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JOB DESCRIPTIONStc \l1 "JOB DESCRIPTIONS
4.1
THE APPEAL DIRECTORtc \l1 "4.1
THE APPEAL DIRECTOR
The Salvation Army Officer responsible for directing the Appeal becomes the organiser‑administrator of the Appeal with a major role to fill also as an adviser and educator.
As an ORGANISER he / she drafts:

· an Appeal Plan

· applies what technical experience he / she has

· recruits volunteer leaders and workers

· arranges specific meetings and functions

· plans activities of individuals and groups

· Agendas, Notices of Meetings, Actions Reports

As an ADMINISTRATOR he / she:

· oversights and co‑ordinates the whole Appeal

· keeps it moving on schedule

· manages a multitude of details

· has responsibility for:

*
the Appeal Office

*
records

*
procedures

*
activities

As an ADVISOR he / she:

· informs leaders and workers about community problems and Salvation Army Services

· helps them present the needs of The Army effectively and clearly

· supplies materials to this end

· briefs leaders carefully before all meetings and conferences

· consults with them at all stages

As an EDUCATOR he / she:

· is teaching in the sense of gaining acceptance of ideas.  For a large part of their work for an Appeal is essentially an educational and promotional program

· is constantly on the alert for opportunities to improve public understanding and the "image" of The Salvation Army

The Director should be careful at all times not to confuse:

· the role of Director with those of the Appeal Chairmen and other leaders

Experience has shown conclusively that the success of the Appeal will depend upon the Director's ability to build the Appeal Organisation and activities around the best possible leaders in the community, giving them prominence and developing the Appeal "through" them.

It will depend also upon the enthusiasm engendered from these leaders and the participation evoked from them and the workers.

The entire Appeal is built around unpaid volunteers:

· Appeal leaders

· Members of the various Committees and Divisions

Working through volunteers does not always appear to be the easiest way of getting something done well but, at least in fundraising, short‑circuiting the process is inevitably disastrous.
The Director should carry the judgment and backing of the Advisory Board / Committee. The attitude and co‑operation of this group are very important and in part, both will depend upon keeping the group informed of progress, having secured the co‑operation of the Advisory Board / Committee's appointment of the Steering Committee to the final expressions of appreciation to all concerned.

At the conclusion of the Appeal the Director:

· prepares a Summary Report on the Appeal

· in the post‑Appeal week is responsible for the activities listed elsewhere in this Manual as pertinent to that period

4.2
APPEAL STEERING COMMITTEEtc \l1 "4.2
APPEAL STEERING COMMITTEE
This committee of Six (6) or so persons forms a responsible bridge between the Advisory Board (by whom it is appointed) and the Appeal Committee.

The Red Shield Appeal Committee comes into existence for the duration of the Appeal and goes out of existence as soon as the Appeal is finished.

The Steering Committee meets AFTER the Appeal Director has completed the appropriate Identification process as set down by Territorial Policy on Enlistment of Leaders.

In those Centres where the advisory organisation is a Red Shield Advisory Committee, this Committee may serve as the Steering Committee.

MEMBERSHIP of Steering Committee in consultation with the Appeal Director:

· Chairman ‑ a member of the Advisory Board

· one or two other members of the Advisory Board

· three or four Community leaders

· ex‑officio Salvation Army Officers:

*
Divisional Commander

*
Divisional Public Relations Secretary

*
Territorial Appeal Director

No Meeting occurs without the presence of the Appeal Director

The Steering Committee is responsible for:

· advising and assisting in enlistment of Appeal Chairman

· advising and assisting in enlistment of other Appeal leaders

· advising and assisting in enlistment of the work force

· for the oversight of Listings

· as Evaluations Committee

4.3
APPEAL CHAIRMANtc \l1 "4.3
APPEAL CHAIRMAN
The Appeal Chairman is appointed by the Steering Committee for the duration of the current Red Shield Appeal and is ultimately responsible to the Advisory Board / Committee.

The Steering Committee appoints the Chairman ONLY AFTER the appropriate  Identification process as set down by Territorial Policy has been strictly adhered to.

The Chairman, at all times throughout the Appeal works in close consultation with the Appeal Director who gives direction in accordance with Territorial Policy.

Qualifications of the Appeal Chairman
· leadership ability

· an outstanding community leader

· a financial leader in his own right

· has the full confidence of the business, civic and social interests in the community

Responsibilities of the Appeal Chairman
· heads the entire Appeal

· participates in the planning  of the Appeal in consultation with  Director in accordance with Salvation Army Red Shield Appeal policy based upon tried and proven fundraising principles and methods

· the development and implementation of that Plan

· selects, with the assistance of the Steering Committee and in full consultation with the Director:

*
the Initial Gifts Chairman

*
Special Prospects Chairman and with the assistance of this Chairman the following Chairmen....

-
Residential

-
Commercial

-
Industrial

-
Professional

-
Rural

-
Publicity etc.

· makes a standard setting gift early in the Appeal

· uses influence and leadership to spur all committees and soliciting divisions to action

· is an ex‑officio member of all Appeal Committees.  The Deputy Appeal Chairman may deputise for the Appeal Chairman at these Committee meetings

· at the conclusion of the Appeal, reports on the success of the Appeal back to the Advisory Board.

PRESIDES over:

· the major meetings of the Appeal

· the meetings of the Appeal Committee

The Chairman is in constant communication with the Director and the Chairman of the Steering Committee.

THE SUCCESS of the Appeal reflects:

· the judgment of those who selected the Chairman

· the extent to which he / she exerts his / her influential leadership on behalf of The Salvation Army

THE ARMY, in effect, asks of the Chairman the advantage of the influence of their:

· name (in publicity, on the Appeal Letterhead, as signatory to "cultivating" letters supporting personal enlistment interviews, etc.)

· person in presiding at important meetings

· gift (personal and company) ‑ in helping to set a standard of giving for the Appeal. This Gift is given early in the Appeal.

4.4
DEPUTY APPEAL CHAIRMANtc \l1 "4.4
DEPUTY APPEAL CHAIRMAN
Deputy Appeal Chairman has similar qualifications as does the Appeal Chairman.

Enlistment is with the approval of the Steering Committee in full consultation with the Appeal Chairman and Director.

The Deputy Chairman may take on responsibilities for some of the Appeal such as the Residential or some of the Business Divisions.

He / she may represent the Appeal Chairman as requested at some Committee Meetings.

This position does NOT mean that the Deputy Chairman automatically becomes the Appeal Chairman.

4.5
APPEAL PATRONtc \l1 "4.5
APPEAL PATRON (Enlisted ONLY in Sydney / Brisbane)
The Appeal Patron, because of his / her high office, lends his / her name to support the Appeal.

A letter of commendation of the Appeal to members of the Appeal Committee and particularly the general public is required early in the year for inclusion in the “Plan of Action” booklet.

The Patron is forwarded “Notices of Meetings” of the Appeal meetings.

No precedence has been set for his / her attendance at these.

The Patron is invited to the Official Opening Function as an Official Guest and is usually invited to participate in some way.

4.6
THE APPEAL COMMITTEEtc \l1 "4.6
THE APPEAL COMMITTEE
The Appeal Committee exists for the duration of the current year's Red Shield Appeal and is to disband at the time of the "Director's Summary Report" Meeting.

This Committee comprises:

· Appeal Chairman who presides over all Meetings

· Initial Gifts Chairman

· Major Gifts Chairman

· Chairmen of the respective solicitation Divisions

· members of the Steering Committee

· ex‑officio Salvation Army personnel such as:

-
Divisional Commander

-
Divisional Public Relations Secretary

-
Territorial Appeal Director

No Meeting of the Appeal Committee occurs without the presence of the Appeal Director.

Responsibilities:
· the decision‑making, reporting and clearing committee for the Appeal Divisions and key committees

· to accept the Appeal Plan (previously endorsed by the Steering Committee)

· the proper progress in the establishment and work of the Initial Gifts Committee.  (Its own members are included in the Major Gifts Prospects)

· maintains co‑operative oversight of the continuing enlistment of the members of the respective solicitation Divisions

· it meets regularly throughout the Appeal (the Director includes a number of meetings in the proposed Calendar in consultation with the Appeal Chairman)

The Committee receives:

· constant progress reports of the Divisions, on their enlistment, their training, their own giving, their solicitation of others

· keeps in close touch with publicity plans

· monitors arrangements of various Appeal Functions

· oversights the activities of the other service committees and personnel such as Arrangements Committee, the Auditor and Appeal Treasurer.

4.7
CATEGORIES OF GIFTStc \l1 "4.7
CATEGORIES OF GIFTS
Gifts to the Red Shield Annual Appeal through the Donor Development / Management division are divided for organisational and fundraising purposes into three categories:

1.
Initial Giftstc \l2 "1.
Initial Gifts
2.
Business / Corporate Giftstc \l2 "2.
Business / Corporate Gifts
3.
General Giftstc \l2 "3.
General Gifts
1.
Initial Gifts
These are the gifts of selected potentially large donors:

*
members of the Advisory Board

*
members of the Appeal Committee

*
individuals

*
business

*
professional concerns

*
foundations

They are the gifts which set the standard of giving for the whole Appeal.

They are called Initial Gifts because they are sought first ‑ prior to General Gifts are approached with considered care because of their special significance to the Appeal.

Initial Gifts should desirably account for at least half of the total Appeal Goal.

2.
Business / Corporate Gifts
These are the gifts which are not Initial Gifts.

They may be gifts of firms, companies, or clubs and organisations, provided they have not been specially selected to be the subject of an approach by members of the Initial Gifts Committee.

They are obtained through personal interview by members of the Business, Professional and Rural Divisions.

3.
General Gifts (Mail)
These are the gifts which are not Initial Gifts.

They may be gifts individuals provided they have not been specially selected to be the subject of an approach by members of the Initial Gifts Committee.

They are obtained through donations received over time, but mainly from Doorknock Receipts.

4.8
INITIAL GIFTS CHAIRMAN AND COMMITTEEtc \l1 "4.8
INITIAL GIFTS CHAIRMAN AND COMMITTEE
The INITIAL GIFTS CHAIRMAN is enlisted by the Appeal Chairman assisted by the Steering Committee in consultation with the Director.

Qualifications
· Top financial and community leader

· Is committed to and supports the Appeal generously

Responsibilities
· To select the members of the INITIAL GIFTS COMMITTEE in consultation with the Appeal Chairman and Director

· Seeks standard‑setting donations from members of the Advisory Board and Appeal Committee prior to the Official Opening

· These Gifts would show to the public that there is not only an administrative support to the Appeal but also financial support

INITIAL GIFTS COMMITTEE
Qualifications
· Members should possess high qualities of community leadership and be themselves potentially large donors

· Suitability to approach such prospects effectively

Responsibilities
· To identify, with the assistance of the Appeal Chairman, Appeal Director, Divisional Chairmen, individuals, companies, professional groups, foundations etc. who have the potential to give a substantial donation to the Appeal

· To personally visit those potential Donors seeking that major gift

· The number of committee members required is governed by the number of Initial Gifts Prospects enlisted.  This depends upon such considerations as how many prospects are able to give a considerable amount to the Appeal

· Enough committee members should then be enlisted to ensure that members on the average need only call upon about eight prospects

· Each Initial Gifts Name is assigned on an individual basis to the committee member believed able to obtain the largest contribution from the prospect

· The choice of the right committee member for each prospect cannot be over‑emphasised.  These potentially major donors should be carefully assigned to exactly the right visitor ‑ the one with the greatest prospect of a most favourable hearing and of coming back with the largest possible gift

· It is important to note that members of the Initial Gifts Committee can help with solicitation in the Business and Professional Division because the express work of their committee is finished before the wider solicitation begins

4.9
MAJOR GIFTS CHAIRMANtc \l1 "4.9
MAJOR GIFTS CHAIRMAN
The Major Gifts / Special Names Chairman (William Booth Companions Chairman) is the Appeal Chairman appointed by the Appeal Chairman for the duration of the current Red Shield Appeal.

The Major Gifts Chairman, at all times throughout the Appeal works in close consultation with the Appeal Chairman and Appeal Director who gives direction in accordance with Territorial Policy.

The Major Gifts Chairman would also obtain support on strategies and major gifts solicitation (know-how) from Territorial Headquarters Major Gifts Department.

Qualifications of the Major Gifts / Special Names Chairman - William Booth Companions Chairman:

· Commitment and belief on the solicitation for major gifts

· The belief and act of a leadership gift on his / her own right

· Influence and confidence within the business and social spheres

· Leadership ability for the Major Gifts Committee

Responsibilities
Responsibilities of the Major Gifts / Special Names Chairman (William Booth Companions Chairman):

· Heads the Major Gifts Committee

· Develop, plan, budget and implement the Major Gifts Program for the Red Shield Appeal

· Selects, with the assistance of Appeal Chairman, and in full consultation with the Appeal Director the 5-10 members of the Major Gifts Committee

· Makes a standard setting gift appropriate to the position early in the Appeal

· Uses influence and leadership to spur the members into strategic actions to achieve the set target for major gifts

· To maintain and up the gift level of current major donors

· To grow the number of major donors (i.e. expand the membership of William Booth Companions:

-
from new prospects

-
from lapsed major donors

· Reports on the success of the Appeal to the Appeal Chairman at the conclusion of the Red Shield Appeal.

4.10
BUSINESS AND CORPORATE CHAIRMANtc \l1 "4.10
BUSINESS AND CORPORATE CHAIRMAN
Qualifications
· Is a financial leader in his / her own right within the Commercial, Professional, Industrial or Rural Area

· Is enlisted by the Appeal Chairman assisted by the Steering Committee and in consultation with the Director

Responsibilities
· Is a member of the Appeal Committee and should take an important part in solicitation training meetings

· Assists the Appeal Chairman in consultation with the Director in the enlistment of the Chairmen of the respective Divisions

· Is responsible for oversighting and assisting with the work of setting up and getting into effective operation the soliciting Divisions

· Works closely with the Chairmen of these Divisions

· Keeps in close touch with progress in enlistment, in training, in solicitation of the workers themselves, and with their work of soliciting others.

4.11
COMMERCIAL,  PROFESSIONAL,  INDUSTRIAL,

RURAL DIVISION CHAIRMANtc \l1 "4.11
COMMERCIAL,  PROFESSIONAL,  INDUSTRIAL, RURAL DIVISION CHAIRMAN
Qualifications
· Are enlisted by the Appeal Chairman and General Gifts Chairman assisted by the Steering Committee and in consultation with the Director

· Should be top financial leader with the same leadership qualities as the other members of the Appeal Committee

Responsibilities
· To enlist the top financial and influential leader within each Section of the Division who in turn provides the names and address of prospects within that Section

· To help identify the top 10‑20 companies, individuals within each Section of the Division for personal attention for the Appeal

· Write on company letterhead informing the prospect that when the Red Shield Appeal letter arrives, a generous gift would be appreciated.
· Follow this up with a personal invitation to attend the Official Opening Function which is held prior to the Mailing Appeal.
· Division Chairman should maintain a close liaison with the Initial Gifts Committee Chairman to obviate duplication of approach

· The Business and Professional Division may be very simply organised in a small Appeal or expanded in larger Appeals into a more detailed organisation with Groups and Sections as required to cater for classifications and sub‑classifications within a single branch of commerce or industry

· The enlistment process follows the proper progression:

select   -   inform   -   invite   -   enlist

· After enlistment is complete, a training meeting or series of training meetings is necessary.  Division, Group or Section Training Sessions should be designed to:

(a)
give a sound general view of the Basic Case

(b)
give information about Appeal procedures

(c)
give explicit training in how to solicit a gift

(d)
provide inspiration and a sense of urgency and worthwhileness of the common effort.

4.12
 RESIDENTIAL DIVISION CHAIRMANtc \l1 "4.12
 RESIDENTIAL DIVISION CHAIRMAN
Responsibilities
· is enlisted by the Appeal Chairman assisted by the Steering Committee and in consultation with the Director

· should be top financial leader with the same leadership qualities as the other members of the Appeal Committee

· is responsible for organising a Division of workers to conduct a residential or neighbour‑to‑neighbour solicitation as the final stage of the Appeal

· the method of enlistment is an initial enlistment of ....

Area Chairmen who in turn enlist

Zone Chairmen who in turn enlist

District Chairmen who in turn enlist

Section Chairmen who in turn enlist

Team Captains and who in turn enlist

Team Members
· in practice, while the Appeal Committee, Initial Gifts Committee and the Business and Professional Division will be one central organisation as far as practicable, the Residential Division whilst built up under a central co‑ordinated plan will usually be suburbanised with the various Corps responsible for Sections of the overall organisation

· the aim should be to have a member of the Appeal organisation call over a concentrated period at every home in the city or area

· house-to-house calling will remain the best way of contacting the general public

· the Residential Division is an important means of getting a special message to all members of the public for them to participate in the privilege of giving

· Non‑Salvationists workers will tend to be forthcoming with their assistance only if Salvationists themselves more than  match their example in time and effort.
· in most Appeals it would be in the best interests of the results for an initial effort of selected members of the Residential Division to be directed to certain listed prospects who do not come within the responsibility of the Business and Professional Division.

4.13
PARTICIPATION OF ALL SALVATIONISTStc \l1 "4.13
PARTICIPATION OF ALL SALVATIONISTS
The Director of the Appeal needs the whole-hearted co-operation of all:

Officers  /  Local Officers and Salvationists
No Department is exempt from responsibility to serve.

Every institution and Corps is to participate in the Appeal as they are best able.

Every soldier should be enlisted to serve in the capacity for which they are best fitted.

Moreover, the Residential visitation will call for every available worker and nobody is better fitted to make this contact with the people than Salvationists.

The full‑scale participation of all Salvationists should not be taken for granted.

There should always be a considered approach to enlisting their full support:

Messages from the Territorial Commander and the Divisional Commander inviting and urging whole-hearted co-operation and participation, backed by every ounce of influence of Corps Officers, Administrators of Institutions upon Salvationists, adherents and friends.

Also the personalised appreciation of Army leaders for Salvationist co‑operation should be registered with the same care and interest as the invitation to participate and as the appreciation expressed to non‑Salvationist participants.

4.14
PUBLICITY CHAIRMANtc \l1 "4.14
PUBLICITY CHAIRMAN
Responsibilities
· is enlisted by the Chairman in consultation with the Director

· is well versed in publicity techniques and familiar with publicity media

· he / she chooses his / her own committee as required in consultation with the chairman of the Steering Committee and the Director

· the Committee is to adhere to the Strategy as prepared by the Territorial  Manager - Public Relations Media Department.  Refer "Information and Media " ‑ Section 7
· the Committee prepares and carries out in respect of the Appeal a comprehensive program of publicity in keeping with the ideals, objectives and service program with due regard to the amount budgeted for this purpose

· the Committee seeks to ensure the maximum effectiveness of publicity and promotional materials available from the Public Relations Department

· it also seeks as far as possible to tie in its activities with the timing of publicity measures initiated and conducted by the Public Relations Department through the Territory or the Division concerned

· the Committee is responsible for the preparation and formulation of the Basic Case for the Appeal in that area

The Case must follow through to the specific problems facing The  Salvation Army in its endeavour to meet human need in the local situation.
· the Committee is appointed as one of the early preparatory steps to the Appeal and commences its work early

· the Committee meets frequently throughout the preparational period and the intensive 6-week period as its numerous activities require

· for avenues open to a lively Publicity Committee, see ..... "Getting the Story Across"

· the Committee should carefully avoid wide‑spread publicity that could be construed as an invitation to forward contributions before the Opening of the Solicitation Stages of the Appeal. Works closely with the Manager, Public Relations - Media who prepares the mass media campaign depending upon the local Committee to localise all promotion for the Appeal.

4.15
ARRANGEMENTS CHAIRMANtc \l1 "4.15
ARRANGEMENTS CHAIRMAN
Responsibilities
· is appointed by the Appeal Chairman in consultation with the Director

· chooses his own committee in consultation with the Appeal Chairman and the Director

· should desirably be an able organiser

· the function of the Arrangements Committee is to attend to the "physical" arrangements of Appeal meetings and functions ‑ e.g.

-
The Official Opening

-
Public Launch

-
Special Events

-
Director's Summary Report

4.16
APPEAL TREASURERtc \l1 "4.16
APPEAL TREASURER
The Appeal Treasurer is appointed by Appeal Chairman and the Steering Committee in consultation with the Director.

He / she may be a member of the Advisory Board.

The Chairman may choose to appoint a city banker or public accountant as the Appeal Treasurer.

Subject to Territorial procedures laid down for the handling of monies, the Treasurer is responsible to ensure that all cash received by way of contributions to the Appeal is accounted for and banked and to see that accounts in respect of Appeal expenses and within the approved Appeal Expense Budget are paid.

4.17
APPEAL AUDITORtc \l1 "4.17
APPEAL AUDITOR
The Appeal Auditor is appointed by the Appeal Chairman in consultation with the Director.

The Appeal Auditor is responsible for verifying (on a progressive basis and subject to a laid‑down procedure) the accuracy of the total of gifts received during the Appeal.

This includes the proper checking and recording of cash and subscriptions reported at each report meeting.

The appointee may be an accountant or some other person accustomed to recording procedures.

4.18
OFFICIAL OPENING FUNCTIONtc \l1 "4.18
OFFICIAL OPENING FUNCTION
The Purpose of the Official Opening Function is to:

· gather together leaders of the community who either have significantly supported in the past, or have resources for significant support, to hear of The Salvation Army’s work

· present a considered statement of the Army’s plans to meet the demands and challenges of financing its continuing and expanding work.  Emphasising the record of service and illustrating the changing elements of the work

· convince people with the best potential for support the importance and urgency of the Army’s needs and motivate a generous considered response

The Appeal Patron is invited to attend the Official Opening Function to participate in some way ‑ Guest Speaker, Thanks to the Guest Speaker etc.

4.19
PUBLIC LAUNCH / RESIDENTIAL APPEALtc \l1 "4.19
PUBLIC LAUNCH / RESIDENTIAL APPEAL
Purpose
· To maximise the public awareness of the Doorknock through the Media

· ALL sections of the Media are present for this event and give wide coverage of the Red Shield Appeal throughout that week

· An invitation is extended to the Patron to attend the Public Launch.

RESIDENTIAL APPEALtc \l1 "RESIDENTIAL APPEAL
Enlisting Workers
THE RIGHT PERSON

ASKING

THE RIGHT PERSON

FOR

THE RIGHT GIFT

AT

THE RIGHT TIME

The main task is to enlist INFLUENTIAL people to be involved.

Start at the TOP  ‑ influence flows down ‑ not up!

What is it you are seeking?   A successful person? A community leader?   An able person?   A person who gets things done?


Make sure he / she fully knows the tasks you are asking them to do.


Ask person to person


Inform and train

Use The Proven Doorknock Structure

IT WORKS

IT IS SIMPLE

DON'T COMPLICATE IT
4.20
RESIDENTIAL CHAIRMANtc \l1 "4.20
RESIDENTIAL CHAIRMAN
This Chairman is enlisted by the Red Shield Appeal Chairman in consultation with the Divisional Public Relations Secretary Appeal Director.
Role
1.
Liaise with the Residential Director on Policy and Procedure

2.
Enlist Regional Chairmen (if required ‑ larger cities)

3.
Enlist Area Chairmen

4.
Set dates in consultation with the Residential Director for five Residential meetings

5.
Attend all Central Appeal Committee meetings.  Give up to date progress report of the Residential Appeal.  If unable to attend nominate one of the Regional Chairmen to give report

6.
On Doorknock Day be available to tour an Area, visiting Counting Houses with Residential Director.

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL

4.21
REGIONAL CHAIRMANtc \l1 "4.21
REGIONAL CHAIRMAN
This Chairman is enlisted by the Residential Appeal Chairman in consultation with the Residential Director.
Role
1.
Liaise with the Residential Appeal Chairman

2.
Liaise with the Area Chairman on policy and procedure

3.
Attends all Area meetings

4.
Reports progress of Appeal to Residential Chairman

5.
Attends and Reports at the five Residential meetings

6.
Assists Area Chairmen where necessary

7.
On Doorknock Day visits designated area to call on Zone Counting Houses.

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL

4.22
AREA CHAIRMANtc \l1 "4.22
AREA CHAIRMAN
This Chairman is enlisted by the Residential Appeal Chairman in consultation with the Residential Appeal Director.
Role
1.
Liaise with the Regional Chairman on policy and procedure

2.
Enlists deputy Area Chairman

3.
Selects and enlists suitable influential people to become Zone Chairmen and motive them to work the Appeal Structure

4.
Sets dates in consultation with Residential Director (Salvation Army) for four area meetings

5.
Attends and reports at Residential Committee meetings

6.
Attends at least one meeting per zone

7.
Assists the Zone Chairmen in the enlistment of personnel and work force as necessary

8.
Reports progress of Appeal in his area to the Regional Chairman

9.
Doorknock Day visit Zone Counting Houses with Area Director (Salvation Army).

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL

4.23
AREA DIRECTORtc \l1 "4.23
AREA DIRECTOR
Appointed by the Divisional Commander or Chief Secretary in consultation with the Residential Director.
Role
1.
Liaise with Area Chairman and Residential Director

2.
Plan the Appeal strategy with the Area Chairman following Salvation Army policy and procedure

3.
Attend all Area meetings and act as meeting secretary

4.
Forward a copy The Action Report for every Area Meeting to Residential Director

5.
Attend at least one meeting in every Zone in your area

6.
Be prepared to assist with the enlistment of personnel in Zones, if necessary

7.
Particular attention should be given to:

a.
Number of collectors required and the progress of enlistment

b.
The implementation of District, Section and Team concept

8.
On Doorknock Day accompany Area Chairman, visiting Counting Houses

9.
After Appeal Day ensure that all Zone Director's return materials PROMPTLY to Public Relations Store and Residential Director.

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL

4.24
ZONE CHAIRMANtc \l1 "4.24
ZONE CHAIRMAN
This Chairman is enlisted by the Area Chairman in consultation with the Residential Director.
Role
1.
Liaise with Area Chairman and Zone Director (Salvation Army personnel) on policy and procedure

2.
Plan the Appeal strategy with the Zone Director

3.
Where possible enlist Deputy Zone Chairman

4.
Select and enlist suitable influential people to be invited to become District Chairman and motivate them to work the structure

5.
Convene 3 or 4 Zone meetings to motivate and plan Zone Doorknock

6.
Report progress of Zone's planning at area meetings

7.
Liaise with Zone Director visitation of schools, support from Service Clubs etc.

8.
Arrange suitable staff for Zone Counting House

9.
On Doorknock Day, be available with the Zone Director to give general oversight on location and deal with organisation

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL

4.25
ZONE CHAIRMAN’S HINTStc \l1 "4.25
ZONE CHAIRMAN’S HINTS
Enlist District Chairmen:
· Start at the top ‑ influence flows down

· Brief and train them as fully as possible

· Confer with Zone Director (Salvation Army personnel) regarding...

*
Up to date zone maps

*
District and section maps

*
List of collectors from previous years

*
List of workers from previous years

*
Location of Counting House

*
Banner placement if required

Arrange:

Talks ‑ video showing and enlistment of...

· Service Clubs

· Schools

· Groups

· Churches (see resource check list)

Hold zone meetings with specific goals and aims.

Endeavour to get all District, Section and Team leaders together and train on Appeal procedures.

Aim for quality visitation.

Aim to collect every home in your zone.

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.26
ZONE DIRECTORtc \l1 "4.26
ZONE DIRECTOR
Appointed by the Divisional Commander or Chief Secretary where necessary conferring with Heads of Department in consultation with the Residential Director.
Role
1.
Liaise directly with the Area Director and Residential Director

2.
Attends ALL Area Committee meetings

3.
Brief and assist the Zone Chairman in all Appeal structure and methods

4.
Ensure that structure is understood and adhered to by Zone Chairman, District Chairmen, Section Chairman and Team Captains

5.
Attends all Zone meetings and acts as Secretary, sending action reports to all members, Area Chairmen, Area Directors and Residential Director

6.
Assists the Zone Chairman in the enlistment of District leaders

7.
Enlists, educates and motivates Salvation Army Appeal organisers to work and be supportive of the Zone structure

8.
On Doorknock Day supports the Zone Chairman in every way possible

9.
Ensure all Red Shield materials are returned PROMPTLY to the Divisional Public Relations store and the Residential Director

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.27
ASSISTANT ZONE DIRECTORtc \l1 "4.27
ASSISTANT ZONE DIRECTOR
Appointed by The Divisional Commander or Chief Secretary and where necessary Heads of Department in consultation with the Residential Director.
Role
1.
Works closely with the Zone Director sharing responsibilities for the zone organisation in a manner of co‑operation worthy of our belief and commitment

2.
Attends ALL area meetings

3.
Attends ALL zone meetings and is supportive of the Zone Director in applying Appeal structure and methods

4.
Assists in the enlistment of voluntary workers as required

5.
Doorknock Day ‑ support the Zone Chairman and Zone Director to ensure an efficient Appeal result

The clarification of your specific responsibilities is a matter for discussion and planning with the Zone Director

If concern arises consult the Area Director.

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.28
MEMO TO ALL ZONE DIRECTORStc \l1 "4.28
MEMO TO ALL ZONE DIRECTORS
Final information about this year's Appeal is the starting point for next year's Appeal.
To assist you or your successor,  the following information needs to be kept on file.

1.
Name, address and telephone number of personnel who were part of the Zone Committee

2.
Name, address and telephone number of District and section Chairman and Team Captains

3.
Name, address and telephone number of all collectors

4.
List of groups with contact person at each place

5.
Up to date maps with number of collectors needed in each area

6.
The number of homes in the Zone

7.
Other information that may be relevant to your zone

..... Thank you

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.29
DISTRICT CHAIRMANtc \l1 "4.29
DISTRICT CHAIRMAN
These Chairman are enlisted by the Zone Chairman.
Role
1.
Has responsibility to organise one district of the Zone

2.
Liaise constantly with the Zone Chairman regarding progress of the District

3.
Divide district into sections

4.
Enlist Chairmen for each section and motivate them to work the Appeal structure

5.
Responsible for approximately 4,000 homes to the Zone Chairman

6.
Be available on Doorknock Day to consolidate previous planning.

KINDLY NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.30
SECTION CHAIRMANtc \l1 "4.30
SECTION CHAIRMAN
These Chairman are enlisted by the District Chairmen.
Role
1.
Liaise with the District Chairman

2.
Divide sections into areas covering approximately 1,000 homes

3.
Enlist Team Captains to be responsible for 5 collectors ‑ who should collect approximately 40 houses each

4.
Brief Team Captains at least one month prior to Appeal Day regarding their responsibilities

5.
Advise Team Captains of the location to which they must bring records and money

6.
Receive from Team Captains reporting records together with all Red Shield materials and money

PLEASE NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.31
CORPS ORGANISERtc \l1 "4.31
CORPS ORGANISER
This person is appointed by Corps Officer.
Role
1.
Responsible for organising the Corps involvement of the Appeal

2.
Works in close liaison with Appeal Director / Corps Officer

3.
Involves ALL members and those associated with Corps in Appeal Structure

4.
Enlists Team Captains who contacts suggested team members

PLEASE NOTE ‑ TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.32
TEAM CAPTAIN (Drivers)tc \l1 "4.32
TEAM CAPTAIN (Drivers)
These people are enlisted by the Section Chairman who should ensure they are briefed on their responsibilities.
Role
1.
Are responsible to the Section Chairman

2.
Are responsible to make contact with each collector at least twice before the Doorknock Day

In the case of students, make contact with parents and arrange meeting place and starting time

IT IS IMPERATIVE THAT ALL STUDENTS AND PARENTS KNOW SEVERAL DAYS IN ADVANCE WHAT ARRANGEMENTS HAVE BEEN MADE AND CONFIRMED DURING THE DAY BEFORE.

Doorknock Day
3.
Check that each collector is wearing a voluntary worker's badge and has a pen

4.
Explain clearly to each collector how to ask for a donation.  DON'T ASSUME THEY KNOW

5.
Reinforce how to complete the receipt books and the collectors record details in the back.  Make sure ALL monies received are receipted and signed even if the donor refuses to take the receipt

6.
Accompany your team into the collecting district, stay in the area ensuring the collectors work according to the map supplied

7.
In the case of students, make sure you are aware of where they are at all times

8.
When collecting is completed, supervise collectors in adding receipts and money.  Both these totals should agree

Receive from collectors ALL equipment and money

	N.B.
IT IS MOST IMPORTANT THAT ALL


RECEIPT BOOKS ARE RETURNED



9.
Ensure collectors record card in the back of the receipt books is completed and receipt issued to collector stating how much he / she has collected

10.
Return all monies and equipment to the Counting House.

PLEASE NOTE - TRAFFIC LIGHT COLLECTIONS ARE ILLEGAL
4.33
THE COLLECTOR’S ROLEtc \l1 "4.33
THE COLLECTOR’S ROLE
1.
Is responsible to the Team Captain

2.
Be on time at the venue arranged by your Team Captain.  Bring a pen

3.
Ensure you know how to complete the receipt book

4.
Wear your voluntary Worker's badge .... this is extremely important

5.
Do NOT enter any house ‑ ALWAYS remain at the door

6.
Receipts must be issued for ALL donations.  If a donor refuses the receipt write one out and place in the Red Shield bag

7.
Use the correct receipts ‑ fill in fully and accurately

Approach at Residence:

“Good morning my name is John / Jill and I’m collecting on behalf of the Red Shield Appeal.  Would you care to make a donation?” 
8.
Carry ALL money in the Red Shield Bag

9.
If people are out, leave a "Salvos Called" envelope
(a)
PLEASE DO NOT write any remarks on the envelope
(b)
Do NOT leave the envelope in the screen door ‑ this advertises the fact that no one is home


(c)
Leave the envelope in the letterbox or slide under front door

10.
If a householder does not speak English, show him the back of the folder where a number of languages explain the Red Shield Appeal

11.
Remain in the street as directed by your Team Captain ‑ DO NOT WANDER
12.
If you have problems, contact your zone control

13.
If any request is made for help, or gifts of clothing or goods are offered, ask the householder to telephone the Family Store

14.
When collecting is completed, fill in personal details on Collector's Record Card, put receipt books into the Red Shield bag and your Team Captain will supervise you further

15.
Credit Card Donations – these can be recorded on reverse of “Sorry We Missed You” card

Advise an Official Receipt will be posted

“NO RECEIPT IS TO BE WRITTEN FOR

CREDIT CARD DONATIONS”

4.34
COUNTING HOUSE SUPERVISOR'S ROLEtc \l1 "4.34
COUNTING HOUSE SUPERVISOR'S ROLE
1.
Select sufficient personnel to ensure the following tasks will be done efficiently:

(a)
Money received and checked

(b)
Collector's kits received, checked and packed for return to Public Relations Department store

(c)
 Householder envelopes checked ‑ Wills and Bequests etc.

(d)
Zone Treasurer

2.
See that the Counting House is arranged to accommodate the following sections:

(a)
General assembly section for teams to count and check monies

(b)
Section for receiving monies for checking and preparing for Banking

(c)
Section for depositing collector's kits, householder envelopes, receipt books etc...

(d)
Refreshment area

3.
Supervise the flow of persons as they arrive at the Counting House.  Directing them where to go etc.

4.
Inform Team Captains (Drivers) where to deposit monies, receipt books and collector's kits etc.

5.
See that total Counting House operation runs smoothly

Refer
“Counting House Operation”

  Chapter 9 - Security / Insurance

	
RED SHIELD APPEAL

COUNTING HOUSE PROCEDURES


FOR SUPERVISORS ON DOORKNOCK DAY

- - - - - - - - - - - - - - - - - - - - - - - - - - - - -

(a)
Discuss security arrangements with Personnel before opening the Counting House

(b)
Lay out tables in a workable fashion

(c)
Shade map where collection is done as teams return to the Counting House

(d)
Guide Collector to stay with Team Captain

(e)
Ensure Receipt Books are attached to Team Captain’s Report

(f)
Have Collector Kits sorted

(g)
Thank folk for helping and provide light refreshments
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