
To: All Nonprofit Agencies
From: United Way LINC 
Date: September 28, 2009
Subject: ANNUAL HOLIDAY CLEARINGHOUSE

Each year United Way receives many calls before and during the holidays 
regarding programs to help those in need in Lancaster County.  Some callers 
need to access programs and others call for opportunities to help those in need.

Whether it’s to donate to Toys for Tots, food baskets or help provide meals, we 
receive numerous calls from organizations, businesses, schools and families who 
want to donate items, adopt families and/or volunteer their time with nonprofit 
agencies.

We strive to serve the people of Lancaster County in the best way possible. To 
do that we need your help.  If your organization offers volunteer opportunities, 
giveaways or holiday programs to assist those in need or you have clients with 
specific holiday needs or “wishes”, please complete the enclosed form.  Feel free 
to make copies of the form and return ASAP but no later than November 13, 
2009.

Please Note: Adopt-a-Family requests must have an assigned case manager 
and the case manager’s contact information.  Case managers must be able to 
verify the client’s need and be willing to work directly with the donor.  United Way 
LINC cannot act as this agent because we do not have access to client 
information. 

United Way makes every effort to share the needs of families and organizations 
with interested donors and volunteers but cannot guarantee that all requests will 
be met.  We also encourage you to seek additional ways of assisting your clients.

THANK YOU AND HAPPY HOLIDAYS!
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GUIDELINES

AGENCY REQUIREMENTS

�x The client being submitted for adoption must currently be receiving services from your agency.

�x We are assuming that the client is eligible for services from your agency and thus meets your 
criteria for NEED. We are depending on you to verify this need.

�x Caseworker is responsible for delivering items to adoptee/client unless otherwise requested.  
In some instances the adopter/donor might like to meet the family, please indicate if your family 
is willing to accommodate the donor’s wishes.

COMPLETING THE FORM

�x Only caseworkers, not clients, are to fill out forms.

�x Caseworker must either print or type all information requested on the form; include the city/town/ 
borough/township including zip code for adoptee.

�x Agency contact will mail, fax or email form to LINC. 

FAMILY REQUIREMENTS

�x Most adopters strongly prefer helping families that are struggling to make ends meet, while the 
following examples is not a requirement, it is a guideline caseworkers should use in filling out the 
family circumstances. (Examples: Parent(s) working but making minimum wage, Parent(s) enrolled 
in school, Parent(s) enrolled in parenting class).

�x Persons age 18 and older are considered an adult. Please do not include them as a child (mark 
them as an adult).

�x All adoptees must be full time residents of same household.

�x If adoptee is already getting holiday help from another agency (i.e. Angel Tree, Toys for Tots, 
church group, etc.) they should NOT be submitted for this program.  We are trying to target families 
not eligible for these assistance programs.

�x Please instruct potential adoptees to keep their holiday requests reasonable.

LINC REQUIREMENTS/DISCLAIMER

�x There is NO GUARANTEE that the families you submit will be adopted. If and when your family has 
been adopted, you will know as the adopter will have contacted you.  Please make sure that you, 
as the caseworker do any necessary follow-up.

�x If an adopter needs to be re-matched, LINC will handle the re-match. If an adopter calls the 
caseworker and asks to be re-matched, the caseworker should instruct the adopter to please call 
LINC…the caseworker should NOT take it upon themselves to re-match the adopter .

�x If you have any questions, please contact us at 717.291.LINC(5462)
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PLEASE FILL OUT THE FORM COMPLETELY

SECTION I: AGENCY INFORMATION

Agency:

Address:

Contact Person:

Phone Number:

Days/Hours Available:

SECTION II: TYPE [please choose one]

Adopt a Family (if you select this option, please proceed to SECTION V)

Agency Needs (if you select this option, please proceed to SECTION IV)

Giveaway (if you select this option, please proceed to SECTION III)

Volunteers Needed (if you select this option, please proceed to SECTION III)

SECTION III: GIVEAWAY/VOLUNTEERS NEEDED [please skip this section if you have specific adopt a family requests
or agency needs requests]
Please describe your giveaways or what event you need volunteers for.  Include information such as date 
and time, population served and distribution dates.
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SECTION IV: AGENCY NEEDS 
Please list the items your agency needs.  You may also list general client needs (ex. books, diapers, 
crayons, etc.) if you do not have specific adopt a family requests, but serve many clients that could use 
the items.

SECTION V: ADOPT A FAMILY INFORMATION [please skip this section if you do not have adopt a family requests]

Name (Adult Head of Household [HOH]):

Residing City/Town/Borough/Township:

Residing Zip Code:

Number of Adults (18+)  in Household: Number of Children (0-17)  in Household:

Is the family willing to meet the donor? Yes       No

Family’s Circumstances :
Please describe, in detail the family’s circumstances (ex. parent(s) working but making minimum wage, parent(s) enrolled in school, 
parent(s) enrolled in parenting class), etc.).  We have found that donors tend to adopt those that have the most detailed descriptions.
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Children in Household : (under 0-17 years of age) [please list children individually]

Sex:

Name:

C
H

IL
D

 #
1Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Sex:

Name:

C
H

IL
D

 #
2Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Sex:

Name:

C
H

IL
D

 #
3Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Sex:

Name:

C
H

IL
D

 #
4Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Sex:

Name:

C
H

IL
D

 #
5Age:

Relation to HOH:

Shirt & Pant Sizes:

Gift/Toy Suggestions:

*If there are more children’s names to add, please use page 4 and 5
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Sex:

Name:

C
H

IL
D

 #
6Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Sex:

Name:

C
H

IL
D

 #
7Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Adults in Household: (over 18) [Please note, gift suggestions for ADULTS may not be granted…some donors like to do 
adopt the entire family, while others just want to adopt children.]

Sex:

HOH Name:

A
d

u
lt

 #
1Age:

Shirt Size: Pant Size: Shoe Size:

Gift Suggestions:

Sex:

Name:

A
d

u
lt

 #
2

Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift Suggestions:

Sex:

HOH Name:

A
d

u
lt

 #
3Age:

Shirt Size: Pant Size: Shoe Size:

Gift Suggestions:

*If there are more names to add, please use page 5
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Sex:

Name:

C
H

IL
D

 #
8Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift/Toy Suggestions:

Sex:

Name:

A
d

u
lt

 #
4

Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift Suggestions:

Sex:

Name:

A
d

u
lt

 #
5

Age:

Relation to HOH:

Shirt Size: Pant Size: Shoe Size:

Gift Suggestions:

*If there are more names to add, please copy this page

Additional Comments on Family’s Circumstances (NOT mentioned previously):




