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Summary
The aim of this Manager’s Briefing is to give you an

understanding of Payroll Giving, how it works, how it benefits
your employees and the charities and how to get started.

LET US HELP YOU TO COMPLY WITH SOCIAL RESPONSIBILITY REQUIREMENTS
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About the South African Children’s Charity Trust (SACCT) - South Africa’s Favourite Children’s Charities

the
south

The SACCT is proud to be the largest operational children’s charity in South Africa. The SACCT consists of five reputable [2fican
children’s charities, each dedicated to solve significant challenges that South Africa faces. The five charities have decided to hild ’
join forces to harness their energies and resources to tackle these challenges together, and to solve the problems that they all c rens

face. '
: charity
All funds raised for the SACCT are paid directly into the SACCT trust account. Proceeds are distributed equally among all five 7J trust

charrities.
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together we bring hope to lite REACH FOR A DREA




“Perhaps it is good
to have a
beautiful mind, Actual % of funds distributed to charities:
but an even greater gift Lottery - South Africa
Is to discover Payroll Giving

a beautiful heart.”
A Beautiful Mind (2002)

Comparison:

Charity

Porti
ortion Cost of

Fundraising

Marketing
Expense
the
south
african Charity Portion

Government is increasingly
urging companies to become

’
C h . ' d rens involved in projects relating to

social upliftment of the

l community. Payroll Giving can
charity provide such an opportunity with

trust the minimum input and optimal

results.




BENEFITS TO YOUR COMPANY

Provides a sound basis for Corporate Social Responsibility
Significant effect on company's “Triple Bottom Line”

Assists company to comply with requirements to be listed on the Johannesburg
Securities Exchange's “Social Responsibility Investment Index” (SRI Index).

Assists companies to satisfy a number of requirements in the King Il Report.

The Department of Trade & Industry recognises companies that demonstrate
their commitment to the principles of Corporate Governance by means of an
annual Corporate Governance Award.

South African Payroll Association (SAPA) presents an annual Pay it Forward-
Award for companies participating on a constructive basis in Payroll Giving.

Enhances the overall charitable giving of your business with low-level effort
and low or no cost to you.

Improves public image and reputation of your business, and shows that you
are committed to work in partnership with the community. Your company will
therefore be seen as supportive of staff and local causes.

Your company willmake a collective effort to support the less fortunate.

Boosts staff morale, commitment and motivation.

This assists in the retention and recruitment of proficient employees.

Supports employee volunteering.

Simple to set up. The campaign has a once-off administration factor. The
SACCT and its partners manage any other administration.

Costs incurred in the implementation of Payroll Giving are tax deductible.

In a recent survey conducted in the UK on the business benefits of Payroll Giving, the

results showed:

e 61% felt that it improved their company image

o 58% believed that it enhanced the company community involvement programs, &
Y 34% felt that it boosted staff morale




Setting up a Payroll Giving scheme
1. SACCT sends information and all marketing material to SAPA.

2. SAPA endorses the project and sends information through to either the
Payroll Bureau or directly to the Human Resource department.

3. Projectis endorsed by the HR Manager, CEO or Board of Directors.

4, A“Charity Champion” is selected to run the project, together with other
company responsibilities.

5. Marketing Material of Payroll Giving is distributed fo the employees.

6. The individual employee selects the amount that he / she would like to
donate, as well as the method of donation.

7. The company automatically deducts the selected amount from the
employee's salary in the same way as costs such as pension funds, social
club contributions, medical aid etc. are deducted.

8. If the employee chooses to donate by means of his / her cellular
account, the deduction is made by the cellular network.

9. The company/ payroll bureau issues a cheque ormakes an electronic
fransfer directly to the SACCT account of the accumulated amount
donated by employees. Additionally, a schedule with the relevant
supporting information is passed on to the SACCT.

10. The names of employees donating is placed on a database, from where
adraw is made for an individual to meet a celebrity.

11. The employee willreceive a “thank you” for his / her contribution directly
fromthe SACCT.

Once approval for the deduction is given from the employee and the
administration is done, no further effort is required from him / her, or from the
company.

The employee may alter the amount that he / she would like 1o donate, or may
also cancel his / her donation. Upon cancellation, a one-month notice period
should be given for administrative purposes. This applies for both methods of
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Payroll Giving is convenient and flexible.
An individual can select one of two ways to donate,
depending on his / her giving patterns & preferences.

Option 1*
Straight donation from salary

An employee chooses 1o donate on a monthly basis any amount that he /
she feels comfortable with, with a minimum of RS per month (effectively R1
per charity). This is automatically deducted from his / her salary.

*  Administration fee of between 5% and 10% applicable, deducted from donation

Option 2**
Straight deduction from cellular account

An employee chooses to donate on a monthly basis a minimum of RS (R1 per
charity) and a maximum of R25 (RS per charity), which is automatically
deducted from his / her cell phone account. This can be done with both
contract and pre-paid subscribers.

** Administration fee of between 5% &10%, plus cellular network fee of between 14 - 24% deducted
from donation




How much should employees give?

The aim of Payroll Giving is to accumulate
individual donations represenfing smaller
amounts from a large number of employees that
will collectively amount to millions for the charities.
The two ways in which employees can contribute
are through deduction from salary and the
deduction from cellular account. These methods
are comprehensively discussed on previous page
- "Twowaysto give.”

For what period of time can an employee
contribute?

Once authorised, the employer will continue to
process the deductions automatically until
otherwise advised by the employee or until
employment ceases. An employee can change
the size of his / her confribution or cancel the
donation at any fime, simply by notifying the
employer. Upon cancellation, a one-month
notice period should be allowed for administrative
PUrpOSES.

What records will the employer need to keep?
The employer will need to keep the following
records, as provided by SAPA:
e Copy of the contract between the SACCT and
the company
Copy of the forrn completed by an employee
authorising the employer 1o make deductions,
as selected
Record of the deductions made from each
employee's pay receipts, done by the human
resource department or payroll bureau.

Who pays the administration fee of 5% - 10%?
5% is deductible from the donation for marketing,
administration, advertising and prizes. The other
5% is for the Company or Payroll Bureau to cover
their administrative expenses for this campaign.
The company may however decide to forfeit the
5%. This administration fee is not deducted on
top of the selected amount to be donated.
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What can the company do to ensure optimal
participation in the Payroll Giving campaign?

It is important to promote it effectively to your
employees.

Obtain visible support from Top Management to
back the campaign.

Set achievable internal targets that the company
would like to achieve, based on the amount of
employees that you expect to sign up in a
particular period, over shortand long term.

Identify an internal “Charity Champion” - ideally
someone in the Human Resource Department.
Give this responsibility to an enthusiastic,
employee who can act as your company’s in-
house “Charity Champion” in motivating
employees, providing information and ensuring
that the internal administration needs of the
campaign are met.

In order to build enthusiasm and maximise
impact, have an official launch of the campaign.

Introduce the campaign by telling employees that
you are part of a National Payroll Giving scheme
in support of the SACCT, what the benefits are
and how to go about becoming involved.

Involve all departments

Communicate continuously with employees and
give feedback to keep them up to date with the
campaign.

Measure results regularly to achieve the
objectives of participation.

Thank staff for participation, celebrate, promote
and publish success internally.

Can the company pay the administration fee?
Yes, many employers prefer to do this, as they can
then guarantee the employees that 100% of their
contribution goes directly towards the charities.
This also adds to the morale of the employees, as
they know that the company does their part for the
project.

Can the company match the donations made
by the employees?

Yes. This is an excellent way to demonstrate
commitment 1o the community and relations with
youremployees.

There are several ways in which a company can
match the employees' contributions:

1. Administration costs:
A payment of the scheme's administration costs
onthe employee's behalf,

2. Partial Match:
This is when the employer decides to give e.g. 10
cents forevery rand donated by an employee.

3. 100% match:;

A 100% match would equal each employee's gift,
rand for rand. A 200% etc. match can also be
considered.

Will the employees receive unwanted mail from
charities asking for money?

No. The SACCT would like to write to their donors to
thank them and provide them with information on
how their donations are being used. The
information provided by the employee can only
e used for the purpose for which it was provided.
In this case, it will be used for administration
purposes of the deduction, to send a thank-you
note and to draw the monthly winners of A Date
with... (A celebrity)”.




How will marketing usually be done?

Popular approachesinclude:

e Communication through the “Charity
Champion” who can act as a network of
promoters and organisers throughout the
organisation.

E-mail messages from the CEO or HR
department from “Charity Champion”.

Intfranet

Infernet websites with links 1o e-mail in order for
employees to get a“slice of life” of the charities
and the details of Payroll Giving.

Notices on pay slips

On the contracts on new employees, a small
block can be selected if they would like to
make a contribution in this regard

Bulletin board promotions and features in
internal publications, such as newsletters

Other creative marketing material for the
launch may include fray-liners for the cantine,
screen-savers, flyers, access-card holders etc.

Inform employees of the “Date with...” prize,
where they can win a date with a celebrity of
choice from a selected list of paricipating
celebrities

All marketing material will be provided by SAPA.
Should the company wish o include additional
material, this costs involved will be that of the
company

When will the charities receive the donations?
Generally, it works like this:
e Month 1 - Employer deducts donation from salaries
e Month 2 - After a 5% deduction is made by the
company for administrative purposes, a cheque is
issued or electronic transfer is made for the
accumulated value of all the donations.
This amount is paid directly into the trust account of
the SACCT.
In total, this process should take no longer than 6
weeks.

Can anyone who works at your company join the
scheme?

Yes, any employee or pensioner can join, as long as
their salary or pension fund is administered by either a
payroll bureau or an in-house payroll department. Any
individual can also decide to contribute by means of
selecting the “Cellular account deduction” opfion.

Can the employee ask for a refund on his / her

donations?

No. Once the employer has deducted the donation
from the employee’s pay, it must be paid to charity.
Should the employee wish to cancel his / her
contribution, he / she can do so by informing the
employer / Human Resource Department / “Charity
Champion”. Upon cancellation, a one-month notice
period should be given for administrative purposes.

What happens if employee changes his / her job?

If an employee changes his / her job within the same
organisation, the payroll giving instructions will transfer
with the employee. But if he / she moves to a new job
with a new company, he / she will need to sign up for
Payroll Giving af his / her new employer.

What is the SAPA Pay it Forward Awards?
This is a scheme that recognises organisations'

commitment towards Payroll Giving. These quality
marks are graded, depending on the level of
participation of a company in Payroll Giving.

What do | do nexi?

The company simply has to register to be
involved in the national Payroll Giving
campaign of SAPA and the SACCT.

The campaign must then be marketed
within the organisatfion. Employees should
receive adequate information on the
campaign, as provided by the SAPA.

Once an employee has made a decision
on the method and amount of the
donation, he / she should give the
completed form to the "“Charity
Champion”, who will ensure that it is
processed. This process will take no longer
than 4 weeks before the first contribution
willbe deducted.

Payroll Giving is a once-off administration
campaign, therefore after registrafion, no
effort is required from the employee or the
company.

Where can | find out more?

Further information on Payroll Giving in
South Africa is available on
hitp://www.sapayroll.co.za or contact
Miriamat +27(0) 11 675 0650.
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