Welcome to Charitable Gaming!!!


As a new coordinator for your organization you probably have numerous questions on what the position entails. This training manual was created to help you navigate your way through the various roles, rules, and requirements mandated under your contract. This will also identify what reporting is necessary to ensure you remain in compliance with both the provincial and municipal regulations.

The entire 𝗣𝗼𝗹𝗶𝗰𝗶𝗲𝘀 & 𝗦𝘁𝗮𝗻𝗱𝗮𝗿𝗱𝘀 document has been forwarded to you. If you have not received it, please email me at coordinator.csga@gmail.com

Everyone knows that fundraising is hard! Earning money for your organization takes a lot of time, energy and resources. 

Charitable Gaming (known as cGaming) at Community Spirit is one of the best kept secrets in Kingston. It is long-term, sustainable funding. Once a charity is a member of the Community Spirit Gaming Association, they can raise funds for years to come, as long as they continue to fulfill all contractual requirements. This is unlike most funding models which typically end after a few years.

Each one of the two-hour shifts (two hours, two volunteers) is worth, on average, $400 or more! You can see how doing a couple of assignments/shifts a month can add up. That's a pretty sweet fundraiser, with limited cost and no risk! Typically each assignment/shift is two volunteers, two hours.



Let's get started!

Your Charity has signed or will sign a contract with Community Spirit Gaming Association (CSGA). This contract makes you and your organization responsible for complying and participating in all policies and standards, training programs, and other tools that are developed or implemented by your Charitable Gaming Centre Association, Ontario Charitable Gaming Association (OCGA), and OLG.
As information is continually being updated or modified, it is your responsibility to ensure all of your volunteers are kept up to date with all changes. This can be done by distributing Association communications to all of your volunteers, in particular changes or updates. Your charity also needs to have a representative attend the Annual General Meeting (AGM) usually held each September.

This is an example of the contract signed:
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INDIVIDUAL CHARITABLE ORGANIZATION AGREEMENT

Charitable Gaming Centre Association. e with the
tario Lottery and Gaming (OLG) to provide services and enforcement under the provisions of their contract
including the Policies and Standards set out by the Ontario Charitable Gaming Association (OCGA). The C
contractual requirements as they relate to individual charities are listed below. The full CGC s
ndards are available at your CGCA

Individual Member Charities must.

provide a signed copy of this agreement before participating in scheduled assignments
have in their possession and abide by Revitalizati le Bingo and Gaming Initative Polices and
Stand related to individual charitable organizations inchuding roles and responsibilities and
customer g
training programs designated and developed by OCGA related to charity roles and
tesponsibilitis. policies and standards and ensuring all bona fide volunteers attending assignments
‘participate in the required training programs
ensuring compliance with all Permit Requirements, including any terms and conditions relating to use
the receipt and use of proceeds ase kept up
to date with the Mun
ensuring they hold a valid permit when participating in charity assignments
required contact information up to date with the CGCA
provide at least two (2) trained bona fide volunteers to attend each of their assignments
ensure that each Bona Fide Member siga in the designated log-book
ensure that Bona Fide member information is kept up to date with the CGCA.
‘provide volunteers that do not carry out assigaments for more than three charitable organizations
‘participating in this initiative

o participating in charity events and nitiatives developed by the CGCA, OCGA, and OLG as required
« abide by any other tools developed by OCGA to assist CGCA's and/or

within the Charitable Gaming Centre
© actina manner that is beneficial to the success of the Gaming Centre

We, the undersigned, on behalf of our not-for-profit charitable organization, here
CA) has by contractual

2ssumed responsibility for the above mentioned ob

distribution from any charitable organization that does not fully comply with any of the abov

agree to comply with the all contractual obligations in the CGCA contract as they apply to our individual charities as a

condition of receiving funds. In doing 50 we also agree to comply and participate in all charity policies and standards

charity training programs and other tools that are developed or implemented by the C A and

signing this agreement. we agree that the CGCA will be acting on our behalf as an inenmediary (or agent) only, to

receive funds and hold them in trust until such time when they must be distributed.

Dated this_day of

e use ouly







Monthly Gaming Reports for City Hall

Each charity is required to submit monthly financial reports to the Licensing Department of the City of Kingston. These reports must specify the revenue received for the month, as well as any cheques written from that account. 

𝗡𝗢𝗧𝗘: These reports must be completed and submitted even if your charity did not have an assignment/shift or write a cheque from your gaming account for the month. 

Reports are due 30 days after the reporting month. For example, the monthly report for September should be filed by the end of October in order to give the municipality sufficient time to meet their 60-day reporting deadline to OLG. 

You may e-mail your reports to the Licensing Department at (licensingapplications@cityofkingston.ca) For additional information on this option, or if you require additional direction on these reports, please contact the Licensing Department. Please ensure that reports are sent on time or your charity could be suspended or some assignments/shifts withdrawn. 

An individual charity permit may also be suspended or revoked if in non-compliance with the approved “Use of Proceeds”. Please contact the Licensing Department for the specific "Use of Proceeds" document related to your charity.
On the next page is an example of the report that needs to be filed with the city.
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Stakeholder Relationship

It can be confusing with all of the acronyms and business names!
Your charity holds a permit to fundraise at Community Spirit Gaming Centre (the business) and sends volunteers to provide important customer service.

Your charity is automatically a member of Community Spirit Gaming Association (CSGA), which is a charitable association made up of charities like yours. Our job is to support your charity in managing its Charitable Gaming permit. The contact for CSGA is me, Tanya Mohan. I am the Charity Member Manager/Coordinator, I am the Board Representative and I manage all communications between all invested parties. I am also responsible for scheduling and compliance. 

CSGA is guided in policies and standards by the Ontario Charitable Gaming Association (OCGA), a provincial organization that advocates for charities or non-profit member organizations like yours, at the provincial level. 

Community Spirit Gaming Centre (CSGC) is a privately-owned business that is bound by the policies and standards of Ontario Lottery and Gaming. The employees at the Gaming Centre work for the owner of Community Spirit Gaming Centre. Community Spirit Gaming Association, with the OLG, pays the centre a fee in order to use this site for volunteering. 

Community Spirit Gaming Association works cooperatively with Community Spirit Gaming Centre.
Organizational Chart:
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As you can see, each is separate but, we work together. Your earned revenue comes to the Association from the OLG. The Association pays a certain amount of expenses out of the Earned Revenue to the Gaming Centre and the rest is distributed to the charities because they are members of the Charitable Gaming Association. How much revenue each charity receives depends on the number of assignments versus infractions each charity has incurred over the course of the month. I will cover infractions and scheduling in this manual as well.
Dress Code
Your volunteers are required to comply with a dress code. They should wear logoed, collared shirts OR vests which clearly identify your charity (purchasing these for your volunteers is considered an eligible use of proceeds expense). This is a great way to let customers know which charity is volunteering during shifts, and helps build familiarity with your charity. New volunteers and charities have 45 days to get uniforms. 


Here is the required dress code:
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Pants Conservative, dark pants or skirt. Denim jeans, track pants, stretch

pants, shorts, capri pants.

Shirt Collared shirt with charity/NPO logo (same colour | Tank tops, t-shirts, sleeveless
for all volunteers preferred); or shirts, scarves, sweaters, jackets,
Vest with charity/NPO logo and collared shirt oranything that covers up the
underneath (all same colour preferred). charity shirt or logo.

Nametag | First name of volunteer. Acceptable nametags
include embroidery on shirt, pin, lanyard, or sticker.

If nametag also has a highly visible charity/NPO
name or logo, it is recognized as a logoed shirt.

Hat Onlyif specifically related to the charity Any other hat. Baseball caps
identification (e.g., Shriner’s Fez, Boy Scouts)or | specifically are not permitted as
for religious or health reasons. they distract from a professional

look.

Footwear | Footwear must be tasteful and appropriate to the | Flip-flops/beach footwearfcrocs

role of the volunteer.

or similar footwear.





Charity Participation/Engagement
Participation and Engagement is a requirement under your contract. Charitable Organizations must, at minimum complete two of the following requirements during a twelve month period.  This is typically letting your followers know how funds raised in the gaming centre benefit your charity and the community as a whole. These must be advertised in the same community/audience as the charitable gaming centre. Failure to comply within prescribed timeframes will result in financial and escalation policies outlined in B.12 and C.12 of the Policies and Standards and may result in removal from CGCA membership. 

• Plan / participate in a charity event at the Charitable Gaming Centre 

• Host an off-site cheque presentation with the CGCA (their AGM, event, etc.) 

• Attend or host a photo-op / chq presentation / media event at the Charitable Gaming                       Centre 

• Reference the Charitable Gaming Centre in Media Articles (Newspaper, Local News, etc.) 

• Tag the Charitable Gaming Centre on Social Media posts 

• Promote the Charitable Gaming Centre in publications (Newsletter) 

• Charitable Gaming Centre logo placement 

o organization’s website or letterhead 

o materials (poster / brochure / program / etc.) 

o on display cheques given to other groups (service clubs) 

o on buildings / vehicles o outdoor advertising / signage 

If you have any ideas or suggestions on additional items that could help achieve charity awareness, please let me know.
Administration/Permit Information
Charities belonging to Community Spirit Gaming Association (CSGA) are 𝗶𝘀𝘀𝘂𝗲𝗱 𝗮 𝗽𝗲𝗿𝗺𝗶𝘁 𝗯𝘆 𝘁𝗵𝗲 𝗖𝗶𝘁𝘆 𝗼𝗳 𝗞𝗶𝗻𝗴𝘀𝘁𝗼𝗻 for a one year period – April 1st to March 31st. These permits are required in order to fundraise at Community Spirit Gaming Centre. There is no cost for a permit.
Prior to the expiration of the current permit, the City of Kingston's Licensing Department will contact each member charity by e-mail and request information required for the next permit period.
The Bingo Coordinator of each charity completes the permit application, has it signed by two executive members of their organization, and returns it to the Licensing Department. Each charity is also required to provide the Licensing Department with complete annual financial statements.
Once all of the required information has been received by the Licensing Department, the charity will receive their scheduled bingo assignment dates for the next scheduling year.
Permits: The Licensing Department of the City of Kingston will issue each permit and your assignment/shift schedule by e-mail and snail mail. Once a permit has been received, it is the responsibility of the charity Bingo Coordinator to ensure that a minimum of two trained, bona-fide members are scheduled for each of their assignments/shifts. This allows individual volunteers to schedule their assignments/shifts into their own personal calendars and to confirm their availability.


Front Page of Permit
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PERMIT HOLDER
Independent Living Centre Kingston, 540 Niontreal Strest, Kingston ON K7K 212

GAMING CENTRE SERVICE PROVIDER
Play! Gaming & Entertainment, 1600 Bath Road, Kingston, Ontario, K7M 4X7.

PERMIT PERIOD Fro To:
April 1,2021 March 31, 2022

1. The permit holder must observe all Permit Requirements of this permit as agreed to n its application and provided
on the reverse.
2. The permit holder must use the proceeds received from OLG's Bingo Games for the following purposes

Provide clfents with independent iving SKils, peer support information) referrals
3. Afinancal report shallbe filed with the Cityof Kingston on & monthly basis, and must b filed no later than the fast
business day of the following month. (Example: Report for January is due on the final business day of February.)

Copies of bank statement, cancelled cheques and receipts for cheques that were written to individuals must be
included with each report

4. Additional Conditions of Permit

Permitting Authority for

Date Issued THE CITY OF KINGSTON

Number of Charity Assignments:
A

NOT TRANSFERABLE




Back Page of Permit
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L Permit Requirements

1. The Permittee shall obtain receipts for each expense incurred.

2. The Permittee shall maintain detaied records of the disbursement ofal proceeds derived from Charitable games
conducted and managed by Ontario Lottery and Gaming Corporation (‘OLG") at the Charitable Gaming Centre (herein
referred to as "0LG's haritable games’).

3. The Permittee shall maintain books, records and other documents in support of allfinancial reports or statements. These.
records shall be kept up to date and be retained for no less than four (4) years from the date of the Permit.

4. The Permittee shall
a) provide unencumbered access to the Permittee’s books, records and other documents including, but not limited to,
the use of proceeds derived from OLG's charitable games, to persons appointed by the Municipality and to ll peace
officers;
b) deliver to the Municipality within the time period specified by the Municipality the Permittee’s books, records and
other documents including, but not limited to, those related to the use of proceeds from OLG's charitable games, and
such other materials as required by the Municipalty for audit and investgation purposes.

Each designated business account shall be maintained in the name of the Permittee, shall have the following features
a) payment/withdrawal privileges and monthy statements ssued;
b) all cheques returned with monthly statement or available for printing online.

6. In administering the designated business account, the Permittee shal
a) appoint a minimum of two (2) signing officers, who must be bon fide members of the Permittee, to administer the
account and make payments / withdrawals on behalf of the Permittee;
b) depositinto the account all monies derived from OLG's charitable games;
) ensure payments / withdrawals are made only for the payment of the expenses incurred and the denation of net
proceeds o the charitable purposes approved on the Permit.

7. The Permittee shall not:
a) deposit monies received from any source other than OLG's charitable gaming centres into the designated business
account;
b) close the designated business account until all monies have been donated to approved charitable purposes and a
report has been submitted to the Municipaliy.

8. The Permittee shall provide the Municipality with a financialreport outlining the receipt and use of proceeds from OLG's
charitable games on the form prescribed by OLG, on the last business day of each month and must include bank
statements, cancelled cheques, deposit slips and receipts. (Example: Report for July bank activity s due on the final
business day of August.)

9. The Permittee shall provide the Municipality on an annual basis with, as well as and past year Financial Statements, more
frequently as stipulated by the City of Kingston and/or as per conditions of the Permit.

10. The Permittee shall provide the Municipalty, when requested, with
2) financial statements, which shall, at a minimum, include a summary of the financial information with respect to the
receipt and use of proceeds from OLG's bingo games and all expenses, disbursements, net proceeds and use of net
proceeds;
b) budget for the current year
©) updates to the Organization's Bylaws/Constitution, Board/Executive and Bonafide memberists
d) report on the Permittees compliance with these Permit Reguirements.

11. The Permittee shall be a member of the OLG recognized Bingo Centre Charity Association as a condtion of receiving and
maintaining a permit.




Bonafide Members

According to the Policies & Standards for Charities, permitted charities must provide at least two trained bona-fide volunteers to perform roles and responsibilities in the charitable gaming centre. This is a contractual requirement. Without the participation of bona-fide members, participating charities are ineligible to receive funds from the CGCA (charitable gaming centre association) and OLG. 

𝗕𝗼𝗻𝗮-𝗙𝗶𝗱𝗲 𝗠𝗲𝗺𝗯𝗲𝗿 𝗗𝗲𝗳𝗶𝗻𝗶𝘁𝗶𝗼𝗻
A bona-fide member, for the purposes of participating in assignments/shifts for a permitted charity, must be an individual who:
• either meets the membership criteria set out in the constituting documents for the charity or;
• an individual who volunteers in another capacity within the charity other than cGaming
• has been admitted as a member in accordance with the requirements set out in the constituting documents;
• remains a member in good standing in accordance with the constituting documents;
• participates in the activities of the charity; or
• is a parent/relative of an active member or participant under the age of 18 in the charity.

Paid employees from the charitable organization may be used for assignments/shifts providing this is not their primary role within the charity.
Volunteers are not permitted to receive any financial compensation/honorariums for participating is an assignment/shift

A bona-fide volunteer participating in the cGaming model may only volunteer to carry out “assignments” for a maximum of three unique Permits (charities) issued to charitable organizations in Ontario within a calendar year. A volunteer in breach of this policy will not be recognized as a trained bona-fide volunteer for the charity and financial penalties will be incurred.

If one of your volunteers wants to volunteer for more than just your charity, please ask me for a Volunteer Confirmation Form in order to have them fill it out. Once completed (identifying which three charities the volunteer wants to volunteer for), return this form to me as soon as possible at: coordinator.csga@gmail.com
To keep numbers manageable and to properly facilitate training and customer service standards, the number of Bonafide Members each charity may use during a 6 month period must be no greater than 20 volunteers. Volunteers can be added at any time as long as there are not already twenty listed, but deletions can only be made twice per year. I will advise when these deletions can take place.
Schedule and Assignments
The number of assignments/shifts for each charity is decided by the Licensing Department of the City of Kingston, in combination with the "Timeslot Preferences" form emailed to charities several months prior to the start of that scheduling year. Once all of the information has been received for your new permit, your schedule will be emailed to your charity. This will show all of your assignments/shifts scheduled for the permit period.

After your permit has been received, it is your responsibility to schedule trained, bona-fide volunteers for each of the scheduled assignments/shifts for that permit period. This allows individual charity volunteers the ability to schedule their bingo assignments/shifts into their own personal calendars and to ensure their availability when they are required to volunteer. 

𝗡𝗢𝗧𝗘: Remember there is a maximum of 20 volunteers allowed to fill assignments/shifts. Names on this list may only be deleted twice per year. This list must be provided to the Charity Member Manager/Coordinator whenever there is a change. It is your responsibility to keep this list up to date and current so that it may be provided to the Charity Member Manager/Coordinator whenever it is requested.

Hints to Avoid No shows/Non Attendance
 - Have each pair of volunteers scheduled to cover an assignment/shift, share their cell phone numbers and call or text each other when they are on their way to the gaming centre.
 - Designate someone from your organization to email/call/text the scheduled volunteers the night before their shift.
 - Use a three-person system for volunteering. Two volunteers are scheduled for each assignment but, there is a stand-by alternate that can be available last minute in case one of the scheduled volunteers becomes unavailable.

What happens if we can’t attend an assignment?

For various reasons, sometimes a charity has a conflict and is unable to carry out one of their scheduled assignments/shifts. In this case, the charity must contact the Charity Member Manager/Coordinator providing a minimum of five (5) days' notice (with additional notice much appreciated). I will attempt to have another charity cover the shift and the original group will not be entitled to the revenue. If sufficient notice has not been given (5 days) it will be considered a “no show” and financial plus infraction penalties will be incurred.

Training
According to your contract, all volunteers must be trained before volunteering at the gaming centre. Training is twofold: first there is an on-line training course to which a link will be provided. This should take approximately 30 minutes to complete.

After the on-line portion is completed, the new volunteer must then shadow a more experienced volunteer from your charity. This means they will be the third person attending one of your assignments/shifts. At that time, a checklist must be completed, signed by both the new and experienced volunteer. The checklist will be supplied by me and must be returned to me once completed. Your charity will have to wait for confirmation of completion to adding to your bona-fide list of volunteers. 

𝗡𝗢𝗧𝗘: Accommodations will be made for charities with no experienced volunteers. This can be worked out on a case by case basis for what is best in each situation.

As your charity’s coordinator, you must ensure that your volunteers complete the entire training program before volunteering for an assignment/shift or financial and non-compliance penalties will be incurred.
Under the provisions of the contract, Community Spirit Gaming Association (CSGA) is responsible for ensuring all charities are aware of, and conform to, the mandated roles and responsibilities. Failure to do so can result in financial or other repercussions as listed in the Policies and Standards for Charities.

Any revenue deductions resulting from penalties assessed in a month is distributed to the rest of the CSGA charities (that have not incurred any penalty) on a pro-rated basis.

Non-compliance also includes an escalation process. If your charity/ has four infractions within a 12 month period, the City of Kingston will issue a suspension of a certain number of assignments/shifts depending on the type of infraction. All infractions stay on your record for one year from the date of the infraction.
List of Infractions:

Financial repercussions for non-compliance include:

• Dress code – ¼ deduction of assignment revenue per occurrence

• One trained volunteer attending – ½ deduction of assignment revenue per occurrence

• No trained volunteers attending – loss of 1 full assignment revenue 

• Trained volunteer arriving late or leaving early – up to ½ deduction of assignment revenue per volunteer based on portion of assignment missed

• Roles and Responsibilities or non-compliance with Policies and Standards not listed in

B.12.c – ¼ of assignment revenue deducted per occurrence

Escalating Infractions process is as follows:
First Infraction: 
A designate from the CGCA will have a verbal discussion or written communication (may include email) with the principal contact on file for the charitable organization and attempt to resolve the problem(s). The communication will inform the group that this is step one of an escalating process.
Second Infraction: 
          A designate from the CGCA will ensure written communication is sent to the charitable organization outlining the specific concerns and policy explanation.
Third Infraction: 
          The CGCA board or designate will discuss with the organization infractions and policies to resolve concerns. The CGCA will notify and engage the municipality in the discussion which may result in additional action related to the organizations Permit. 
Fourth Infraction: 
          Municipality directed to suspend / revoke permit with discussion from CGCA. A formal letter must be sent to the principal officer of the organization notifying
them of action taken and the organization is removed from the schedule. 
