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Steps for a Successful 

“Community Shred Day” 

Events
Purpose and Goals

Identity Theft has been on the rise again since 2008 due to the downturn in the US economy. Community Shred® events are an effective and educational way to raise awareness about Identity Theft and fraud prevention and assist the public in destroying outdated sensitive personal and financial documents.  

The Community Shred events will provide the community participants the opportunity to watch their unwanted personal documents be securely destroyed by one of Shred-its trained Customer Service Representatives.

Community Shred events give all partners the opportunity to meet the public face to face to share facts about the effects of Identity Theft, establish relationships and build trust with clients, prospects and communities as a whole. Also, partners have the opportunity to strengthen community outreach programs and brand their prospective organizations. 

Community Shred Goals:


Raise funds for local Crime Stoppers programs while fulfilling a needed community service that fits well into the mission of Crime Stoppers.


Educate communities that Identity Theft is the fastest growing form of consumer crime in the world and the importance of safeguarding personal information, as no one is immune to Identity Theft. 


Share prevention tips and security measures for personal information so that Identity Theft crimes will be greatly diminished in the future.


Educate the public on how businesses utilize the shredding service to protect sensitive information, and reinforce the benefits of recycling.


Provide action steps for recovery that individuals can take if they fall victim to Identity Theft.

Demonstrate that all partners are community minded organizations, committed to helping provide a safer environment for families, individuals and businesses.

Event Planning for a Successful Community Shred

(Lessons Learned From the Past)

Team Coordination – Roles and Responsibilities of Partners/Program Members/Volunteers

Publicity Planning

Event Checklist – resources needed the day of the event (time and staff commitments, program brochures, refreshments etc.)

Best Practices

Team Coordination – Partners/Program Members/Volunteers

Partner Preplanning
40 - 60 days before the event  

The Shred-it GM (or equivalent) should organize a meeting with the local Crime Stoppers representatives and the Store Manager (or equivalent) that has been selected for the event.  It works best if a representative from all three partners are included in this meeting.  If a Community Shred is being conducted at multiple locations, separate meetings may be held, or one group meeting may be held which includes all area representatives.


Important details for the event to start discussing are:

1.
Location of the shred truck(s) for easy access to the parking lots; where the trucks can be seen easily from the street, and where store entrances and exits and fire lanes clear.

2.
Keeping safety at the forefront in preplanning the set-up.

3.
Number of volunteers needed at each event.

4.
Set hours for the event.  (10am – 2pm is recommended.)

5.
Time that representatives from each partner will arrive to meet and greet the truck(s) and to set up the staging area.  (No later than 45 minutes prior to event is recommended.) 

6.
The ability for Crime Stoppers to arrange to have uniformed police officers at the event to establish more trust with the public.  (This is a great initiative and will lend a great deal of legitimacy towards the event for the public and the media covering the event.)

7.
On site equipment and materials needed (please see event supplies and equipment)

8.
A back up plan for inclement weather such as utilizing a building overhang to keep the staff dry, canopy/tent for unloading vehicles and transporting materials to the shred truck.

9.
Local media outreach plan – discuss contacts at the local media outlets.  This is an area in which Crime Stoppers representatives should take the lead due to the many years of partnership between the media and Crime Stoppers. 

10.
Positioning and distribution of posters/flyers – put up posters in as many high traffic areas as possible – please ask permission first.  (i.e. event location, shopping malls, community centers, senior centers.)

Exchange business cards and phone numbers.  Be sure everyone is aware of how the event will be set up.  If you have questions, ask, if you have concerns, communicate.

Volunteer Coordination   

(30 days before the event)

Build the team and commitment from all partners.

o
Crime Stoppers should divide volunteers into committees for Publicity and Event Workers and provide job descriptions.

o
Shred-it (or equivalent) will determine how many trucks and how many other shredding staff will work the event.  
o
Business at location will determine their staff responsibilities.


Publicity Planning
Crime Stoppers Programs

Immediately following the first meeting of the community partners begin publicizing the event through all informal communication methods. (40-60 days prior to event)

a.
Send the event notice to community calendars, banks and credit unions, churches, community groups, neighborhood associations to be posted in newsletters and bulletins.

b.
Hang posters in corporate sponsor locations, on bulletin boards in coffee shops, grocery stores, churches and anywhere your local community has free access for public notices.

c.
E-mail every one you know such as family, friends, business partners, and other police organizations to spread the news of the event.

d.
Ask board members to advertise the event in their networks.

Begin the formal campaign with major media partners - television, radio, newspaper. (30 days prior to the event – up to the day before the event)

a.
Schedule interviews with your local television and radio stations

b.
Have area newspapers write an article about your event, when, where, why.

c.
Continue publicity and reminders the week leading up to the event are important for success.

d.
1-3 days prior to the event, notify morning television news and radio contacts to announce the reminder of the event several times that morning.  Get your newspaper to print a reminder.

You won’t get the media coverage if you don’t ask for it and the Crime Stoppers relationship with the media is key. The success of the event will depend on how strong your marketing plan is for media coverage.   
The public needs a little time to prepare their documents for shredding, so don’t expect them to show up without prior notice, so be sure news of the event is communicated to the public beginning a few weeks before the event.  The target audience is quite broad but older citizens especially seem to be drawn to the event.

Ideas for Promotional Materials and Talking Points to use with the media

- Crime Stoppers USA will provide national statistics for consistency and local and state statistics should be researched by local Crime Stoppers programs.

- Consider running local newspapers ads for the event next to a Crime Stoppers “Wanted Feature’ ad featuring an Identity Theft criminal, or profile fugitives wanted for financial crimes and unsolved financial crimes cases.

- Feature an interview with a local victim to put a personal face on the event.

- Involve law enforcement and community leaders in interviews about Identity Theft.

- When publicizing your event focus on the Crime Stoppers goal of improving community safety.  

- Local media will be interested in the Shred-It trucks and how they work. When possible incorporate the shred truck and a demonstration into interviews as well.

- Communicate that there are many different types of Identity Theft crimes and take this opportunity to educate the public about the types of crimes that may specifically be occurring in their community as well as how to protect themselves.

- Speak to members of the media that are covering the event to ensure that the event is seen as a positive community service, and is recognized as a working partnership with Crime Stoppers, Shred-it, and the Business Partner (or equivalents).

- Speak to your Business Partner about running some kind of a promotion or giving a coupon to anyone in the community that brings documents for shredding to the event.

Important information to share in your news releases, talk show interviews, radio interviews:
*Insurance companies, banks, hospitals, just to name a few industries need to take important steps to ensure personal information is shred.  Copies of those confidential documents are sometimes put directly into the trash-without shredding them first.

 *Vertical Shredding isn’t enough.  Criminals can easily paste it back together.  Documents must be cross-shred to completely protect your identity.

*Ask your doctor, accountant, banker, lawyer and anyone else who collects your Social Security number and other personal information; how they handle your records.  Do they use a document destruction service? 
*Do you know what to do if you become a victim of Identity Theft?  (Crime Stoppers strength is here.)

*Get the public’s attention – Do you need to clean you home office files?

*Do you have documents in your home that need to be destroyed?  Do you throw your documents in the trash with out shredding them? Do you have a shredder in your home?  Is your home shredder is too slow to shred large amount of paper?

*Would you like the opportunity to use an industrial size shredder to destroy old documents you have at home?  Would you like to watch your documents safely destroyed in just a couple of minutes?  What could take you hours to shred on your home shredder would take just a few short minutes for the mobile shred trucks to destroy.  Your shredded documents are then recycled.

Event Checklist – Resources Needed the Day of the Event
Staff:

1 Shred Company CSR to operate the shredder

1 to 2 Shred Representatives to assist the public with transferring material to truck and answer questions, hand out freebies

2 to 3 Crime Stoppers representatives to assist the public with transferring material to the truck, manage donations, which includes handling money and writing out receipts, and distribution of educational information about ID theft.  Choose volunteers that can carry boxes or sacks, and volunteers that can talk with the public and ask for donations.  

Organize shifts in 1 or 2 hours if you have enough staff to cover the event.

NOTE:  Crime Stoppers will have the responsibility for collecting public donations.  It is important to have a safe and secure place for the donations.  Suggestion:  Have a large plastic see-through container to show the person when they are getting ready to take their boxes and sacks out of their cars.  Suggested donation is $5.00 per box/sack.  Some customers give more; some will have no money or will not offer a donation.

Supplies and Equipment:

Folding table and chairs

Crime Scene Tape

Duck Tape

Plastic container marked for donations

Cart for carrying boxes

First Aid Kit 

Cooler with bottled water for your staff

Dumpster for boxes and trash

Brochures, promotional material, business cards for all partners

Crime Stoppers donations jar and change – $5’s and $10’s to start off the day, tax deductible receipts

Clip board with sign in sheet if you want to collect names/emails


Shopping carts in case your event gets busy.  It is good to have the carts because when a line starts the public may try to carry their own materials to the trucks.

Canopy/rain gear if bas weather (Maybe location sponsor could supply a canopy?)

Staging Area and Volunteer Responsibilities:

-During the preplanning phase of the event and based upon decisions already made with your team partners as to where the trucks will be parked, you should have a clear plan for how to Have a clear plan for staging each site in order to manage a vehicle drop-off lane, as well as a parking area for customers who wish to view their materials destroyed in their presence (Yes, you will have both).  

-It is ESSENTIAL to have a clearly visible path for customers to follow.  Roping off the area with Crime Scene tape is something that lends legitimacy and also offers a degree of control in and out of the area.  

-Have volunteers meet each customer at their car to welcome and thank them for coming out to the event.  Ask each customer how they heard about the event in order to know which publicity methods were most effective. 

-Have volunteers count the number of boxes (or equivalent) and carry the materials with the customer to the truck or waiting line.  

-Escort the customer to the table where the volunteer will tell the person collecting money the number of customer boxes, the amount to be collected, and customer instructions for a donation receipt and any give-aways that are available.  

-Have volunteers encourage customers to stand by to watch their materials destroyed.  Each volunteer should keep a handful of shredded material in their pocket to show each customer what their material will soon look like.  Despite the publicity, many customers do not trust that the material is being destroyed on the spot and will not want to leave until they are sure their information is gone.  

-TALK, TALK, TALK to your customers.  Explain how important this event is to you, and how grateful you are to your team partners for making this possible.  

-Shake hands, thank everyone and everyone will have a great time.  

-Be prepared for inclement weather.  If it looks like rain, consider having a tent set up around the truck area for keeping participants and waiting materials dry.  
Team Leaders should arrive 30 to 45 minutes early.  It is common that people arrive early for the event – be ready, if the start time is 10:00 a.m. don’t be surprised if people start showing up as early as 9a.m.

The Crime Stoppers Team Leader should contact volunteers two days prior to make sure the event is staffed.

Shred-it Responsibilities the Day of Event (or equivalent)


The Shred-it Team Leader should have the Truck CSR’s call to confirm their on-time arrival and ensure that the trucks and personnel are set up early.


Prepare their staff to talk to the public and pass out business cards and brochures.


Establish an “end of line” at the close of the event so the public will know where and when the cutoff is if there is a large crowd.


Pass out the Evaluation forms to all volunteer members.

Business Partner Responsibilities the Day of Event  (or equivalent)


Ensure that staff is well briefed prior to the event, and understand their roles while on site the day of the event.


Distribute any promotional offers to the attendees of the event.

Crime Stoppers Volunteer Responsibilities the Day of Event (2 – 3 volunteers)


Assist in directing traffic 


Help people unload boxes and sacks and safely take them to the truck.  Note: you do not want anyone who has back issues to carry boxes (consider liability issues here).


Make sure the material is secure before you remove from the cars.

- Don’t let the wind take the paper, this is a security breach.  

- It is important for volunteers transferring shredding material to be aware of the steps to safely and securely move the material from the customers’ vehicles to the shred truck.

- If a box does not have a lid use duck tape to secure the material.  Don’t be chasing paper in the parking lots. 


If a customer has made a box or sack too heavy (it happens often), use a bag to transfer the material into.


Do not try to carry bags or boxes that are to heavy, use a cart.  Transfer paper into other boxes or bags to prevent injury or spill-over.  


Do your best to give boxes back to the consumer.  The fewer boxes you have to break down and dispose of the better.  Most people will take them back if you ask.


Know the Identity Theft statistics in your local market so your team can share that information with community members.  Do some homework, it pays off to know the crime, because your staff will be the experts to the consumer.

Best Practices


Make sure all volunteers working at the event to are clearly visibly identified as being part of the event.  Make sure that all individuals that are not part of the event are not allowed into the collection or shredding area.


Event insurance is recommended


The presence of uniformed officers will give the community a sense of security about delivering sensitive materials for shredding and protect your program.


Windy weather conditions can present a problem, so have empty boxes and lids ready to protect poorly packaged documents brought for shredding. 


Document your event with, photos and or videotape.


Collect addresses and emails (build a data base) for future notification of community shred day events.


Remember that planning, conducting & evaluating a community service event is a great opportunity to learn more about your city, its leaders and your neighborhoods.  Therefore, do encourage members of your program/branch to get involved in all phases of the planning and the actual event.  Don’t do all the work yourself.  Let your volunteers and staff help you!  Remember the role of the leader is to guide members in the right direction, have back-up plans if things go wrong and provide support.


Make your event fun!  Suggestions:  offer refreshments, have music playing, balloons, have a play area for children.
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