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Guidelines for Community Advisors

The Victoria Foundation is grateful for the expertise and input of our valued community members who earn the Advisor designation.  In our 75th year of providing support to the Capital Regional District, our goals of this program are to increase:
· service to the non-profit sector to enhance their capacity in “more than money” ways

· our ability to conduct outreach visits to support non-profit leaders face-to-face
· our research and pro-active responses to board-mandated priorities of the Victoria Fund
· our ability to track the trends and document the changing nature of charitable activities in our granting area

· our knowledge of unmet needs and successes in the charitable sector in the CRD

· evidence of the impact of our grants

Overall guidelines

· Re-read the Code of Ethics guidelines that govern our program 
· Be yourself. We appreciate your involvement first and foremost as a mature member of our community to act as an informed pair of eyes and ears to broaden our outreach and quality of interaction with non-profit organizations 

· Attend annual orientation or training event

· Sign confidentiality and conflict of interest documents annually

· Read and respect privacy of information shared during background reports and on site visits

· Help us manage expectations of applicants. Neither staff nor advisors vote on granting decisions; we are working to strengthen the non profit sector and provide “more than money” services as our role as a centre for philanthropy

· Record your hours on your timesheet and update us monthly

· A minimum of 20 hours per year is expected

Grant Application reviews

· Applications for funding are very confidential

· Maintain confidentiality about information learned while in your role

· Your emailed comments will be viewed by the VF staff, the CEC grants committee and/or board and/or auditor but not the agency verbatim, so please be concise and judicious. Should the project be funded as outlined? Why or why not? 

· Ensure all agency contacts are directed through VF staff first so we can coordinate with other VF staff engaged in the org (e.g. hosted org)

· Delete applications and other confidential documents after offering feedback

· Keep in mind that some requests will be denied . We try to offer help where possible.
Site visits Tips
· Google website of NGO before outing

· Read briefing notes or the application and ask staff any questions before the visit
· Disclose any potential conflict of interest or prior contact or association
· Meet on time at the site or phone VF office to indicate change of plans 381-5532 or cell phone of staff members
· Introduce yourself as a volunteer advisor with the Victoria Foundation, then provide further detail according to your own comfort level
· Listen and learn together with VF staff and agency staff/board leaders 
· Manage applicant expectations by gently probing areas of confusion for clarification. Never promise that ideas will be funded that may arise; be tentative with your suggestions. Please save your recommended actions for the debriefing report to VF Staff, who will follow up or attach conditions to the grant.

· Respond to direct questions if asked, drawing on your expertise. That’s why you are there!
· Debrief privately with VF staff after the visit about your impressions. We will make time for a debriefing chat or coffee for each site visit.
· Submit debriefing report within a week of final contact to attach to grant application
· Ask VF staff about questions or issues that require follow up, unless you are doing approved pro bono service
· In December annually, read the Annual Report and/or VF website on Recent Granting Stories to see which grants were approved 

Pro bono Service Tips

· Read the agency’s website and the Request for Advisor services first. 
· If going out with another advisor to an agency, phone or meet each other first to get acquainted outline your responses to the Request, areas of expertise, roles

· Clarify the agency expectations for your services. Phone the author of the Request for Services, then give yourself time to prepare appropriate documents, references, tools
· Be on time; wear your VF name tag please
· If asked, provide a caveat that you are offering your personal opinion and expertise as a volunteer to the VF. Do not solicit paid business. You are in a conflict of interest then.
· Maintain confidentiality about information learned while in your role

· Delete applications and other confidential documents after offering feedback

· Ensure all agency contacts are directed through VF staff first so we can coordinate with other VF staff engaged in the org (e.g. hosted org)

· Inform VF staff of any further contacts or outcomes beyond initial contact (e.g. Board member, resources, referrals, other advice) for our records. We tell the agency your services are volunteer up to 4 hours maximum per agency. We don’t want to undercut the professional consultants doing this type of work for a fee.
· Contact us to change your availability and level of involvement

· Say “no” to requests without guilt! There will be other chances.
· Submit your report within the month of your last hour of service. If the agency needs more specific help or could benefit from another advisor, please note that recommendation in your form.

· Ask for feedback from the agency and VF staff on your services. We send the agency a debriefing/evaluation form and will provide feedback to you.

· Refer agencies to REALNet of Volunteer Victoria for more in-depth team support (volvic@volunteervictoria.ca) or board training or volunteer management courses
· Add the hours to your time sheet.

Questions?  When in doubt, please contact your Supervisor:  




Marg Rose, Director of Community Initiatives and Grants




marg@victoriafoundation.bc.ca



250.381.5532
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