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Module Overview


Audience:

· RFL Leadership Council Member
· Region RFL Event Chairs

· CRM Staff Partner 

· Recommended group size: Each event individually
Objectives:

· To provide support to Region event via Leadership Council Members
· To help event leadership identify areas of opportunity
· To understand the characteristics of successful Relays.
· To assist Relays in getting on the track toward growth.  
Preparation:

Meeting Set Up:

· Meeting face-to-face is the best case scenario.  
· Having a phone conversation would be the next best option.  

· Avoid communicating simply via e-mail.  So much gets lost in the process.  

· Contact the staff partner for the event chair name, phone number & e-mail address.  
· Have the staff partner complete page 2, “Where We Stand Now” section of the 1,000 Day Journey resource.  This will be helpful information to have going into this meeting.  
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 (see Handout #1 in back of guide)
· Determine if it will be helpful to meet with the volunteer alone or if the staff partner being a part of conversation would be beneficial.  Generally, the staff partner would be a part of this conversation.  However, depends on the scenario.  

· When contacting the Event Chair, let them know you are a volunteer for the American Cancer Society and ‘bleed purple’ too!  (  Let them know that you are a long-time volunteer with lots of Relay experience and are here to support them.  Set up a date, time and call number for your call.  

Welcome/Introductions, Agenda Review, Objectives



 

Welcome / Introductions
Say:  Welcome and thank you all for coming together for this important call!  First, let introduce ourselves and get to know a little bit more about each other.  Please say:
· Name

· Location

· How long been involved in Relay

· Tell Why You Relay

I’ll go ahead and start first……
Agenda Review  

Facilitator will review the agenda items and the flow of the meeting


Agenda 

1. Agenda, Objectives & Ground Rules

2. Getting the Conversation Started

3. The 5 D’s and Areas of Potential
4. Getting Back on Track
5. Teams and Fundraising

6. Action Steps

7. Next Meeting

Objectives   

Facilitator will review the objectives listed on the objectives.
                      Objectives 
· To provide support to Relay events via Leadership Council Members
· To help event leadership identify areas of opportunity
· To understand the characteristics of successful Relays.
· To assist Relays in getting on the track toward growth.  

Ground Rules 

Thank you for……
Respecting others thoughts and opinions.

Silencing your cell phones

Refraining from texting during the conversation

Participating, Asking Questions and Sharing Ideas

This is a team effort!
Agenda Topic #1:   Getting the Conversation Started




Say:  I’d like to get the conversation started by sharing some information with you.  (share information from below)
Nationwide, Successful RFL events…..

· have a greater number of teams spending the night 

· have a greater number of Youth teams involved

· have most of their teams recruited by kick-off   

· have larger teams

· recruit corporate and faith based teams

· have survivors on teams 

Notes for facilitator: 

The greater the number of teams at kickoff, the more successful the event

Corporate and faith based teams are among the top fundraising team types

Teams that have at least one survivor on them raise more money
[image: image2.wmf]Ask:  Does this surprise you?  
         Can you think of other characteristics that are missing?
         What would you say are the top 3 successful aspects of your event?

         What are the top 3 challenges for your event?

(Purpose:  To get the event chair into the swing of talking about their event, getting comfortable with you, and seeing their event from an ‘overview’ perspective.)  

Agenda Topic #2:  The 5 D’s & Areas with Potential




Say:  Do you know what the 5D’s are?  

(wait and let them try to name them from memory - Then tell them what they are)
The 5D’s

· Leadership D

· Team D

· Fundraising D

· Event D

· Survivor D

Say:  As you know, there are so many aspects to Relay, this gives us 5 primary areas to focus on.  Now, I’m going to ask you some questions to look at how your event is doing based on the 5D’s.  This will help us identify the top areas of opportunity to focus on for your event.  
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(same info as listed here below)
Step One: Leadership Development

Assess current Leadership

· Do you have enough people on the committee to support the size and growth potential of this event?

· Are the right people in leadership positions?

· Is the Chair focused and enthusiastic about the future of Relay in this community?

· Is CRM being practiced with the committee members?  Is there follow-up after meetings?

· Are you building your committee through talent scouting?

· Finding new committee members

· Talent scouting yourself

· Teaching volunteers to be talent scouts

Step Two:  Team Development

Evaluate Team History

· Who are the teams you have lost?  Do you know why?

· Are the current teams committed to return?  Are they being nurtured?

· Is CRM being practiced with teams?  Is there follow-up after meetings?

· Is retention focused only on team captains?  Or are your entire teams being retained?

· Are teams effective in their: 

· fundraising totals

· team structure – delegating, etc.

· Do they show spirit at event?

Step Three:  Survivor Development

Are Survivors INVOLVED???

· On the Committee

· On Teams

· Are they interested in being more involved?  Are we asking them through registration forms or evaluations.

· Survivor Activities ( are their needs & expectations being met?  How do you know?  (survey them!)

· What is the recruitment goal for survivors?

· What is the recruitment plan?

Step Four:  Fundraising Development

Take a Close look at Fundraising

· Team Averages – weak/good/great??

· Is the $100 goal per participant encouraged?  

· Are the Team/Individual Fundraising Club programs being utilized?  Grand Club?

· Is FR being taught??  (Workshops, Team Captain University, Fundraising Expos) 

· Are Teams setting goals?

· Are all fundraising types being done? (Team/Individual/Onsite/Online)

· Is FR being communicated?

· Newsletters

· Committee meetings

· Team Capt meetings

Step Five:  Event Development

Plan for a GREAT event!

· Are there plans for all ceremonies?

· Opening

· Luminary

· Closing

· Are Caregiver activities incorporated?

· Is there entertainment planned for all participants?

· Music/games/interactive mission delivery activities?

· All throughout the night?

· Is there a plan for the logistics of the event?

· Is the sound system effective?

· Is there onsite fundraising??

· The event should be High Energy!!  And Lots of FUN!!

Agenda Topic #3:  Helping your event get Back On Track



Introduction (5 minutes)

Say:  Now that you’ve taken the time to evaluate your event based on the 5D’s let’s dig a little deeper and focus on specific areas of impact for a Relay For Life event.

Think of this session as a car dealership reminding you to get your oil changed.  Maybe it’s been awhile since you’ve checked the basics of your event….the tire pressure….the battery….event activities…..the event ‘show’….fundraising basics.

What does it take to make an event run smoothly year after year?  Let’s take an opportunity to get back on track!

[image: image5.wmf] Say:  For the next activity, we’ll look at areas in which you determined are areas of opportunity, and look for potential actions to take to help get your event back on track.  
(Note to facilitators:  This document (below) is not passed out, but a reference for you with additional speaking points.)
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 (see Handout #2 in back of guide)
Say:  Let’s go through the different areas and see which pertain to your event. 

(Highlight actions that are determined potential areas to work on)

SPONSORSHIP 

1. Sponsorship asks happen in the fall
2. Enough sponsorship to cover all expenses
3. Sponsors have teams
4. Sponsors serve on event committee
5. Sponsorship levels increase as event grows in size
6. Sponsors receive post event report and 2 – 3 touches over the year
SURVIVORSHIP

1. Survivors on committee and teams

2. Survivorship goal is met or exceeded

3. Strong survivor celebrations

4. Engage survivors year round

5. Survivors thank teams and sponsors

LEADERSHIP

1. 2 – 3 new committee members in leadership roles, all live AND work in the relay community
2. Committee meetings are fun, inviting for new members, and last one hour

3. Event has a succession plan and changes key committee roles every two years

4. Have a plan for transferring information from year to year 

5. Welcoming environment for new people

TEAM DEVELOPMENT

1. Event has dedicated volunteers (1 for every 10 teams)
2. Event has well attended team captain meetings
3. Event has a team mentoring plan – 4 to 5 touches year round
4. Team averages for the event increase year after year
5. Event has a team captain celebration day of event
6. Team captains feel recognized by committee members and staff on multiple occasions

7. Team development chair tracks fundraising progress throughout the year
FUNDRAISING

1. Goals are set for the event, teams and per person

2. Goals are communicated to others

3. Have a fundraising chair

4. Track income pre-event

5. Fundraising is taught at team captain meetings

6. Promote team and individual Fundraising Clubs

DAY OF EVENT

1. Activities are different each year and fit the profile of your event attendees

2. Event and campsite themes are utilized

3. Ceremonies

a. Opening:  should be a celebration atmosphere

b. Luminaria = EMOTIONAL atmosphere

c. Fight Back

4. Lots of entertainment and games

5. Encourage onsite fundraising

6. Sound systems are utilized
COMMUNICATIONS

1. Have an internal and external plan

2. Utilizes Relay Online

3. Have a PR/marketing committee

4. Use a variety of communication strategies such as print and social media

TEAM RECRUITMENT

1. Have dedicated volunteers on the team recruitment committee who have time to work the community throughout the year (lunch and learns, approaching local businesses to have a team, etc.)

2. Set team recruitment strategy in the fall and develop a tracking system

3. Most recruitment happens prior to kick-off

4. Utilizes the team recruitment wheel so that all areas of the community are represented

Agenda Topic #3:  Action Plan








Say:  Based on the information we’ve discussed, what are the primary areas of opportunity for your event?  

· (Write them down on a sheet of paper.  List as many out as needed.)

Say:  Now, let’s narrow this down to a manageable number of focus areas.  To help, which ones will make the biggest impact on the success of your event?  Which ones are tied to ‘goals’ for the event?

· (Write them down on a sheet of paper.  Write down as many as brought up.)

Then we’ll determine who on the committee will help with these action steps.  

· (Utilize “EWP Action Plan Worksheet”)
 [image: image7.wmf] Handout:    
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 (see Handout #3 in back of guide)
Agenda Topic #4:   Teams and Fundraising






Say: Now that you’ve diagnosed your event and what Ds need work and looked deeper,  let’s spend some time focusing on the #1 effect on events that didn’t grow….Teams and fundraising!  Here’s what we know:   We need our participants to raise more…and we need to continue recruiting more participants and more teams!

And, as we can attest, it’s sometimes difficult keeping track of how teams are doing throughout the year. Without teams, an event can’t be successful.  So, it’s important for you and your committee to be able to ask the right questions.  
Distribute this handout.  Talk trough the different aspects of the document.
    [image: image9.wmf] Handout:    
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 (see Handout #4 in back of guide)
Review, Wrap-Up, Call to Action








Say:  At the beginning of the session, we mentioned that our objectives for today’s session were to…..
· To provide support to Relay events via Leadership Council Members
· To help event leadership identify areas of opportunity
· To understand the characteristics of successful Relays.
· To assist Relays in getting on the track toward growth.  

Call to action:

· What will be your next steps in putting this plan into place?  

· How will you delegate action steps to the rest of the team/committee?

· When will we meet next?  
Say:  Remember. It is not what one says, but rather what one does, that makes a difference in the world and in this case, the world is our Relay world!   Thank you so much for making a difference in your community!  We truly appreciate all you are doing and I’m here to support you along the way so don’t hesitate to contact me between now and our next meeting
Handout #1
RELAY FOR LIFE - 1000 Day Journey
	Event Name:
	

	Event County:
	

	Staff Name:
	

	Chairperson Name:
	

	Report Date:
	


Overall Goals

	WHERE WE STAND NOW
	WHERE WE WANT TO BE

	

	
	2011
	
	2012
	2013
	2014

	# Teams
	
	# Teams
	
	
	

	# Returning Team
	
	# Returning Team
	
	
	

	% Returning Teams
	
	% Ret. Teams
	
	
	

	# New Team
	
	# New Team
	
	
	

	Team $ Avg.
	
	Team $ Avg.
	
	
	

	# Survivors
	
	# Survivors
	
	
	

	# Sponsors
	
	# Sponsors
	
	
	

	Sponsor $
	
	Sponsor $
	
	
	

	Net $ Raised
	
	Net $ Goal
	
	
	

	Expense Ratio
	
	Expense Ratio
	
	
	

	# Luminaria
	
	# Luminaria
	
	
	



BACK ON TRACK – KEY ELEMENTS TO EVENT SUCCESS

SPONSORSHIP

1. Sponsorship asks happen in the fall
a. Companies make giving decisions in the fall.  Asks that happen after January are guaranteed to be smaller if the company is still able to give.
2. Enough sponsorship to cover all expenses.
3. Sponsors have teams
a. Having teams ensures employee buy-in to Relay.
b. When corporate giving decisions get tight, companies tend to support what their employees support.
4. Sponsors serve on event committee
a. Same points as number three
b. Sponsors can help in many ways (i.e. postage, inkind, cash) 
5. Sponsorship levels increase as event grows in size.
6. Sponsors receive post event report and 2 – 3 touches over the year.
a. Taking care of sponsors ensures that they stay committed to the event.
SURVIVORSHIP & CAREGIVERS

1. Survivors & Caregivers on committee and teams

a. Events with 20% or more of the survivors/caregivers in the celebration lap engaged with the event have vibrant growing events.

2. Survivorship/Caregiver goal met or exceeded

a. Work year round on recruiting survivors/caregivers to the event. 

3. Strong survivor & caregiver celebrations

4. Engage survivors & caregivers year round.

a. Survivors & caregivers who help deliver the ACS mission will ensure that more people use the programs provided by ACS.

b. Assist with team recruitment and recognition.

5. Survivors & caregivers thank teams and sponsors

a. Walk around to the campsites.

b. Attend post event meetings with sponsors

c. Send personal notes

LEADERSHIP

1. 2 – 3 new committee members in leadership roles

2. Leadership committee member live AND work in the relay community.

3. Committee meetings are fun, inviting for new members, and last one hour.

a. The number one reason a new volunteer does not return is that the meetings run to long or are more like a family reunion.

4. Have a succession plan and changes key committee roles every two years

a. Events that train event chairs two years in advance continue to grow each year

5. Have a plan for transferring information from year to year.

6. Welcoming environment for new people.

a. Is your committee open to new ideas? Do new people leave with an understanding of their role? Does someone follow up with new people?

TEAM DEVELOPMENT

1. Event has dedicated volunteers for recruitment and retention
2. Event has well attended team captain meetings
a. Does the team development chair run this meeting?
b. Does the meeting have a party feel?
c. Are fundraising ideas shared?
d. Are past successful teams asked to present?
3. Event has a team mentoring plan 
a. 4-5 touches year round to increase retention
4. Team averages for the event increase year after year
5. Event has a team captain celebration day of event
a. Teams can register day of event for the next year (The less time that the committee has to spend recruiting existing teams back to the event, means more time to recruit new teams to the event.)
6. Team captains feel recognized by committee members and staff on multiple occasions

7. Team development chair tracks fundraising progress throughout the year.
TEAM RECRUITMENT

1. Have dedicated volunteers on the team recruitment committee who have time to work the community throughout the year (lunch and learns, approaching local businesses to have a team, etc.)

2. Set team recruitment strategy in the fall and develop a tracking system

3. Most recruitment happens prior to kick-off

4. Utilizes the team recruitment wheel/brainstorming wheel so that all areas of the community are represented

a. Team recruitment wheel is available on rfl.org

FUNDRAISING

1.  Goals are set for the event, teams and participants.

2. Goals are communicated to others.

a. Committee, captains, participants should all know goals

b. Benchmark and celebrate achieving goals along the way

3.  Have a fundraising chair

a. To coach teams how to fundraise

4. Track income pre-event

a. Plan to be at goal by bank night.

5. Fundraising is taught at team captain meetings

a. Share ideas that work

b. Recognize fundraising efforts

6. Promote team and individual Fundraising Clubs

a. The individual Fundraising Club program is not an expense to the event, but rather an investment.   Events that use the individual fundraising club program raise more money than events that do not.

b.   Make sure that the Team and Individual Fundraising Clubs are promoted at team captain meetings and not just an afterthought.

COMMUNICATIONS

1. Have an internal and external plan

a. Internal = committee, teams, team members, survivors, sponsors

b. External = local community in general

2. Utilize Relay Online site 

a. Send email blasts to keep participants informed

b. Keep the site refreshed so participants have updated information.

3. Have a PR/marketing committee

4. Ensure there is a LOT of signage in town, on the way to the site, at the event site.

5. Use a variety of communication strategies such as print and social media.

DAY OF EVENT

1. Activities are different each year and fit the profile of your event attendees

a. Keeping everything the same means that a team could miss a year and not feel like they missed anything.

2. Event and campsite themes are utilized

a. Events that have themes stay vibrant year after year

3. Ceremonies

a. Opening:  should be a celebration atmosphere

i. Keep short and fun!    There is plenty of time to recognize others.

b. Luminaria = EMOTIONAL atmosphere

i. Don’t be afraid to try new things.  Many events have success projecting names/pictures and bringing in choirs.

ii. Allow individuals to walk silently around track to be near their loved ones names.

iii. Make sure to change it!  No one wants to hear the same songs and singers year after year.

c. Fight Back:  should inspire participants time to make a year round pledge

4. Entertainment and games

a. Have entertainment and games for all age groups

b.  Games and activities take place throughout the night with multiple things happening at once

c. Involve teams by asking them to host an activity

d. Tie in the mission

5. Encourage onsite fundraising

a. Adds to the day of event activities

6. Sound systems
a. Impacts the entire Relay experience

b. System is spread throughout the venue, not centered on stage

c. Coach your speakers to hold the microphone twice as close to their mouth

d. If participants can't hear the announcements or activities taking place, they can feel lost and might not return next year
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Volunteer/Staff Name: ___________________

Event: _______________________

Goal #1: __________________________________________________________

__________________________________________________________________________________
__________________________________________________________________________________
Action Steps:

	
	Start Date:

	What
	When
	Who
	Resources

	1.


	
	
	

	2.


	
	
	

	3.


	
	
	

	4.


	
	
	

	5.


	
	
	

	“A Goal is Just a Dream with a Deadline”
	Completion Date:


Evaluation & Follow-Up Plan: ________________________________________

_____________________________________________________________________________________________
_____________________________________________________________________________________________
(NOTE:  use separate sheet for each of the 3 top areas of potential)

Asking The Right Questions

Ensuring Team Captain Success

When training Team Captains to be successful in Relay For Life, it is important to

monitor their progress through Relay season in order to provide helpful feedback and guidance.  Realizing that Team Captains will not always ask for assistance on

their own, the process of asking the right questions becomes a vital role of the Team Development Committee.  
TIPS FOR ASKING THE RIGHT QUESTIONS:

· Be explicit. Vague questions will get you vague answers.
· Refrain from asking Yes/No questions as much as possible. Ask questions that require thoughtful responses.
· Be prepared.   Before talking with Team Captains, consider what information you’re trying to extract from them. Then formulate your questions accordingly.

SAMPLE QUESTIONS:

· What are your team goals?
· How did you set your team goals?
· What deadlines have you set for achieving these goals?
· What have you done so far to make progress toward achieving your team goals?
· How are you recruiting members to your team?
· What fundraising events have you held? How much money did you collect, and how much did you hope to collect?
· Who is helping you make progress toward your goals?
· Do you need more people to help you reach your goals – and, if so, have you asked more of your team members to assist?
· So far, what kinds of things have really worked well in moving you closer to your goals and what things have not worked as well?
· What is your plan from here to achieve your goals?
· What fundraising events are you planning to hold? When & where?
· What can I do to help you reach your goals? What supplies or other resources do you need?

BAD VS. GOOD – SAMPLE QUESTIONS:

· Bad: Is your team doing okay?
· Good: I see you’ve recruited 5 members to your team so far. How many more people are you hoping to gain for your team? How are you recruiting them?
· Bad: How’s your fundraising going?
· Good: What fundraisers are you planning in the next month? How much money has your team raised so far? Are you using online fundraising? Are you raising money as a team AND individually?
· Bad: Did your fundraiser go well last weekend?
· Good: How did your fundraiser do last weekend? How many people attended?
· How much money did you end up collecting?
�

















EWP - “Events With Potential”


Helping struggling events grow

















Great West Division


2011-2012








NOTE:  You are a seasoned Relayer!  You know what works best for you.  There are additional diagnostic and analysis tools & resources in the “EWP - Leadership Council” Binder.  You are welcome to use the tools outlined below – or choose other tools to support your efforts.  





Basically, take what supports YOUR efforts on these calls, and leave the rest.  (
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Handout #3








RELAY - ACTION PLANNING WORKSHEET





Handout #4
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BACK ON TRACK – KEY ELEMENTS TO EVENT SUCCESS

SPONSORSHIP

1. Sponsorship asks happen in the fall

a. Companies make giving decisions in the fall.  Asks that happen after January are guaranteed to be smaller if the company is still able to give.

2. Enough sponsorship to cover all expenses.

3. Sponsors have teams

a. Having teams ensures employee buy-in to Relay.

b. When corporate giving decisions get tight, companies tend to support what their employees support.

4. Sponsors serve on event committee

a. Same points as number three

b. Sponsors can help in many ways (i.e. postage, inkind, cash) 

5. Sponsorship levels increase as event grows in size.

6. Sponsors receive post event report and 2 – 3 touches over the year.

a. Taking care of sponsors ensures that they stay committed to the event.

SURVIVORSHIP & CAREGIVERS

1. Survivors & Caregivers on committee and teams


a. Events with 20% or more of the survivors/caregivers in the celebration lap engaged with the event have vibrant growing events.


2. Survivorship/Caregiver goal met or exceeded

a. Work year round on recruiting survivors/caregivers to the event. 


3. Strong survivor & caregiver celebrations


4. Engage survivors & caregivers year round.


a. Survivors & caregivers who help deliver the ACS mission will ensure that more people use the programs provided by ACS.


b. Assist with team recruitment and recognition.


5. Survivors & caregivers thank teams and sponsors


a. Walk around to the campsites.


b. Attend post event meetings with sponsors


c. Send personal notes


LEADERSHIP

1. 2 – 3 new committee members in leadership roles

2. Leadership committee member live AND work in the relay community.


3. Committee meetings are fun, inviting for new members, and last one hour.

a. The number one reason a new volunteer does not return is that the meetings run to long or are more like a family reunion.


4. Have a succession plan and changes key committee roles every two years

a. Events that train event chairs two years in advance continue to grow each year

4.  Have a plan for transferring information from year to year.


5.  Welcoming environment for new people.

a. Is your committee open to new ideas? Do new people leave with an understanding of their role? Does someone follow up with new people?


TEAM DEVELOPMENT

1. Event has dedicated volunteers for recruitment and retention

2. Event has well attended team captain meetings

a. Does the team development chair run this meeting?

b. Does the meeting have a party feel?

c. Are fundraising ideas shared?

d. Are past successful teams asked to present?

3. Event has a team mentoring plan 

a. 4-5 touches year round to increase retention

4. Team averages for the event increase year after year

5. Event has a team captain celebration day of event

a. Teams can register day of event for the next year (The less time that the committee has to spend recruiting existing teams back to the event, means more time to recruit new teams to the event.)

6. Team captains feel recognized by committee members and staff on multiple occasions

7. Team development chair tracks fundraising progress throughout the year.

TEAM RECRUITMENT


1. Have dedicated volunteers on the team recruitment committee who have time to work the community throughout the year (lunch and learns, approaching local businesses to have a team, etc.)


2. Set team recruitment strategy in the fall and develop a tracking system


3. Most recruitment happens prior to kick-off


4. Utilizes the team recruitment wheel/brainstorming wheel so that all areas of the community are represented


a. Team recruitment wheel is available on rfl.org


FUNDRAISING

1.  Goals are set for the event, teams and participants.


2. Goals are communicated to others.

a. Committee, captains, participants should all know goals


b. Benchmark and celebrate achieving goals along the way


3.  Have a fundraising chair


a. To coach teams how to fundraise


4. Track income pre-event


a. Plan to be at goal by bank night.


5. Fundraising is taught at team captain meetings

a. Share ideas that work


b. Recognize fundraising efforts


6. Promote team and individual Fundraising Clubs


a. The individual Fundraising Club program is not an expense to the event, but rather an investment.   Events that use the individual fundraising club program raise more money than events that do not.

b.   Make sure that the Team and Individual Fundraising Clubs are promoted at team captain meetings and not just an afterthought.

DAY OF EVENT

1. Activities are different each year and fit the profile of your event attendees

a. Keeping everything the same means that a team could miss a year and not feel like they missed anything.


2. Event and campsite themes are utilized

a. Events that have themes stay vibrant year after year


3. Ceremonies


a. Opening:  should be a celebration atmosphere

i. Keep short and fun!    There is plenty of time to recognize others.


b. Luminaria = EMOTIONAL atmosphere


i. Don’t be afraid to try new things.  Many events have success projecting names/pictures and bringing in choirs.


ii. Allow individuals to walk silently around track to be near their loved ones names.


iii. Make sure to change it!  No one wants to hear the same songs and singers year after year.


c. Fight Back:  should inspire participants time to make a year round pledge


4. Entertainment and games

a. Have entertainment and games for all age groups


b.  Games and activities take place throughout the night with multiple things happening at once


c. Involve teams by asking them to host an activity


d. Tie in the mission


5. Encourage onsite fundraising


a. Adds to the day of event activities


6. Sound systems

a. Impacts the entire Relay experience


b. System is spread throughout the venue, not centered on stage


c. Coach your speakers to hold the microphone twice as close to their mouth


d. If participants can't hear the announcements or activities taking place, they can feel lost and might not return next year


COMMUNICATIONS

1. Have an internal and external plan


a. Internal = committee, teams, team members, survivors, sponsors


b. External = local community in general


2. Utilize Relay Online site 


a. Send email blasts to keep participants informed


b.  Keep the site refreshed so participants have updated information.


3. Have a PR/marketing committee


4. Ensure there is a LOT of signage in town, on the way to the site, at the event site.


5. Use a variety of communication strategies such as print and social media.
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RELAY FOR LIFE


1000 Day Journey

/3 Year Plan 




WHAT: 


Hold a “Leaving a Legacy” brainstorming session


Recommend 2-3 hours (with pre work done/before the meeting) with team building activities, fun, food and focused work!


WHO:


Who Plans the Meeting? 


Chair and Vice chair should meet with their staff partner to prepare for the planning meeting and to distribute the prep work


Who do we invite? (This will become an honored invitation)


Invite key individuals to attend:


· All Committee Members


· Top 10 Team Captains


· 3-5 Survivors


· Top 3 Sponsors/Corporate Teams


· Staff Partner


Who leads the Meeting?


· Chairperson


· Vice Chairperson


· Staff Partner (if volunteer is not available)


WHERE: 


Location in the community


WHEN: 


A time convenient for the committee.  Ultimately this should be a part of the planning 


process in the fall prior to your event.


HOW ARE WE GOING TO GET THERE? 


· Do your prep work before meeting.  This will allow you to come to with all the knowledge you need to dive in.  


· Answer the questions attached to help you decide your action plan for each area and/or perform SWOT (Strength, Weakness, Opportunity, Threat) analysis

· Take goals from the chart and input them in the 1000 Day Journey chart and submit by end of fiscal year


Follow Up after the planning meeting:


· Report findings and information from the planning meeting  and hand out copies of “the plan” 


· Send a thank you note to all who participated


· Follow up with all individuals who expressed interest in serving on committee/taking a role


· Meet and social contract with committee members/chairs


· Finalize tasks, assignments and timelines


		Event Name:

		



		Event County:

		



		Staff Name:

		



		Chairperson Name:

		



		Report Date:

		





Overall Goals


		WHERE WE STAND NOW

		WHERE WE WANT TO BE



		



		

		2011

		

		2012

		2013

		2014



		# Teams

		

		# Teams

		

		

		



		# Returning Team

		

		# Returning Team

		

		

		



		% Returning Teams

		

		% Ret. Teams

		

		

		



		# New Team

		

		# New Team

		

		

		



		Team $ Avg.

		

		Team $ Avg.

		

		

		



		# Survivors

		

		# Survivors

		

		

		



		# Sponsors

		

		# Sponsors

		

		

		



		Sponsor $

		

		Sponsor $

		

		

		



		Net $ Raised

		

		Net $ Goal

		

		

		



		Expense Ratio

		

		Expense Ratio

		

		

		



		# Luminaria

		

		# Luminaria

		

		

		





Priority Areas for Upcoming Year (SWOT Analysis)


· What are the major areas that you will be focusing on this Relay season?


· What are the problems from last year that need to be resolved/addressed this year (or next)?


Leadership Development


Before the meeting:


Tools:



· Division recommended Committee Structure


· Event current Committee Structure (Who they are and What position they hold)


· Committee Position Descriptions


· Committee Assessment


· Develop Dream list of Committee 


During the meeting


Please attach a current committee List


· How many active Leadership Committee members did this Relay have?  How many do you feel are necessary for this Relay?


· What sub-committee structures do you have in place?


· How many years has your Chair been in place?  Is there a Co-Chair?  What is the transition plan?


· How many new volunteers are on this year’s committee?  Are the cancer survivors on your committee?


· Who are the team captains/participants that would be interested and qualified to move into a committee role?


· Does this RFL have any potential Task Force members? Who?


· How do you recognize your committee members?


· How are you keeping the committee fresh and energized?


· What is the relationship between you and you chair/co-chairs (communication, frequency of meetings, relationship dynamics)?


· Describe the committee members and how their strengths make them right for the positions they hold.  


· Do we know why each one of the committee members Relays?  


· What is your plan to recruit new committee members and fill in all the holes where it is lacking?  


1) Do you have a contingency plan in place in case your event chair leaves?  


2) How are you grooming new volunteers for leadership positions?  


3) How do you ensure all of your committee members understand their roles and responsibilities? 


Survivorship Development


Before the meeting


Tools:



· Survivor Data


· Community Population


· Current survivor / caregiver activities


During the meeting


· Describe your survivor committee and subcommittee along with their roles and responsibilities.  


· What is your promotional plan to recruit new survivors?  


· How are you converting these Survivor’s Lap participants into Relay participants and ACS volunteers?  


· How are you communicating with your survivor’s year-round?


· Who do you need to be working with to make reaching your survivorship goal a reality?  What is your plan to do so?


· What was your survivor involvement goal?  Did you meet your goal?


· How did you capture survivor data?


· What is your follow-up plan for building relationships with survivors?


· What % of survivors are recruited for other ACS opportunities?  What type of opportunities?


Team Development


Before the meeting


Tools:


· Audit Report (List of teams from the all of the previous years with Team contact info)


· Growth planning tool


· Community Profile


· Wheel and Mapping (Recruitment Wheel and Relayville)


· Develop list by using the following sources:


· Work with Team Development Committee resources


· Chamber of Commerce List


· Telephone book


· Library reference books (i.e. Dunn & Bradstreet)


· Internet sites by zip code


· Mission Delivery tools/resources


· School District books


· Church Directory


· College/University guidebook


· Reality based goal setting


During the meeting


· How are you making Team Recruitment and Retention the focus of EVERY committee meeting?  


· Do you have a goal set for the total number of teams participating, and is it high enough?  


· How are you helping your veteran teams increase their team averages each year?  


· How are you educating your new teams, or do they feel left out in the cold (do they know all the details, have all the information, feel a part of the event)?  


· How do you ensure that all team members are informed even when their team captain does not share the information?  


· What happens when a team captain leaves – is there a process in place to contact anyone else on the team to take over? 


· Who do you need to be working with to make reaching your team goal a reality?


· What is your new team recruitment goal? What is the recruitment plan?


· What is your team retention goal?  What is the retention plan?


· Describe your Team Development committee.  Is it representative of the community?


· Where do your teams come from?  Have you done a mapping exercise?

· How do you confirm official teams?


· When was the Kickoff held?  What is the plan for this year?


Team Development continued


· When are Team Captain Meetings held?  How often?  What is the agenda?


· Are Team Captains asked “Why Do You Relay”?


· What type of recognition does this RFL use for teams, team captains?


· What type of team mentoring does this RFL have? 


· How do you communicate with teams year round?


· Who are your Top 10 teams?  Top individual fundraisers?  Why do they each Relay?

· What does your committee do to build relationships year round?


Fundraising Development


Before the meeting


Tools:


· Report of Sponsorship


· Luminaria #


· Online fundraising information


· Onsite fundraising (% of teams)


· Individual fundraising 

· Team fundraising


During the meeting


· List your sponsors from last year and amounts they gave.


· Who do you need to be working with to make reaching your sponsorship goal a reality? What is your plan to do so?


· What is your gross income?  What is your expense ratio?  What is your net income?


· What are the Team and Individual Fundraising averages?


· Does this RFL participate in the Fundraising Club? 


· Does this RFL utilize the incentive prize program? 


· Does this RFL utilize the Grand Club?


· How do you share best practices in fundraising with team captains and team members?


· How does your committee share and utilize the Team Fundraising Guidelines?


· How do you teach your participants how to fundraise?


· How is ‘Where the Money Goes’ shared with the teams & participants?  


· Does this RFL strongly encourage the $100 per person fundraising goal?  If so, how?


Event Development


Before the meeting


Tools:


· Entertainment and Activities Schedule


· Logistics History/Plan


· PR/Media History/Plan


· Expense Ratio (Budget information)


During the meeting


· What are you doing to ensure a great overnight event for the participants?


· Does this RFL have an effective Sounds System plan in place?

· Please describe your plans for the Luminaria, Survivors, Opening, and Closing ceremonies?

· What are you plans to ensure a solid event even if the weather is bad this upcoming year?

· What year round activities do you have?  What is the participation rate?


· How do you involve caregivers in your ceremonies?


· How do you involve teams in activities?


· What activities does this RFL have?  Are they throughout the night?  How are they communicated to all participants?

· Do you use event evaluations?  What type and how is it distributed?  How does your committee use this information?


· Please list any logistical and/or site changes from last year


· What are you doing to ensure that cash donations are captured and reported to Shared Services (including luminaria)? 

Mission Delivery


· How is mission delivery incorporated into your campaign?


· Is ‘Where the Money Goes’ messaging incorporate d into every volunteer touch?  At every Team Captain Meeting?  At every Committee Meeting?  Into every e-mail communication?  


· Why Do They Relay?  Is this incorporated into all aspects of the Relay experience?


___________________________Development


Action Steps Chart


		Brainstorm/Questions

		Action Steps

		Who

		When

		Assigned To
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        Steps to Reversing the Trends of EWP Events


Step One: Leadership Development


Assess current Leadership


· Do you have enough people on the committee to support the size and growth potential of this event?


· Are the right people in leadership positions?


· Is the Chair focused and enthusiastic about the future of Relay in this community?


· Is CRM being practiced with the committee members?  Is there follow-up after meetings?


· Are you building your committee through talent scouting?


· Finding new committee members


· Talent scouting yourself


· Teaching volunteers to be talent scouts


Step Two:  Team Development


Evaluate Team History


· Who are the teams you have lost?  Do you know why?


· Are the current teams committed to return?  Are they being nurtured?


· Is CRM being practiced with teams?  Is there follow-up after meetings?


· Is retention focused only on team captains?  Or are your entire teams being retained?


· Are teams effective in their: 


· fundraising totals


· team structure – delegating, etc.


· Do they show spirit at event?


Step Three:  Survivor Development


Are Survivors INVOLVED???


· On the Committee


· On Teams


· Are they interested in being more involved?  Are we asking them through registration forms or evaluations.


· Survivor Activities ( are their needs & expectations being met?  How do you know?  (survey them!)


· What is the recruitment goal for survivors?


· What is the recruitment plan?


Step Four:  Fundraising Development


Take a Close look at Fundraising


· Team Averages – weak/good/great??

· Is the $100 goal per participant encouraged?  


· Are the Team/Individual Fundraising Club programs being utilized?  Grand Club?

· Is FR being taught??  (Workshops, Team Captain University, Fundraising Expos) 

· Are Teams setting goals?


· Are all fundraising types being done? (Team/Individual/Onsite/Online)

· Is FR being communicated?


· Newsletters


· Committee meetings


· Team Capt meetings


Step Five:  Event Development


Plan for a GREAT event!


· Are there plans for all ceremonies?

· Opening


· Luminary


· Closing

· Are Caregiver activities incorporated?

· Is there entertainment planned for all participants?


· Music/games/interactive mission delivery activities?

· All throughout the night?

· Is there a plan for the logistics of the event?

· Is the sound system effective?

· Is there onsite fundraising??


· The event should be High Energy!!  And Lots of FUN!!


�
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Volunteer/Staff Name: ___________________


Event: _______________________


Goal #1: __________________________________________________________


____________________________________________________________________________________________

____________________________________________________________________________________________

Action Steps:


		

		Start Date:



		What

		When

		Who

		Resources



		1.




		

		

		



		2.




		

		

		



		3.




		

		

		



		4.




		

		

		



		5.




		

		

		



		“A Goal is Just a Dream with a Deadline”

		Completion Date:





Evaluation & Follow-Up Plan: ________________________________________


_____________________________________________________________________________________________

_____________________________________________________________________________________________

Staff Name: ___________________


Event: _________________ page 2


Goal #2: _______________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Action Steps:


		

		Start Date:



		What

		When

		Who

		Resources



		1.




		

		

		



		2.




		

		

		



		3.




		

		

		



		4.




		

		

		



		5.




		

		

		



		

		Completion Date:





Evaluation & Follow-Up Plan: ________________________________________


_____________________________________________________________________________________________

_____________________________________________________________________________________________

Staff Name: ___________________


Event: _________________ page 2


Goal #3: _______________________________________________________


________________________________________________________________________________________

________________________________________________________________________________________

Action Steps:


		

		Start Date:



		What

		When

		Who

		Resources



		1.




		

		

		



		2.




		

		

		



		3.




		

		

		



		4.




		

		

		



		5.




		

		

		



		

		Completion Date:





Evaluation & Follow-Up Plan: ________________________________________


_____________________________________________________________________________________________

_____________________________________________________________________________________________

RELAY - ACTION PLANNING WORKSHEET












_1344888126.pdf
v

FOR LIFE

Asking The Right Questions —
Ensuring Team Captain Success ¥ Sacty

When training Team Captains to be successful in Relay For Life, it is important to
monitor their progress through Relay season in order to provide helpful feedback
and guidance. Realizing that Team Captains will not always ask for assistance on
their own, the process of asking the right questions becomes a vital role of the
Team Development Committee.

TIPS FOR ASKING THE RIGHT QUESTIONS:

» Be explicit. Vague questions will get you vague answers.

» Refrain from asking Yes/No questions as much as possible. Ask questions that
require thoughtful responses.

» Be prepared. Before talking with Team Captains, consider what information
you're trying to extract from them. Then formulate your questions accordingly.

SAMPLE QUESTIONS:

What are your team goals?

How did you set your team goals?

What deadlines have you set for achieving these goals?

What have you done so far to make progress toward achieving your team goals?

How are you recruiting members to your team?

What fundraising events have you held? How much money did you collect, and

how much did you hope to collect?

Who is helping you make progress toward your goals?

» Do you need more people to help you reach your goals — and, if so, have you
asked more of your team members to assist?

= So far, what kinds of things have really worked well in moving you closer to your
goals and what things have not worked as well?

» What is your plan from here to achieve your goals?

= What fundraising events are you planning to hold? When & where?

*» What can | do to help you reach your goals? What supplies or other resources

do you need?

BAD VS. GOOD - SAMPLE QUESTIONS:

» Bad: Is your team doing okay?
Good: | see you've recruited 5 members to your team so far. How many more
people are you hoping to gain for your team? How are you recruiting them?

* Bad: How’'s your fundraising going?
Good: What fundraisers are you planning in the next month? How much
money has your team raised so far? Are you using online fundraising? Are you
raising money as a team AND individually?

» Bad: Did your fundraiser go well last weekend?

Good: How did your fundraiser do last weekend? How many people attended?
How much money did you end up collecting?






