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Colleague Community Fund Policy and Procedures

This policy is the property and responsibility of AV Dawson’s Marketing Department and any alterations, amendments and addendums to this policy must be approved by the Commercial & Marketing Director. 

1  INTRODUCTION 

As part of AV Dawson’s wider corporate social responsibility (CSR) programme, the company has created a fund that colleagues can utilise to support their preferred local charity/community initiatives. This document outlines the procedures for the implementation and administration of this Colleague Community Fund (CCF), which will be known as the Maurice Dawson Fund. 

2  COMPANY VALUES

Our Company values define who we are and are central to the way we do business and the way in which we work with our employees.  This procedure aligns to these values ensuring consistency throughout the Company.
3   PURPOSE 
The purpose of the fund is to:

1. Increase employee engagement by giving colleagues a voice in how AV Dawson supports the local community.

2. Reinforce our family values by providing a consistent, fair and transparent way to support colleagues’ requests for AV Dawson to donate to local charity/community initiatives. 

3. Build stronger relationships between employees through increasing colleagues’ awareness of other colleagues’ charitable/community activities outside of work.

4. Increase awareness internally and externally of the type of employer and business AV Dawson is and its commitment to the local community through publicising the charity/community initiatives AV Dawson supports.   

5. Provide more ways to support the local community.

3  SCOPE 
This policy applies to all employees of AV Dawson Limited and its companies.   
This is limited to a specific fund, the size of which is set by AV Dawson’s directors. Separately there are other charitable and community organisations and initiatives that the company supports on a short and longer term basis. These include but are not limited to:
· The Middlesbrough & Teesside Philanthropic Foundation
· High Tide Foundation
· Middlesbrough Rugby Club
· Stockton Riverside College Logistics Academy

· Teesside University Industry Engagement Programmes

4  PROCEDURES 

4.1
Defining the size of the fund
· A colleague community fund (CCF) will be established each year from Q4 2021.

· At the beginning of each year, AV Dawson directors will decide on the size of the fund for the year ahead. Initially this will be set at £4,000, which typically will be released in four amounts of £1,000 per quarter and used to support the chosen initiatives for that quarter. 
· At the end of each year, AV Dawson will decide whether to roll over or remove any funds that remain in the pot. 

· AV Dawson reserves the right to withdraw, reduce or increase the fund and the regularity of awards at any time and without notice.

4.2
Colleague nominations 

· The fund is intended to support local charity and community initiatives that are important to AV Dawson’s colleagues. 

· While standard sponsor donations (eg. for a charity run) can be nominated, the panel is really looking for more creative use of the fund. 
· All colleagues are eligible to submit nominations for how the funds should be used.

· A maximum of three nominations can be submitted by a colleague each quarter.

· Nominations should typically be for a one-off request for a donation of between £50-£1,000.

· Colleagues can submit nominations for the next quarter’s fund at any time by completing the colleague community fund nomination form (on page 5) and submitting it before the deadline date for that quarter.

· Colleagues do not need to be directly involved in the initiative they are nominating. They may want to use the funds to support a friend or family member, or simply to support a charity cause they believe in.

· Any winning colleaues who have their nominations approved will be required to give their permission to feature in publicity photos relating to the initiative. 
· Colleagues may not necessarily receive individual feedback on why a nomination was unsuccessful (this depends on the panel’s workload and the volume of nominations received).

· If a colleague nomination has been unsuccessful a colleague can resubmit their application on one other occasion that year.  

4.3
Colleague community fund nominations panel
· A Colleague Community Fund Nominations Panel will be formed to review nominations throughout the year.

· The panel will consist of 3-5 representatives, who ideally remain on the panel for a year.

· Decisions will be made by majority.

· The panel will always include a director representative and marketing representative. Ideally there will also be one representative from HR and up to two colleague representatives. The colleague representatives will be selected from the wider workforce. Any colleague can express interest in being considered for this role. An interview process may be required to select the appropriate colleague representatives. This is a voluntary position.
· After 12 months (and subject to workloads and availability of personnel), ideally new representatives would be appointed. 

· If a panel member wishes to submit a nomination they would need to be replaced with another representative for that quarter due to a conflict of interests.

· Every quarter, the panel will review the applications received over the previous three months.

· The panel will review the applications and collectively decide on the use of the fund that quarter. Decisions will be influenced by:

· Where is the charity/organisation based? 
· Where is the initiative based? 
· How much does it impact/benefit people in Teesside? 
· How closely does this align with AV Dawson’s values and CSR policy?
· What is the initiative?
· What is the support that’s required? – Note: the panel is looking for more interesting nominations than standard sponsor donations. It is recommended that sponsor donations are typically limited to £50 per nomination. 

· How significant an impact is the donation expected to provide?
· How important is the initiative to the colleague and/or AV Dawson?
· How involved is the colleague or their family in the initiative? 

· How challenging/gruelling is the initiative?
· How interesting is it as a PR story?
· Has the colleague made any nominations recently and have they been successful? – A colleague that has had several unsuccessful nominations may be favoured over one that has recently been awarded funding. 
· Which area of the business does the colleague work in? – The panel should be aiming to support colleagues at all levels, in departments across the business 

· Each quarter the panel can chose to:

· Apply all or part of the funds for the quarter to one winning nomination.

· Split the funds across multiple initiatives.

· Conduct a mini draw to randomly select an initiative if the panel is struggling to select from a shortlist of initiatives. 

· Not release funds if applications are deemed unsuitable. In this instance, the fund would roll-over to the following quarter.

· Postpone a nomination to a future quarter when further funds are available.

· Use any funds that have not been used from a previous quarter.

4.4 Processing successful nominations
· The marketing representative on the panel will circulate an email to all panel representatives, copied to all AV Dawson directors, to advise of the funding awards agreed for the quarter.
· The marketing representative will then:
· contact the relevant colleague(s) to advise them that their nomination has been successful and the value of their funding award.
· organise relevant photo permissions and internal/external PR and promotion activities.
· contact AV Dawson’s head of finance to inform them and ask them to organise the required payments.
THE ‘MAURICE DAWSON’ COLLEAGUE COMMUNITY FUND 
NOMINATION FORM
If any colleagues would like to nominate a charity/community initiative for AV Dawson to support please complete the form below and return it to your line manager to pass to our Marketing team or you can email it to communityfund@av-dawson.com. Nominations should typically be for a one-off donation of £50 to £1,000. Each quarter a panel will meet to review the nominations submitted by colleagues and decide which ones the business should support.
	Your Name
	

	Your Department
	

	Name of charity/community organisation
	

	What is the charity/community initiative?

(Please provide sufficient details for the panel to review this)
	

	Where is it taking place?
	

	What date is it taking place?
	

	Is there a deadline date by which a decision needs to be made? 

(If so, please advise what date this is)
	

	What funding/support is required? 

(eg. How much financial support)
	

	How are you/your family involved?
	

	Why do you want AV Dawson to support this?


	

	How significant an impact do you think the donation will provide?


	

	Approximately how much of the donation will benefit people in Teesside? (eg. please select 0%, less than 50%, more than 50%, or 100%)
	

	Have you submitted any nominations prior to this?
	

	How many successful nominations have you had in the last two years?
	

	If successful in securing a donation from AV Dawson, do you give the company permission to include you in any publicity related to the initiative?
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