’s acquaintances) has a per-
sonal connection to the funding source. 

Reaching the Potential Donors 
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To be successful in securing funds and other help, you must have the right attitude. 
 
Don’t  be A… 
 
Beggar 
Don’t get on your hands and knees to plead for a donation. Begging doesn’t work, because it 
implies that you are soliciting for yourself. You are not! You are asking for money to help others. 
You are inviting donors to share in this pursuit (and they know it!). 
 
Bill Collector 
Many solicitors approach past donors with an appeal that sounds like this: “It’s that time of the 
year again…” This approach almost never works. Always show a donor how his donation fulfills 
his needs and the needs of society. Never assume a past donation entitles you to a future gift. 
 
Slick Salesperson 
Try to avoid the hard sell. Don’t look at soliciting as a battle where one person wins and one 
loses. Think of yourself as a counselor creating a situation where everyone involved benefits, 
both the donor and your ‘charity’. 
 
“Wolf” Crier 
Many fund raisers are fond of approaching donors like this: “If you don’t give us a donation, our 
work will die. Don’t let this happen.” It is always better to show a potential donor your long 
term viability, rather than “cry wolf”. 
 
The Flagellant 
Quite a few fundraisers approach their job as if they hate it, but are willing to bear their burden 
anyway. Their attitude is: “Someone has to do it. It might as well be me.” This is not effective 
because donors like to give to someone who projects confidence, commitment and excitement 
about their group’s work. Self-pity will get you nowhere.    
 
Do Be A… 
 
Broker  
A broker puts the needs of a buyer and seller together and creates a situation where both parties 
get what they want from an exchange. That’s what you do when you ask for a donation. 
 
“Good Deal” Giver 
You are giving donors an opportunity to share in your good works at a very modest investment. 
 
Executor 
An executor administers an estate on behalf of another. You are an executor for your donor’s 
money; make sure it gets spent as wisely and efficiently as possible, to the benefit of the greatest 
number. 
 
Catalyst 
As a fundraiser you are a catalyst. You get others excited about the prospect of helping with 
your valuable and important work.  

The Personal Approach - Be Personable! 
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By now, you should have a good idea on how to develop funds.  Here are some last few pointers 
to help you: 
 
� � Listen to the donor BEFORE and DURING your presentation. 
 
� � Survey the opinions of prospective donors before approaching them. Attempt to build an 

appeal that squares more with prospective donors’ needs and aspirations than with your 
own. Too many organizations tend to demand a donation by limiting their appeal to their 
needs to the exclusion of all others. Accommodating the donor’s point of view is sometimes 
referred to as the “marketing approach”. 

 
� � Involve the prospective donors in a discussion. 
 
� � During the presentation, make your points in three or less minutes and then ask the pro-

spective donor to comment or ask questions. 
 
� � Universalize your appeal. 
 
� � Show how your request for funds will benefit the whole community and perhaps communi-

ties elsewhere. DO NOT present your appeal as if it were solely to benefit your group. 
 
� � The right person makes the difference. 
 
� � Donors are mostly impressed when approached by a volunteer with whom they have some-

thing in common. Always attempt to match donors with solicitors. 
 
� � NEVER PUSH THE DONOR. 
 
� � Be a good investment counselor instead. 

Some Last Few Tips 
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Making the Meetings Work 
Everyone on the Committee needs to follow the meeting rules at each and every meeting.  
They’re not hard to follow, and will help everything run smoothly: 
1. Be on time. 
2. Make the commitment. 
3. Listen to others. 
4. Treat each other with respect and equality. 
5. Listen to the Chair. 
6. Be cooperative. 
 
What a Typical Meeting Looks Like 
1. The Chair takes responsibility for getting and keeping the meeting going.  They usually start 

off with making sure everyone knows each other and introduces people as necessary. 
2. The agenda is distributed, and the Chair asks that if anyone would like to make an addition, 

to please do so then. 
3. The minutes from last meeting are then to be approved.  Members are expected to review 

the minutes at home (they will be emailed to you) and inform the Secretary of any changes, 
errors or additions. 

4. The business from last meeting is typically attended to. Members are updated and/or pro-
vide updates on the status of projects. 

5. ‘New business’ is addressed.  This is usually things that haven’t been discussed in great detail 
at YAC meetings thus far, or items that are not usually on-going. 

6. Any additional items on the agenda are discussed, and the next meeting date is confirmed. 
7. The meeting is adjourned. 

Order! Order! 

Youth Advisory Committee Training Manual 



Page 37 

What is Parliamentary Procedure? 
It is a set of rules for conduct at meetings that allows everyone to be heard and to make deci-
sions without confusion. 
 
Why is it  Important? 
It’s a time tested method of conducting business at meetings and public gatherings.  These rules 
are used as the handbook for essentially all clubs, organizations, etc.  The Community Founda-
tion of Greater Kingston uses Robert’s Rules extensively. 
 
Robert ’s Rules (abridged) 
Securing the floor 
When a member wishes to bring a matter before the house, he/she must first secure the floor.  
To do this, the following steps are necessary: 
1. Member raises hand or rises. 
2. Member addresses the chair. 
3. Chair recognizes the member.  Recognition may come in the form of calling a name or by a 

nod of the head.  A common mistake is for the member to assume that he/she has the floor 
as soon as he/she has spoken to the chair. 

 
Introducing Business 
After securing the floor, a member is ready to introduce business.  As in the first stage, there are 
three distinct steps to be taken: 
1. One member makes a motion by saying, “I move that” or “ I move to” 
2. Another member seconds the motion in the form: “I second the motion."  A motion must 

be seconded in order to indicate that more than one person is in favor of the matter under 
consideration.  It is not necessary to secure the floor in order to second a motion. 

3. The chair states the motion by saying, “It is moved and seconded that … are there any re-
marks?” 

  
Debating the motion 
Debate, or remarks on the motion, is not in order until after the chair has stated the motion and 
called for remarks.  In the interval between the second and third stages, after the motion is 
stated and before it is put to vote, the motion may be debated. 
 
Principal motions 
When a motion has been made, seconded and stated by the chair, the assembly is not at liberty 
to consider any other business until the motion has been disposed of.  If the motion is long and 
involved, the chair may ask the mover to hand it in writing to the secretary.  The mover cannot 
withdraw his motion after it has been stated by the chair.  All motions must be seconded. 

Robert’s Rules of Order 
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To Adjourn   
This motion is always in order except: 
1. When a speaker has the floor 
2. When a vote is being taken. 
3. After it has been voted down. 
4. When the assembly is in the midst of business that cannot be abruptly stopped.   
Under all of the above circumstances, the motion is not debatable.  When a motion is made to 
adjourn to a different place, and time, it is debatable. 
 
To Amend   
This motion is “to change, add or omit words” in the original main motion.  This motion is de-
batable and needs a majority vote in order to pass. 
 
To Amend the Amendment 
This is a motion to change, add, or omit words in the amendment.  This motion is debatable 
and needs a majority vote in order to pass.  An amendment can be amended only once.  Voting 
on amendments can be confusing:  The first vote is on changing words of second amendment, 
the second (if first vote adopts change) on first amendment as changed; the third vote is on 
adopting main motion as changed. 
 
To Commit 
When a motion becomes involved through amendments or when it is wise to investigate more 
carefully, it may be moved to commit the motion to a committee for further consideration.  
This motion is debatable and amendable.  The chosen committee must report finding, and a 
new motion must be made in considering the topic. 
 
Personal Privilege   
Request by member to have an item of some concern to himself as a member of the organiza-
tion considered by those attending the meeting, such as noise, temperature, etc. 
 
Point of Information   
Request that is made when a member desires clarification of details.  The member may inter-
rupt a speaker and need not obtain the floor. 
 
Point of Order 
This motion is always in order, but can be used only to present an objection to a ruling of the 
chair or some method of parliamentary procedure.  The form is “I rise on a point of order”  or 
“Point of order.”  The Chair need not recognize the member.  The chairman: “Please state your 
point of order.”  If the member is not satisfied, he/she may appeal the decision of the chair.  The 
Chairman then addresses the assembly.  “Shall the decision of the chair be sustained?”  This is 
debatable and the presiding officer may discuss it without leaving the chair.  It is voted on like 
any other motion, and a majority or tie vote sustains or reverses the decision of the chair. 

Robert’s Rules of Order (continued) 
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The Previous Question   
Moving to a previous question is to close debate on the pending question.  This motion may be 
made when debate becomes long and drawn out.  It is not debatable.  The form is “I move the 
previous question.”  If this motion is seconded and adapted by a two-thirds vote, the question 
before the assembly is immediately voted upon.  Note the difference between moving to the 
previous question and calling the question: calling a question is simply an opinion and does not 
require a vote. If objected to, debate continues. 
  
To Reconsider 
The motion to reconsider a motion that was carried or lost is in order if made on the same day 
or the next calendar day, but must be made by one who voted with the prevailing side (for clari-
fication:  if the motion passed, one who voted yes would need to make a motion to reconsider; if 
the motion failed, one who voted no would need to make a motion to reconsider).  Motion in 
question can be twice reconsidered.  The motion is debatable and needs majority rule. 
  
Methods of Voting 
Voting can be the most crucial part of a meeting.  Once debate has concluded, following a mo-
tion of the previous question or due to lack of debate, the chair should relate the question.  Sev-
eral methods of voting can be used, and some are best for particular types of business.  The chair 
or any member of the board may suggest a voting method. 
 
Voting by Consensus 
A vote used when a unanimous decision is expected, such as approval of minutes.  Once motion 
is made, the chair asks, “Are there any objections to voting by consensus?”  Lack of response in-
dicates a unanimous vote in favor of the motion. 
 
Voting Viva Voice   
This is the form generally used when taking the vote in an ordinary motion.  The form is “All 
who are in favor of the motion will say aye,” (meaning yes).  In response, the members who are 
in favor of the motion should say “aye,” clearly and distinctly, and loud enough to be heard.  The 
chair will then put the negative in this manner: “All who are opposed will say No,” and those 
opposed will say “No.”  After the negative vote has been taken, the chair announces the result 
by saying either, “The ayes have it, the motion is carried,” or “the no’s have it, the motion is 
lost.” 
 
Show of Hands   
This vote is carried out similar to viva voice vote, as the chair asks for those in favor and those 
opposed.  This vote, however, allows for an exact number count of “aye” and “nay” votes, and 
may be called for following a voice vote. 
 
Abstention   
Abstention is an option for a voting member of a board when a conflict of interest is present.  
This allows for a member to be present, but not voting.  Beware of abstentions used as an easier 
way of opposing the majority - members may abstain instead of casting a vote different than 
their peers. 

Robert’s Rules of Order (continued) 

Youth Advisory Committee Training Manual 



Page 40 

thanks for your 
help 

Youth Advisory Committee Training Manual 

The Ontario Trillium Foundation 
The Community Foundation of Greater Kingston 
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