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The Community Tracker is a customised
Contents online form to collect, measure and
aggregate our community and charity
efforts globally. It collects volunteering,
Changes made! donations and in-kind support, as part of
our Journey to Tomorrow commitment to

improve the lives of 30 million people by
Why do we need a Community Tracker? 2030.

What is the Community Tracker?

Why should | use the Community
Tracker? Hotel and corporate colleagues should submit their community
activities and projects via our Community Tracker form

How to use the Community Tracker In this Toolkit, you will find information on what the Community

Tracker is, why it's important and how IHG colleagues — hotel and
corporate — can use it to tell us about all the great work they are doing
to support their communities.

What information should | include in the
Community Tracker?

What is a commercial initiative?
Project examples
What happens when you enter a project?

FAQs


https://givingforgood.ihg.com/communitytracker/
https://givingforgood.ihg.com/communitytracker/

Changes made!

Questions Asked:
Some of the questions have been reworded whilst others have been
removed to make the tracker easier to use. We have updated this
toolkit to answer any questions you might have when submitting your
project to the tracker.

Increased Communication:

You will now receive an email when your project has been
submitted and another when it has been approved, or if we need
more information or evidence to approve your project.

Future Dated Projects:
Please only enter COMPLETED projects, a warning will appear if a
future dated project is entered and you will be unable to progress.

Reporting Volunteer Hours:

Please only add PAID volunteer hours to the Community Tracker.
If your project took place outside of paid hours, please continue to
enter any other relevant data, without the number of volunteers
and volunteer hours.

Commercial Initiatives:

An explanation and some examples of commercial initiatives have
been added to help you decide whether your project could be
classed as a commercial initiative.

In-Kind Donations:

Please select from the drop down list the In-Kind product donated
(or select ‘other’ if it is not in the list) and the quantity donated. The
value now will be calculated automatically.

Units of Measurement:

To ensure accuracy around the world, please use metric units of
measurement for food and blood or plasma donated:

1 Lb = 0.45 kilograms.

1 Pint = 0.56 litres. @ 3



What Is the
Community Tracker?

We want to
hear from
You! How is
Your hotel or
office

Supporting
the

Ccommunity?

As part of our Journey to Tomoarrow
cammitment, we have an ambitious
goal to improve the lives of 30 million
people around the world.

We know that our hotel teams and
colleagues do so much to contribute to
this goal and it's important we capture

s
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About You

— Do youwerk in a hotel or do ¥ou work for an
IHG corporate office?-

Hotzl Corporate I

-+ Your name

Click to

visit the
website

— Your email +

€3 3AVE AND CONTIMUE LATER

We know that our hotel teams and corporate offices around the world do a lot
of charity work in their communities and the Community Tracker is a place to
record all these activities.

The Community Tracker follows a global standard for collecting community
information called B4Sl.

The B4SI Framework allows companies to measure, strategically analyse and
enhance the impact and business benefits of community activities.

What should be recorded in the Community Tracker:

* Volunteering activities (during paid time).

Monetary donations and charitable giving.

In-kind support given to charities and non-profits.

Community partnerships.

Other activities IHG hotels and colleagues are doing to support the
communities in which we operate.

If you are running a one-off community project (Charitable Donation), running
an ongoing programme (Community Investment) with a charity partner or a
Commercial Initiative, please ensure that you enter the activity information by
December 15t so we can include it in our annual reporting.

However, if you complete any activities after December 1st, please still input
those into the tracker as they will be counted for the next year!


https://givingforgood.ihg.com/communitytracker/
https://b4si.net/
https://givingforgood.ihg.com/communitytracker/
https://givingforgood.ihg.com/communitytracker/
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Why do we need a
Community Tracker?

As part of our Journey to Tomorrow
responsible business plan, IHG has
made a commitment to improve the
lives of 30 million people in our
communities around the world.

To help us reach this target, it's
important we put methods in place to
help us capture and measure our
progress effectively against our goals.

We know that our colleagues and
hotels are doing so much to

contribute to their communities, and we
want to hear about it and make sure
your contributions are included in our
impact calculations.

That’s why it's important that you submit
your activities through our Community
Tracker and collectively, we can make a
powerful difference to millions of lives
around the world.

And through knowing more about
community projects undertaken by
IHG hotels around the world we can
better:

* Manage our social impact

 Tell our story

- Benefit from positive stakeholder
engagement...

— Being a good neighbour.

— Being viewed positively by
local government.

— Be seen as an employer of choice.

— Improve our credentials in the
tendering process and benefit
by being viewed positively by
potential clients and suppliers.
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Our 2030 Journey
to Tomorrow plan

Key to delivering our strategic priority to care for our people,
communities and planet is our Journey to Tomorrow plan.

ORONO

Our people Communities

Champion a diverse culture Improve the lives of 30 million Reduce our energy use and
where everyone can thrive people in our communities carbon emissions in line
around the world with climate science

Carbon & energy

Waste Water

Pioneer the transformation Conserve water and help
to a minimal waste secure water access in
hospitality industry those areas at greatest risk

@




Why should | use the
Community Tracker?

Celebrating your projects

We will champion your community-led projects by
sharing your stories on Merlin, as well as on our social
media channels and communication bulletins.

Reporting your impact

Your data will form part of our public reporting towards our
30 million goal and will be included in our annual reporting
cycle. As we collate more data globally, we will also start to
create reports for regions and brand teams on all their
community activity.

Rewarding your partnerships

We also celebrate your actions by selecting one project per region each
month to WIN THE COMMUNITY SPOTLIGHT.

The winning project must meet key criteria to be eligible to win; it must support
one of our Journey to Tomorrow focus areas — skills training, food security,
disaster response and must include verifiable number of lives improved.

Each month the winning project will receive a donation from IHG of up to $1,000
for the local charity partner involved.

If your project is chosen, you will be informed by a member of the Corporate
Responsibility team.


https://ihg.sharepoint.com/:w:/r/sites/GCA-CorporateResponsibility/_layouts/15/Doc.aspx?sourcedoc=%7B72C2E237-68D8-48EB-BCF9-9029E2DDB449%7D&file=Community%20Spotlight%20-%20Procedures%20%20Revised%202025.docx&action=default&mobileredirect=true

How to use the Community Tracker

Entering your data

- . Once you have completed a
% 9 community project, we
recommend that you enter the
project on the Community
Tracker within 30 days so that
. it can be included in our

N T ~
‘:q.%‘ »~ monthly reporting.

There are a lot of data fields
on the form, but you do not
have to answer everything.

You do not need a Merlin ID to
log your activities.

Before going to the website, we
suggest you gather all relevant data
so it will be much faster to enter your
community activity in the Community
Tracker.

Data we ask for
« Date of activity or donation.
« Cash spent or donated (if any).

* Number of volunteers and hours volunteered during Paid
Time (if any).

« Number of people you supported, for example the number of
students trained or the number of people receiving meals. If
you don’t have this data, please contact your charity partner
organisation for this information.

The more information you have, the better. Additional data to
share if you have it includes:

« Kg of food donated.

Liters of blood donated.

Number of trees planted.

Number of meals served.

Number of room nights donated.

Questions?

If you need any help with
the Tracker, please contact the CR Team

at
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What information should | include Iin the

Community Tracker?

Do include

+ Projects with a charitable element.

 Projects that benefit a formally recognised
charitable organisation, school, university or
social enterprise.

« Commercial activities that benefit the partner
organisation and the business, like cause-
related marketing (check slide 9 for more detail).

+ Cash donations (please covert to USD)

— Cash donated directly to charity.

— Cash spent organising the project e.g.
volunteer costs like transport and t-shirts.

— Cash spent on buying products to donate.

* Volunteer hours (Number of volunteers and hours

contributed during paid time)

— Completed by IHG colleagues during paid
work time.

— Include hours contributed by IHG colleagues
actively participating in fundraising activities.

— Hours contributed by IHG colleagues
supervising work experience placements.

* In-kind support (Products donated from IHG's

inventory)

— Donation of products, excess food,
furniture, linen, etc.

— Provision of free advertising space in a
publication, on a website for a
charitable organisation.

— Event space and rooms comped or
donated to charitable organisations.

— Add the In-Kind Products donated and
the quantity. The value will be calculated
for you!

Don’t include

Sponsorship of local events where the objective is
solely commercial, like PR for the hotel.

Volunteer projects not organised by IHG or the
hotel (e.g., volunteer activities that are entirely
personal to a colleague that do not fall into an

IHG or hotel-led volunteer event).

Unpaid volunteer hours. Don’t worry, you can
still fill out the rest of the tracker! We only ask you
not to include number of volunteers or their hours
if the project happened outside of paid hours.

Projects that focus on employees that don’t have
a wider community benefit, like wellbeing events
(yoga for employees, healthy meals for
employees, etc.).

Projects completed by an individual IHG colleague
that benefit themselves, like taking the stairs instead
of the elevator, drinking more water or biking to work.

Projects relating to internal environmental
improvements

) 8



What 1s a commercial
initiative?

Examples of Commercial Initiatives

Commercial initiatives not only contribute to charitable causes but also

have a commercial aspect that benefits the hotel or IHG’s business - Cause-related marketing: A hotel restaurant might offer a special dish

objectives. where a portion of the proceeds goes to a local charity. For instance, a
hotel could feature a ‘Charity Cocktail’ where $2 from each drink sold is

These activities often involve partnerships with local organisations and donated to a local health organisation

can enhance the hotel’s brand image while driving sales or customer
engagement. - Themed Events: Hosting special events that align with community
causes, such as a ‘Dine for a Cause’ night where a percentage of the
evening’s sales is donated to a local nonprofit. This not only raises
funds but also attracts guests who want to support the cause.

By incorporating these types of projects, hotels can effectively support
community organizations while also enhancing their commercial
activities, creating a win-win situation for both the business and the

community. - Room Packages for Charity: Creating special room packages that
include a donation to a local charity. For example, a hotel might offer
a ‘Stay and Give Back’ package where a portion of the room rate is
donated to a local school or community centre.

C\CLETA C EMD A T ALTICI]
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- Seasonal Promotions: Running seasonal promotions that tie into

Each month, Vol. 39 will select a cocktail and donate a portion of the

e R community events or causes. For instance, during the holiday
g [ season, a hotel could offer a ‘Holiday Giving’ package where guests
Pink 75 can donate toys or food items in exchange for a discount on their
Roku Gin, Albert Bichot Cremant de Bourgone Brut Rosé, Raspberry Syrup,
Lemon Stay
CURRENT CHARITY PARTMNER
American Cancer Society
A |ec1ding can:er—fighting organization that provides c:dvocc::y_. discovery
and direct patient support to meclsurc:b|y improve the lives of those affected
by COneer: @ 9
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Other Project examples

5
7

Donation to charity

A hotel donates $500 to a
local organisation which is a
registered charity.

Employee involvement

Colleagues participate in paid
time off to support a reading
partnership with a school.

Environmental efforts

A hotel sets up a network of
people to monitor waste in
the building.

This should not be included as
it focuses on IHG’s own
environmental performance
NOT the wider environmental
community benefits.

Guest engagement

A hotel organises for colleagues and
guests to collect rubbish from a local
nature reserve.

; )10



What happens when | submit a project In g

the Community Tracker?

Submission
11
O
(] Review
N
/? Project meets

community criteria.

NV

J Approval

Please note that year-to-date
data from approved entries in
the Community Tracker will

Project approved.

appear in the IHG Green N
Engage 2.0 system following
completion of the assurance

Contributes to 30 million
Reporting. Eligible for the

pProcess Community Spotlight Award.

Colleagues submit their community impact projects online through the Community Tracker (You .
will automatically be notified once your project has been submitted).

NV

Each project submitted is reviewed by a member of the Corporate Responsibility (CR) team.

N N
More information Project is not
needed. a community project.
N N4

A member of the CR team will
email if more information is e >
needed to verify the project.

The project owner
will be notified.

NV

Hotel or Corporate office

~~ responds with additional

information or clarification.

(M) 1



FAQS

Completing the
Community Tracker

Q: | have entered a project but have not heard
anything back, who can | contact?

A: Once the project has been entered, you should automatically receive
an email confirming the submission and again when the project has been
approved. However please email community@inhg.com if you have any
questions or do not receive a confirmation email.

Q: What happens once the project is approved?

A: Once the project has been approved, the data will be
recorded and contribute to our targets!

You will receive an automatic email confirming your
submission. You will then be emailed when the project has
been approved or if we need further information, you will
receive another email with questions.

Q: Will the data appear in Green Engage 2.07?

A: Yes! However, please note that year-to-date data from
approved entries in the Community Tracker will appear in the
IHG Green Engage system following completion of the
assurance process and may be delayed as the system is
updated monthly.

(M) 12
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FAQs

‘About you’ section ‘Your activity’ section

Q: | do not know my Hotel Code
(also referred to as Holidex or Inn code).

A: Not to worry! Just enter the first few letters of your
hotel’'s name, your city or your Hotel Code to bring up
your hotel.

Q: When | type in my Hotel Code,
it does not appear in the drop-down list.

A: Please enter the first few letters of your hotel’s
name, your city or your Hotel Code to bring up your
hotel. If that does not work, please contact
community@ihg.com for support.

Q: What if | am a field colleague (AMER
only)? Do | select corporate or hotel?

A: Field colleagues should select corporate and then
select the correct reporting structure. Please select N/A
Field Colleague for the corporate office box.

Q: ’m submitting a partnership that we’ve had for several
years. Why am | not able to enter the dates of my partnership?

A: We are reporting community activity on an annual basis so we need to
know what happened each year. If you have a multi-year project please
breakdown the activity and only enter what happened each calendar year —
e.g. number of volunteers, cash in that year. If you are running an ongoing
programme (Community Investment) with a charity partner please enter the
information by December 1st on the Community Tracker so it can be included
in annual reporting. If there is data from December — this can be reported in
the following calendar year.

Q: What if my activity does not match any of the
Journey to Tomorrow focus areas?

A: If your activity does not match one of the focus areas listed, please select
‘other’ and type in the area that your activity supported.

Q: What should | include in “Activity description”?

A: This should be an overview of the project in no more than 250 words.
Include here any explanations to validate data for example — how you
achieved beneficiary numbers/lives improved and what tasks volunteers

took part in.
®s
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FAQS

‘Inputs’ section

Q: During my project, non-IHG volunteers participated
as well. Do | include the non-IHG volunteers in my total
volunteer number?

A: No, please only report the number of IHG volunteers, including
yourself, as well as the number of volunteer hours completed. (IHG
colleagues include managed and franchised hotel colleagues and
corporate colleagues).

Q: How do | calculate the total number of paid
hours contributed for this activity?

A: The total number of hours that IHG colleagues collectively
volunteered for any one activity or project. For example, if 22
colleagues volunteered for 30 minutes each, the total number of
hours contributed would be 11 hours (22 x 30 minutes = 11 hours).
You may also include any staff time that was used to plan and
organise the activity.

‘In Kind’ section

Q: Our team collected food and school supplies for
those in need. Should | count these items as in-kind
donations?

A: No, in-kind donations are items that were specifically
purchased by IHG, or an IHG-branded hotel and donated to a
non-profit. Examples include linens, excess food from the
kitchen, old computers, uniforms, and FF&E. Donated meeting
space and room nights also qualify as in-kind donations.

The collection of food or school supplies from colleagues or
guests should be entered in the ‘Donated Items’ section and the
value should be added to the ‘Cash/monetary donation’ section.



FAQS

Photos

‘Donated Items’ section Q: What kind of photos should | submit?

A: Please send clear, high-quality photos that do not show single-
use items such as plastic bags, cups, cutlery, or food containers.
Q: What if | don’t know how many people were

. ted b tivity? We want to reflect our commitment to reducing plastic waste and
Impacted by my activity*

promoting sustainable practices in everything we share.

A: The best way to find out the number of people impacted by your
activity is to ask the charity partner you worked with. If you did not work

with a charity partner, you will need to calculate the number of people Q: | have reached the maximum file size of 10MB and
who directly benefited from your activity and share how you calculated 5 files. | have more photos to share, what should | do?
this number. Generally, for environmental projects, like tree planting or

beach clean-up, it is difficult to say the number of people directly A: Please select the best 2-3 photos to submit.

supported and you can leave as zero unless there is direct link to people. If you would not like IHG to use the photos you submit to

publicise the work of IHG, contact community@ihg.com.

Q: Where it says, ‘number of human lives improved’, can
| enter the number of dog lives | supported by working at
the animal shelter?

A: No, please only enter the number of human lives improved. Since we are
tracking data to feed into our goal of improving the lives of 30 million people,
we need to be sure that the beneficiaries reported are human lives. Please
DO submit the information about your volunteer activity at the animal shelter
and submit the number of beneficiaries as zero.



mailto:community@ihg.com

® READY

FAQS

. AR 2 b7 ey A i '
.. (R gAY T
Elevating “Giving For Good” p
a Moment ta a Mave! ¢ i

LOADING

Community impact resources

Q: Does IHG have a policy around Charity
and Community initiatives?

A: Yes. Click here for the IHG Communities Policy.

Q: How do | communicate my hotel community activities?

A: Click here for the IHG Communities Narrative that explains how and
why we support our local communities.

Q: My team and | are interested in volunteering
but don’t know where to begin. Do you have some
suggested or approved organisations?

A: We recommend that you start by looking at our Volunteer Guide
here. While IHG doesn’t have a list of approved organisations, the
Volunteer Guide will help with suggested types of organisations you
can look for in your local community, and ideas on how to

get started.

Q: Where can | find more information
and guidance on doing community projects?

A: We have a dedicated Community page on Journey to Tomorrow
Initiatives site on Merlin where all resources are available.

() 16


https://www.ihgplc.com/en/-/media/ihg/files/pdf/policies/policies-2018/usen_supporting_our_communities_policy_2018.pdf?la=en&hash=6E77D95C311A92DD2917D794236E64B0&%3A%7E%3Atext=The%20aim%20of%20our%20community%2Cof%20Ethics%20and%20Business%20Conduct
https://me2.ihgmerlin.com/documents/8783107/11557765/IHG_VolunteeringGuide%2B-%2B16.01.23.pdf/36ea8a40-5a64-9bdd-5abf-06cde86fdb88?t=1674465690647
https://me2.ihgmerlin.com/web/init-journeytotomorrow/article?id=383975287

IHG

HOTELS & RESORTS

Thank you!

Please direct any queries to:
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