
Paradise Gaming Centre 

Overview of Procedures  



  
Responsibilities of Charities: 
Charity Information (electronically completed) 
List of Volunteers 
Signing of Contract with BCCA 
 
Procedures: 
signing in: office, charity, computer log 
arrival time –assignment times 
dress code –summer 
roles and responsibilities 
Transition Time 
  
Training: 
charity initiated 
association initiated 
problems with scheduling and possible solutions 
  
Charity Awareness: 
posters –design and procedure for acceptance 
Power Point  Presentation 
Charity Nights 
  
 



Scheduling: 
Scheduling notes 
Assignment trades  -procedures and confirmation 
  
Charity Web Page: 
  
Distribution of Funds: 
When expected 
Method –AFT Summary 
  
Gaming Reports/Permit Applications/Yearend: 
 
Association Newsletter 
 
Charity CD 
  
 



Contractual Responsibilities of Charities: 

Charity Information:  -Members Information, Charitable Involvement, Banking Info  
 

Charity Information Banking Information Charitable Information

GIN# W860 GIN# W860 GIN# W860

Charity Name Windsor Essex County Equestrian Parents ClubCharity Name Windsor Essex County Equestrian Parents ClubCharity Name Windsor Essex County Equestrian Parents Club

Street c/o 2070 Batten Side Rd., RR#2 EssesName of Bank Windsor Family Credit Union Charitable Incorporation # 1250718

City Essex, Ontario Account Number 933210711 How Long in Existence Oct.21, 1997 - 12 years

Postal Code N8M 2X6 Route # 828 Number of Members 58 members

Telephone # 519  - 776 - 9639 Transit # 21182 *"Charitable" Involvement 4 Dedicated to youth sporting Clubs

Facsimile # 0 Fiscal Year-end 40178 Use of Proceeds
E-mail Address mamccarthy@sympatico.ca #1 To provide for children and adolescents accessibility to equestrian events that would not otherwise be affordable.

Contact Person #2 To Arrange transportation of said students to shows and events

Last, First Name McCarthy, Mary #3 To underwrite the cost of entry and membership fees for shows and events

Position Treasurer #4 To assist with stabling fees for out of town shows and events

email address mamccarthy@sympatico.ca #5 To assist with travel accommodations for children

Address 2070 Batten Side Rd., RR#2 #6 To underwrite to cost of monthly boarding/leasing fees

City, Province Essex, Ontario #7 To assist with the cost of lesson fees.

Postal Code N8M 2X6 #8 To underwrite the cost of local clinics (special lessons) and out of town clinics.

Phone # 519 - 776 - 9639 #9 To assist with the cost of day/residential training camps. 10 To sponsor local shows.  11.

Cell/Business Phone 519 - 977 - 2878

Principal Officer #1
Last, First Name McCarthy, Mary

Position Treasurer

email address mamccarthy@sympatico.ca

Address 2070 Batten Side Rd.RR#2

City, Province Essex, Ontario

Postal Code N8M 2X6

Phone # 519 - 776 - 9639

Cell/Business Phone 519 - 977 - 2878

Principal Officer #2
Last, First Name Rounding, Patricia

Position Secretary

email address pat.rounding@wavedirect.com

Address 1W Rd. 9, RR#1

City, Province Essex, Ontario

Postal Code N8m 2X5

Phone # 519 - 776 - 5980

Cell/Business Phone 0

Windsor Essex County Equestrian Parents Club



List of Volunteers: 
 -charity needs to confirm lists –sign  and submit hard copy 
 -lists will be updated 3 times a year 



 
Signing of Contract with 
BCCA: 
-charities will receive an 
electronic copy 
-print and sign 
-submit a hard copy to 
be signed by executive 
-copy of document will 
be filed 
-original to be returned 
to charity 



Procedures 

1. Signing In: 

  -check in with the office 

  -charity log should be completed –check to make sure its your 

 charity –if traded but not updated –make the correction 

-complete charity information on the computer log –on 

completion of your assignment, fill in charity activity –only 

“x” that which you and your partner did 

2. Arrival Time -15 minutes before 

3. Dress Code remains the same even though it is summer  -name 

tags –charity should supply their own  

4. Review  Roles and Responsibilities as outlined on the log 

 

 

 



LOG 

UNTO 

THE 

COMPUTER Date:

Time Dress 

Time Slot Charity Print Name Members Sign-In Arrived Code

9:15-11:00

11:00-1:00

1:00-3:00

3:00-5:00

5:00-7:00

7:00-9:00

9:00-11:00

11:00-12:45

Charity Daily Report
September 6th

S704   Scottish Club of 

Windsor

S733   South Asian Centre

W888   Windsor Light Music 

Theatre

RC549   Rose City Athletic 

Organization

R520   Royal Canadian Army 

Cadet Corp

S660   St Therese Parents 

Association

R568   Royal Canadian 

Legion Branch #12 Ladies 

T753   Tecumseh/St. Clair 

Basketball



Charity Assignment Log
Date Assignment Time 

Sept. 1st 9:15 AM

Block

#1

GIN # Charity Name Member #1 Time Arrived Uniform Member #2 Time Arrived Uniform

0 0 Charity Activity

upon arrival -hall was generally tidy and presentable

Completing Charity Log: met with outgoing club -dealt with unresolved customer issues

1.  add all required information in blue shaded cells. set-up audio visual material for your charity prior to hosting

2.  if more than 2 people are working, indicate as follows:  G. Brown/L Smith welcomed customers upon arrival

3.  Complete the charity activity log by using "X"'s.  clean screens with anti-bacterial cleaner

Only indicate that which you did. flagged paper sales needs/cash-out of account/add-on to account/other service needs

Complete the activity log after you have completed your assignment. explained/assisted with game format

explained/assisted with promotion

talked to customers about your charity

Completing Charity Comments: explained/assisted with questions regarding procedure

1.  comments need to be made in the cell only  (your words may disappear but still remain in that cell) assisted with paper clean-up

do not click down to the cell below to complete the comment. helped in delivery of food/concession items

2.  feel free to offer positive comments circulating throughout the Hall

3.  charity comments should be e-mailed to: assisted with seating

assisted with customers with special needs

Don Taylor dontayl@mnsi.net thanked departing customers

Charity Comments
Gaming Environment

1

2

3

4

Hall Staff

1

2

3

4

Customers

1

2

3

4

Shadowing Volunteer(s)



Training 

Training will be ongoing throughout the year. 

 

Charity Initiated Training: 

-charity guarantees number of volunteers within their organization to be 

trained 

-set the time and place in concert with the trainers 

-members from other charities are invited 

-proved to be very successful 

-hosts to date: St Johns, Centre for Seniors, AKO, Classic Chorale, 

Windsor St Clair Rotary 

 

Association Initiated Training: 

-time and date set by trainers –venues have been Classic Bingo 

Manning, Moose Lodge  

 



Charity Awareness 

Posters: 

-need pictures, brochure  -hard copy or electronic 

-mission statements or any other script desired 

-if creating your own, must 24” x 36” –high density print  -save as an adobe 

-if I create your poster, it will be sent to you for approval.  Please proof.  Cost is 

$40.00 per poster, so it needs to be correct on the first printing 

-taking pictures from web pages hasn’t worked –lack dense pixels 

 

Power Point Presentations: 

-downloaded web pictures and other information can possibly work with 

presentations 

-generally poster information has been used for power point presentations 

 

Charity Brochures: 

-display area in Charity Kiosk 

 

 

 









Charity Nights: 

-these will happen monthly 

-support these nights at Breakaway, Paradise, Big D –market pooling 

 

Purpose: 

-charity members having fun 

-exposing new players to the game 

-increasing profits 

 

Activity: 

-charity members show up at designated time, place 

-purchase product 

-have fun 

 





Scheduling 

 

Scheduling Notes: 

1. All assignments are 2 hours 

2. Assignment Times:  8:45-10:45 am; 10:45am- 12:45pm; 12:45-2:45pm; 2:45-

4:45pm; 4:45-6:45pm; 6:45-8:45pm; 8:45-10:45pm; 10:45pm-12:45am; 12:45-

2:45am 

3. Charity should arrive 15 minutes prior to beginning assignment time. 

4. Charities are reminded to provide any scheduling notes needed in consideration 

prior to issuing  assignments.  

5. Will schedule charities back-to-back for Blocks #8 and #9. 

 

 

Monthly Calendar:  -Posted on Web Page 

1. “Calendar” indicates chronological view of the month. 

2. “SortedByCharity” indicates charities grouped and dates and blocks listed.  This 

should prove valuable when organizing your month’s activities. 

 



Hall Charities Association: Paradise Gaming Centre Sponsor Association

Proposed Licence Period: October 1, 2010 to October  31, 2010

Total number of assignments proposed for the licence period: 248

Member Organization

Day

K351   Kingsville Historical Park Inc. Block #1 9:15am - 11:00am Friday October 1st 1 2010

K346   Knights of Columbus #8919 Block #2 11:00am - 1:00pm Friday October 1st 1 2010

K350   St. Therese Knights of Columbus #9793 Block #3 1:00pm - 3:00pm Friday October 1st 1 2010

P514   Portuguese Recreation and Cultural Centre Block #4 3:00pm - 5:00pm Friday October 1st 1 2010

N435   North American Black Historical Museum Block #5 5:00pm - 7:00pm Friday October 1st 1 2010

P493   Notre Dame Parents Club Block #6 7:00pm - 9:00pm Friday October 1st 1 2010

N441   Okinawa-Te Athletics Block #7 9:00pm - 11:00pm Friday October 1st 1 2010

F190   Feline Refuge Block #8 11:00pm - 12:45am Friday October 1st 1 2010

S737   Parkside Tennis Club Block #1 9:15am - 11:00am Saturday October 2nd 2 2010

W860   WEC Equestrian Parents Club Block #2 11:00am - 1:00pm Saturday October 2nd 2 2010

S658   St Patrick Community Association Block #3 1:00pm - 3:00pm Saturday October 2nd 2 2010

M395   The Malta United Society of Windsor Block #4 3:00pm - 5:00pm Saturday October 2nd 2 2010

P516   Prince Edward Parents Group Block #5 5:00pm - 7:00pm Saturday October 2nd 2 2010

P522   Proverbs Heritage Organization Block #6 7:00pm - 9:00pm Saturday October 2nd 2 2010

R567   Royal Canadian Legion Branch #12 Block #7 9:00pm - 11:00pm Saturday October 2nd 2 2010

R565   Royal Canadian Legion Branch #143 Ladies Auxiliary Block #8 11:00pm - 12:45am Saturday October 2nd 2 2010

R525   Riverlights Harmony Chorus Block #1 9:15am - 11:00am Sunday October 3rd 3 2010

Assignments



Hall Charities Association: Paradise Gaming Centre Sponsor Association

Proposed Licence Period: October 1, 2010 to October  31, 2010

Total number of assignments proposed for the licence period: 248

Member Organization

A010   Alpha Kai Omega Fraternity Block #3 1:00pm - 3:00pm Monday October 4th 4 2010

A010   Alpha Kai Omega Fraternity Block #5 5:00pm - 7:00pm Tuesday October 5th 5 2010

A010   Alpha Kai Omega Fraternity Block #6 7:00pm - 9:00pm Thursday October 14th 14 2010

A010   Alpha Kai Omega Fraternity Block #7 9:00pm - 11:00pm Saturday October 23rd 23 2010

A053   Northstar Cultural Community Centre Block #8 11:00pm - 12:45am Tuesday October 5th 5 2010

A053   Northstar Cultural Community Centre Block #4 3:00pm - 5:00pm Wednesday October 13th 13 2010

A053   Northstar Cultural Community Centre Block #7 9:00pm - 11:00pm Thursday October 14th 14 2010

A053   Northstar Cultural Community Centre Block #8 11:00pm - 12:45am Saturday October 23rd 23 2010

B066   Big Brothers/Sisters Windsor Essex Block #1 9:15am - 11:00am Wednesday October 6th 6 2010

B066   Big Brothers/Sisters Windsor Essex Block #8 11:00pm - 12:45am Thursday October 14th 14 2010

B066   Big Brothers/Sisters Windsor Essex Block #3 1:00pm - 3:00pm Friday October 22nd 22 2010

B066   Big Brothers/Sisters Windsor Essex Block #1 9:15am - 11:00am Sunday October 24th 24 2010

B088   Brentwood Foundation for the Recovery of Alcoholics Block #6 7:00pm - 9:00pm Friday October 8th 8 2010

B088   Brentwood Foundation for the Recovery of Alcoholics Block #7 9:00pm - 11:00pm Sunday October 17th 17 2010

B088   Brentwood Foundation for the Recovery of Alcoholics Block #8 11:00pm - 12:45am Tuesday October 26th 26 2010

C140   Coronation Alumni Assoc. Block #1 9:15am - 11:00am Saturday October 9th 9 2010

C140   Coronation Alumni Assoc. Block #2 11:00am - 1:00pm Monday October 18th 18 2010

C140   Coronation Alumni Assoc. Block #3 1:00pm - 3:00pm Thursday October 28th 28 2010



FYI is posted weekly on the web site and will be e-mailed to charities.  It 

provides the next weekly roster along with promotions currently running and 

indicating any charity activities. 

Weekly FYI 

In Summation: 

This has been the area that has been most challenging for charities.  Attending 

assignments.  It is hope that calendars that are sorted by charity, FYI’s will 

enhance communication so that missing assignments will become a non-issue. 







Assignment Trades: 

1. Charities are encouraged to make their own trades when able. 

2. If unable to make a trade, the co-ordinator will become involved. 

 

Procedure: 

All trades must go through the co-ordinator. 

A trade is not finalized unless confirmed by the co-ordinator. 

1. Charity indicates a need for a trade well in advance of the assignment 

via e-mail. 

2. A responding e-mail will request your best dates and Block #. 

3. Charities are approached via e-mail.  Please respond. 

4. On getting a charity to trade, confirmation is set out to all charities 

involved. 

 

Future Initiative: 

1. Grouping of charities, possibilities: 

  A)  first step when looking for a trade 

  B)  emergency back-up charity for last minute support 

   



N441   Okinawa-Te Athletics Block #1 9:30am - 11:30am Monday May 31st 2010 

W813   Windsor and District Highland 
Dancers 

Block #2 11:30am - 1:30pm   May 2010 

C147   Windsor and Essex County Crime 
Stoppers Inc. 

Block #3 1:30pm - 3:30pm   May 2010 

T758   Tecumseh Skating Schools Block #4 3:30pm - 5:30pm   May 2010 

W888   Windsor Light Music Theatre Block #5 5:30pm - 7:30pm   May 2010 

W943   Windsor Retirees Sports Activities Block #6 7:30pm - 9:30pm   May 2010 

W935   Windsor United Soccer Club Block #7 9:30pm-11:30pm   May 2010 

W940   Windsor West Citizens 
Organization 

Block #8 11:30pm - 1:30am   May 2010 

Norm, 

 Confirmation of the May 31st date. 

 Don T. 

 

Sample of Confirmation E-mail 



Compliance: 

Following the transition time, charities will be informed by e-mail  

(1st communication) then by letter from the executive as to their compliance 

issues. 

Prior to implement of charity retribution for compliance, charities will receive 

ongoing reminders either via e-mail or AFT summary.  

Compliance Levies: 

-non attendance: full share  

-one member attending: ½ share  

-untrained member: ¼ share per occurrence  

-working for more than three charities (market compliance): ¼ 

share to be deducted from the charity not on that volunteers 

list.  

-late (depending upon circumstances): ¼ share per half hour  

-dress code violations: ¼ share per occurrence  

-fraudulent reporting: up to full share and a meeting with 

executive.  

-poor work ethic while on site: investigated and up to ¼ share 

per occurrence 



Compliance Communication: E-mail 

 

Dear

3.       Must attend and be on time for scheduled assignments.

4.       Must be  dressed appropriately.

5.       Participating volunteers must be trained.

6.        Must perform the required duties as outlined in the policies and standards.

Your charity failed to comply with the terms and conditions of your contract.

Specifically:

On DATE:

One of your volunteers

Both of your volunteers

failed to attend

arrived late for

dressed inappropriately for

was untrained

is not recorded as a bona fide member with this charity

Realize that this e-mail is the first form of communication regarding this non-compliance.

Sincerely,

Future communication will be more formal with extended involvement with 

Paradise Charitable Association's executive.

Don Taylor

Charity Co-ordinator

This e-mail is being forwarded to you due to non-compliance with the terms of your 

contract with our association.  This includes responsibility in which charities:

1.       Must provide at least two bona fide volunteers to each of your 

scheduled assignments.

2.       Volunteers must adhere to market compliance in which they are active 

with a maximum of 3 charities.

0

0

0

0

0

0



Compliance Communication:  Letter 

Dear

3.       Must attend and be on time for scheduled assignments.

4.       Must be  dressed appropriately.

5.       Participating volunteers must be trained.

6.        Must perform the required duties as outlined in the policies and standards.

Your charity failed to comply with the terms and conditions of your contract.

Specifically:

On DATE:

One of your volunteers

Both of your volunteers

failed to attend

arrived late for

dressed inappropriately for

was untrained

is not recorded as a bona fide member with this charity

their scheduled assignment.  As a result your distribution has been reduced by

1/2 share

1 share

Sincerely,

cc Don Taylor, Charity Co-ordinator, Paradise Charitable Gaming Assoication

Tony Rosa, CEO CGEG

1.       Must provide at least two bona fide volunteers to each of your 

scheduled assignments.

2.       Volunteers must adhere to market compliance in which they are active 

with a maximum of 3 charities.

Pam Winik

Association President

to reflect the fact that your group did not comply with the terms and conditions of 

your contract.

Please be advised that subsequent breaches of the contract will be reviewed on a 

case by case basis and may result in removal from the schedule.

0

0

0

0

0

This letter is being forwarded to you due to non-compliance with the terms of your 

contract with our association.  This includes responsibility in which charities:

0

Re:  Share Reduction



Web Page –Landing Page 



Charity Night  -Promotion 



Updates  



What’s News 

Bulletin Board 



What’s News 



Distribution of Funds 

AFTs 

When to be Expected: 

The 20th of the month.  Depended upon when deposited by the OLG.  CAFT 

(automatic funds deposit requires 2 business days to complete) 

 

AFT Summary: 

Charities should expect these on the day that funds are distributed. 

Filed with charities electronically. 

 

Important Information on the AFT: 

Green  -determination as to share amount 

Yellow -permit number 

Orange –accounting of compliance fines 

Blue –specific charity accounting and funds to be received 

Red –procedures and roles and responsibilities to be reported upon 

Purple –reporting on specific charity’s monthly activity 

 

 





P 
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N 

 

 

If you e-mail 

me your 

application, 

I will update 

and send it 

to you prior 

to every 

permitting 

month. 



Monthly Gaming Report 



Charity Yearend for the City 
 



Association Newsletter: 

1. Important 

communication 

tool 

2. Comes out by 

the 10th of each 

month. 

3. Posted on the 

Bulletin Board on 

web page 



Charity CD 

Contents: 

1. All procedures 

2. Presentations 

3. Specific Charity Information 


