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“The Magic of Relay”
Relay Regional Summit 2011-2012
Event Chair 101
Facilitator Guide

Thank You!
Good breakout for one of your Friday presenters if possible.  This session is for those Event Chairs who did not attend the Friday session.
Preparation: Make sure you have the supplies you need, the room is set up according to your needs, and that you have prepared handouts and activities.  
You will need:

· 2 Flipchart Pads

· Quotes on flipchart paper to decorate the walls (Theme is the Magic of Relay – Disney)

· Post It notes for each table

· Other decorations

· Candy

· Boom box playing music

· Markers

· Paper & Pens

· Case Studies should be in a marked envelop, have enough for your group size.

· 2 Blitz documents should be printed for each attendee (they are at the end of this guide).

Sample Quotes for Walls

· “The way to get started is to quit talking and begin doing.” – Walt Disney
· “To understand the heart and mind of a person, look not at what he has already achieved, but at what he aspires to do.” – Kahlil Gibran
· “Those who say it cannot be done should not interrupt the person doing it.” – Chinese Proverb
· “Nothing great was ever achieved without enthusiasm.” – Ralph Waldo Emerson
· “Leadership: The art of getting someone else to do something you want done because he wants to do it.” – Dwight D. Eisenhower
“The world is hugged by the faithful arms of volunteers.” – Terri Guillemets

· NOTE FOR FACILITATORS:
1) The guides are designed with a lot of small group activities at their tables.  As a facilitator, you should float around the room during these times encouraging good discussion and answering questions.

2) Make sure you request registration numbers prior to the Summit so you have a good idea of how many people you should have in your breakout.
3) People learn by exploring, sharing, and being hands on. Please do not speak on and on during the breakout – this has been proven to not be a great form of training and the information does not ‘stick’.  
4) It’s ok to run ahead of time in the early parts of the breakout…it will just give you more time to discuss at the end.  Don’t forget to leave time for the “Why We Relay” activity at the end.  It helps remind people of their motivation for working so hard as a Relay volunteer.
5) Otherwise, follow the framework agenda below to stay on time and enjoy!
FRAMEWORK AGENDA
TOPIC I – WELCOME & INTRODUCTION






5 minutes

TOPIC II – 5D CASE STUDIES FOR EVENT CHAIRS




40 minutes

TOPIC III – TEAM & COMMITTEE BLITZ FOR EVENT CHAIRS



42 minutes
TOPIC IV – WRAP UP





 


3 minutes
TOPIC I – Welcome & Introduction





5 minutes
Quick Welcome & Topic Introduction – 5 minutes

· Facilitators introduce themselves by sharing their emotional connection to Relay and HOW they got involved.
· What to expect out of the breakout today:
· There will be a short amount of presenting today

· Most of the time spent in small group activities at your tables to work with other Event Chairs
· This session is for Event Chairs that missed yesterday’s Leadership Training Day.  We’ve done our best to consolidate everything that was learned yesterday into an hour and a half workshop today.  So I hope you are all ready to work and learn!!
· Share why you are excited about the training and why they should be too!
· Have them share with a partner next to them…someone they do not know…how they first started with Relay….who asked them to originally be a part of Relay? What was their connection to cancer?
· Ask for a few to share with the large group. We all have our reason why we got involved and why we Relay – it is our job to make sure others are asked to join us.
Workshop Agenda

· 5D Case Studies for Event Chairs
· 5D Review
· Case Study Activity
· Team & Committee Blitz Planning for Event Chairs
· Activity

· Blitz Successes
· Building our Blitz Plan, Share, Wrap Up
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	The objective of this session is to:

· Ensure that all Relay Event Chairs are aware of the 5D Movement Strategy

· Empower Relay Event Chairs to think creatively when looking for solutions to common challenges across Relay For Life events and find a way to bring “The Magic of Relay” alive in their communities. 
· Identify success stories around Blitzing
· How to plan and build for a Blitz 


TOPIC II – 5D Case Study for Event Chairs




40 minutes
5D Review – 10 minutes

How many of you have heard of the 5Ds before?

Can anyone tell me what they are? FLIP CHART THEIR RESPONSES. 

· Event Development

· Survivor Development

· Team Development

· Leadership Development

· Fundraising Development

What are some Relay For Life Success Factors for each D?  Flip Chart responses by ‘D’.

· Today, you are going to spend a little more time thinking about one of the 5Ds, but first, I want to make sure that we all understand why the 5Ds are important and how you can use them to make Relay For Life a magical experience in your community.

· There are 3 key focus areas that make up the Relay For Life strategic plan – Growth, Potential, and Quality.  These 3 all depend on one another. Flip Chart words below as you talk about it.  

· Growth is vital to Relay For Life and the American Cancer Society.  By growing Relays across the Great West Division, we reach more people and celebrate more birthdays!  Growth depends on event potential and quality, so we must have all 3!

· Poor quality lowers the potential of an event, but high event quality will show an increase in both potential and growth!

· In order to increase the potential of a Relay For Life event, we must have quality and growth. 

· The 5Ds help us to achieve growth, potential and quality.  None of the 5Ds stand alone in a successful event.  They must all be implemented and accounted for.
Case Studies – 30 minutes

So, what does this mean to you as an Event Chair?  Think “outside the track” during the next activity.

Facilitator: Break participants into groups of 3.  Give each group an envelope containing one of the 4 case studies.  If you have a large group, you may need to be prepared to use each case study with more than one group. If you have a small group (only 2 or 3 people), you may want to go through two of these case studies as a group, but provide all 4 for in case there is more time or they want to look at them later.
Have each group open their envelope, read through their case study and spend 15 minutes discussing and brainstorming solutions to their particular challenge. Give them a flip chart so they can flip chart their solutions and ideas for the group (and have a visual during their ‘present’ back portion).  

After 15 minutes, have 1 person from each group summarize their case and the solution to the group.  Be sure each of the 4 cases is covered, unless your group is too small.
If time permits, open the floor to other potential solutions.

5D Case Study 1 – Leadership Development

Background

The mission of the American Cancer Society states that we are dedicated to eliminating cancer as a major health problem by preventing cancer, saving lives, and diminishing suffering from cancer, through research, education, advocacy, and service.
Relay For Life is the vehicle we use to bring the entire mission of the American Cancer Society into a community.  

Relay For Life

· Raises funds for research.

· Provides a captive audience to educate on prevention and early detection. 

· Allows us to recruit advocates to be the cancer patient’s voice to local, state and federal government. 

· Helps us to fund and recruit volunteers for the programs and services that bring value back into the community. 

What made you fall in love with Relay?

Tapping into what made us love Relay in the past will help us in sharing the vision for Relay in the future. 

Twenty-seven years ago, one man decided he had to do something to stop the endless pain, suffering and loss from cancer.  He chose to make a statement by running around a track for 24 hours.  This was a grueling feat representative of what someone fighting cancer endures.  He asked for the support of the people he knew and raised $27,000.  His determination was contagious, and the following year he tapped into networks of friends, family and associates to raise funds, and Relay For Life as a team event was born. 
Today, the American Cancer Society Relay For Life has built a recognizable brand which is the envy of both for-profit and not-for-profit organizations around the globe.  More than 4 million people around the world will participate in 6,200 Relay events in 2012 (5,200 in the United States and 1,000 more in 20 other countries.)  They will experience a powerful and inspiring event that celebrates those who have battled cancer, remembers loved ones lost, and helps people fight back against this disease. 
Relay For Life is the largest cancer awareness and fundraising activity in the world.  In fact, at the end April of 2011, Relay surpassed $4 billion raised for the fight against cancer.
The vision of Relay For Life is “Saving Lives Faster” 
	In order to save lives even faster, we must strive to:

· Involve as many people as possible in every community nationwide.

· Raise as much money as possible. 

· Educate as many people as possible about the disease and what they can do to fight it.

· Continuously improve the quality of our event leadership, our teams, and our events.

· We must inspire our communities to Fight Back.




Team Challenge Part 1: How will you, as an Event Chair, successfully share the vision of Relay For Life with not only Team Captains, but also their team members?

One of the key points of the Relay vision is to involve as many people as possible in every community nationwide. To meet this goal, our committee members have to be comfortable “making the ask”. 

Many committee members get caught up on where to begin.  Taking the community and breaking it into systems is a great place to start. Every community has four basic systems: schools, worksites, faith-based and healthcare.  Ask your committee members to think about the people they interact with every day…do any of them fall into these systems?  

Depending on who we are going to ask, they may need to hear different things, for example something that may trigger a clinic to get involved may not be the same as a church.  

Team Challenge Part 2: How can you help your committee members become more comfortable “making the ask”?  
5D Case Study 2 – Survivor and Caregiver Development
Background

In out nationwide Customer Satisfaction Survey, Caregivers scored their experience at Relay the lowest of all of the different groups that participate.  

Why do you think they scored their experience so low? 

· Poor recognition of caregivers

· Lack of caregiver activities

· Not recognizing that caregivers may have lost their survivors

Because of this, we are putting an increased focus this year on supporting the Caregivers in our community.  

Understanding Caregivers

In our Relay For Life events, often the message of who caregivers are and what they mean to survivors is lost.  

In the Relay world, a cancer survivor is any person who has heard the words “you have cancer.”  

However, when we would consider someone a caregiver is a little more challenging.  Often times, people only believe they are a caregiver if they have provided daily and intense care for a friend or loved one facing cancer.  

It is true that a caregiver can be anyone who has provided daily care for someone with cancer, as a family member, friend or essential healthcare professional might. Caregivers are also those who have provided assistance or support for someone with cancer such as emotional support, transportation, helping with chores or meals, spiritual guidance, etc.

Caregivers and the degree of support or assistance they provide vary.  Not everyone is a caregiver – nor would they be comfortable with this title.  However, many people who have provided some degree of support or assistance may wonder if they might be considered a caregiver.  

No matter the type or extent of support provided, caregivers are “get it done” people who truly understand the magnitude of a cancer diagnosis, the importance of being there and of community. 
	The care they provide is never diminished regardless of whether:

· They are currently providing that care
· Their survivor or loved one is cancer free 
· Their loved one is no longer with them. 


It is up to Relay to make sure people are given the information they need to self-identify as a caregiver or NOT and then provide an environment where all caregivers feel welcomed and recognized.
Team Challenge: We know that many people already attending our events are caregivers. So how do we set out to create that atmosphere of appreciation, recognition, and support for those special people before, during and after Relay?
5D Case Study 3 – Fundraising Development

Background

In May 1985, Dr. Klatt spent a grueling 24 hours circling the track at Baker Stadium at the University of Puget Sound in Tacoma, running and walking for more than 83 miles. Throughout the night, friends paid $25 to run or walk 30 minutes with him. He raised $27,000 to fight cancer. That first year, nearly 300 of Dr. Klatt's friends, family, and patients watched as he ran and walked the course.

It is hard to imagine, but today there are four million Relayers – 4 million.  In 2012, there will be roughly 5,200 events in the United States and 1,000 Relays in 20 other countries.  Every one of the Relayers in these events are inviting their friends, family, coworkers out to their events and usually asking at least 10 folks to give them a contribution.  If you do the math there are close to 40 million donors supporting their friends, family, and coworkers at Relay. 

It is critical to our success that we continue to mobilize this army of Relayers. 
Impact and Urgency
In order to do our life-saving work, we depend on the funds raised by our teams and participants.  We have made incredible progress in the fight against cancer, but now more than ever there is a sense of urgency to do more.
We are here to save lives, but we need to save more lives faster.  It is our moral imperative.  We don’t Relay to end cancer tomorrow, we Relay to end cancer today.

Over the last three years, during some of the most challenging economic times our country has seen since the Great Depression, the American Cancer Society Relay For Life has grown by 300,000 people.  

Relay For Life is not all we do, but without it we cannot do anything else.  
Many of you have seen the American Cancer Society More Birthdays campaign.  We create a world with less cancer and more birthdays by helping people stay well, helping people get well, by finding cures and fighting back against cancer. 
	Stay Well- Prevention and Early Detection

Get Well- Patient Services

Finding Cures- Funding Research

Fighting Back- Advocacy


Foundations of Fundraising

69% of participants raise the suggested minimum $100….but that means 31% of RFL Team Participants raise less than $100. 

To get our teams and participants to the place we need them to be, it is crucial that we develop the right fundraising culture in our events.  

Team Challenge: This may be a departure for some of our events, but how could we message to the teams the benefits of implementing each of these strategies? 

· 15 members per team (to ensure there are enough people to handle the team goal)
· The expectation is to set a team fundraising goal of at least $1500.  
· The expectation is to set an individual fundraising goal of at least $100.  

Think about the following:

How can we tell them what is expected from them?
How can we ensure they understand those expectations?
How can we give them the resources and ideas that they need?
How do we connect their individual efforts to the impact on the bigger picture?
5D Case Study 4 – Event Development

Background
Relay is a community event to fight cancer.  It is a once a year opportunity to bring everyone together for a common purpose.  However, our customer satisfaction scores indicate that our games and activities miss the mark when it comes to engaging our audience in a meaningful way.  

Think about the first time you experienced a special moment at Relay.  This is what we want for all our participants.  To realize that Relay For Life is not an event, it is an experience.  
“Playing With a Purpose”

Usually when our participants think of the defining moments of Relay, they tend to think of our ceremonies.  Our customer satisfaction scores for our Relay ceremonies are pretty good.  We know to keep them strong: we need to keep the content fresh, utilize survivor and caregiver speakers, and utilize music.  We want to provide emotional ceremonies that allow people the opportunity to laugh and cry, to be inspired and, through all of this, heal.

Now it is time to take our games and activities to this next level and make sure we are strategic in giving activities deeper meaning for participants.  We call this “Playing with a Purpose.” 

What elements need to be present?
1. Build a family atmosphere – Relay For Life is a family event.  We are graded very low on kid friendly activities.  Why is it important to engage the children?  If the children are busy and happy, their parents can relax, enjoy the event, and meet other adults.

2. Create chances for people to meet, share stories and form relationships – Can you think of a time when you have been at a store or restaurant and saw someone wearing a Relay shirt and been tempted to approach them?  You feel this way because participating in Relay is an experience that you find nowhere else.  Let’s not pass on the opportunity to create those bonds at the event itself.  It will provide us with a better overall event and will encourage people to come back next year because they had fun and they want to meet up with all the folks they met at the last Relay.

3. Promote friendly competition – nothing pulls a team together like a chance to compete!  Even simple contests get people out of their tents and among their peers.   Team driven activities instill a sense of pride and ownership in the event. 

4. Get everyone in involved in the planning - It is the responsibility of the committee to ask the teams to each host an activity/game and/or help provide entertainment.  Including teams in the planning process ensures that the activities are diverse and appeal to the event audience. Involving everyone sets the stage for creating strong connections.  

In doing all of this we create an environment where people will naturally form relationships and friendships at Relay.  This will help retain the teams we have for the following year, ensure the current teams are advocates for the event throughout the next season, and will lead to the recruitment of additional teams.

When involving the teams and participants in the planning process, it is important to give them a framework to build upon.
	Things to consider when planning: 

· Does our activity encourage conversations and team work?

· Is it flexible enough to be done throughout the event?

· Does it appeal to all ages?

· Is it fun? 




	Common types of games/activities: 

· Mission activities

· Games on the track

· Games on the field 


Team Challenge Part 1: Using the criteria above, come up with an activity that fits into the “Mission Activities” category.

Team Challenge Part 2: If we have a team take on the responsibility of planning an activity, we want to make sure they are recognized for their efforts.  What are some ways we can recognize our teams?
Topic III - Team and Committee Blitz for Event Chairs


42 minutes



* Note add 2nd focus – committee blitz for event chairs

Thank you all so much for “Thinking Outside the Track” and coming up with such great ideas during your Case Studies.
As you think about the 5Ds, also consider the value that you provide to your event and how you can make an impact in your role.  Take the 5Ds back to your event committee and help them to implement the strategy as it makes sense in their role.  Committing to this action step and following up with your committee members will ensure the growth, potential, and quality of Relay For Life in your community!
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We’re going to switch gears a little bit and talk about blitzing.  Remember, we all have our reason why we got involved and why we Relay – it is our job to make sure others are asked to join us.  

Quick Agenda Reminder: 

FLIP CHART AGENDA PRIOR TO TRAINING 
· Activity

· Blitz Successes


· Building our Blitz Plan, Share, Wrap Up

Activity – 15 minutes

Now we are going to talk about how to make sure everyone has the opportunity to be involved in Relay.  Whether you are a survivor, a caregiver grieving the loss of a loved one, you want to show your support for your fellow co-worker battling this disease…it is truly a place where we all come together. 

There is a place for everyone at Relay. I would like everyone to write that down in their notes – “There is a place for everyone at Relay”.  It’s important that we don’t put people in boxes and truly believe there is a place for everyone to be a part of this amazing event. 

So, where might we be able to give more people the opportunity to take part in Relay?
Right now we are going to take a few minutes to fill out the worksheet “My sphere of Influence” on your table.   

(Presenter - give them 3 minutes to complete). 

Part of Recruitment is making a connection and building relationships.  We can do this by sharing our own Relay stories and learning about potential team captains, committee members or other leadership position’s connection with cancer and the American Cancer Society.   

And - As you can see from this activity – each of you have connections – each of your committee has connections and each of your team captains have connections.  This is a great handout/exercise to use at a Committee Meeting or even a Team Captain meeting!  

And remember – you joined because someone asked you(.

Ask for a few in the group to share their “ah ha’ moments or potential teams from their worksheet. Ask for a few to share if they have used a similar worksheet at a committee/team captain meeting and share?  2-3 minutes optional: flip chart responses

Team and Committee Blitz & Recruitment Successes – 15 minutes
Today we are going to dive into a great recruitment method - Blitzing!  It is a great way to get teams in a quick amount of time!  

The definition of the word blitz is “an intense campaign” or “a swift, vigorous flurry of activity”.  In terms of Relay For Life Team Recruitment, a blitz is an intense campaign of team recruitment carried out in a very focused, deliberate way.  You can also do a blitz for new committee members!

A blitz doesn’t change the plan or the theory that ‘everyone recruits’ these methods are tried and true and can lead to great success.  What a blitz does is defines a specific period of time for a ‘flurry’ of Team Recruitment activity and sometimes defines a specific segment of the community in which that flurry will take place.

[image: image3.wmf]There are 2 different types of blitzes:

1. ‘All Hands on Deck’ Team Recruitment Blitz, best for:

a. New events that simply need new teams, wherever they may come from OR
b. Existing events early in their annual planning season when all committee members can focus their full attention to the effort.



2. Ongoing method of Team Recruitment by the Team Development Committee:  
a. Team D committees blitz only segments of the community (i.e. churches, schools, etc) or geographic areas of town at different times throughout their planning season.  
We will dive into the details of blitzes in just a few minutes; first let’s brainstorm the benefits of blitzing....

[image: image4.wmf]  Facilitator asks audience: Why is blitzing the best strategy for team recruitment?

[image: image5.wmf]    Flipchart this for discussion - 1-2 minutes ONLY

Include or expand the following 5 benefits:
1. Camaraderie - a blitz gives the committee a collective goal to work towards, together.  This will build camaraderie and will also improve their volunteer experience.  

2. Focus – when the Team Development Committee holds a blitz, they focus solely on one segment of the community for a defined period of time.  It provides focus for their efforts and allows you to provide tools and support specifically for that segment of the community. 

3. Leveraging of new relationships – when someone from a new segment of a community is recruited, there is the opportunity to ask them to help similar groups get involved.  (i.e. Soroptomist group in one community calls and shares enthusiasm with a neighboring community).

4. Enthusiasm – as the committee works on blitzing together, they build enthusiasm and motivate each other to keep going. The success of one committee member can energize a member of the group to work a little harder.

5. Momentum – you will build momentum for the committee as you successfully recruit new teams.  (i.e. Success on a School District Team Blitz can build momentum to see the results of the upcoming Service Group Team Blitz).

We are going to now give all of you a time to share your Blitz and Recruitment Success Stories!

Have them count off quickly by the number of tables you have (3’s if you have 3 tables). Ask them to quickly move to their table by number (presenter should assign).  Note: the key here is to mix the groups up from the beginning or other sessions to promote new networking and idea sharing (1’s all together, 2’s, etc). If you have a very small group (2-3 people), you may want to idea share from everyone in the room out loud.
ACTIVITY:  Table Sharing --Speed Dating Style:  Now as a table – I want each person to take about 1 minute to share: 

1. If your committee has done a blitz – share your successes & tips with the group.  

2.  If you haven’t done a blitz …what team recruitment and committee recruitment strategies have worked well for your event and share those with the group. Please have someone at your table keep an eye on the clock so everyone has time to share. ….We’ll only have about 10 minutes for this activity.  

Give them 8-10 minutes for this activity.  

Now ask the group:  were there any outstanding blitzes that you heard from at Speed Dating?   (SPECIAL NOTE: We do not want to focus on staff blitzes ideas!)

[image: image6.wmf] If time permits:  Ask for a few of those volunteer from successful blitzes to stand up and share with the entire group so that everyone can hear – how many teams they recruited? What worked well? How did they follow up and secure those teams? Any quick advice they would give?

Flip Chart ideas quickly. 

Building Our Blitz Plan – 12 minutes
Hopefully all of you heard and took notes on some of those great blitz and recruitment ideas from your fellow Relayers in the room. For the last part of this workshop, we are going to spend a few minutes building out what our blitz plan would look like.  We would love for every community to do a blitz and you as our leaders need to have it organized for the rest of the group.

ACTIVITY:  I would like you to pair up with a partner next to you.  You can write down your own plans but work together to share your ideas, thoughts and to brainstorm this action planning worksheet.  Please take 5 minutes to answer the questions on how you would begin to PLAN FOR YOUR BLITZ IN 2012.  

Handout Worksheet: Relay Blitz Planning 

After all have completed worksheet – review the document as a group if time permits. Have the group shout out various answers so that the entire group can capture the ideas from one another.  
Always remember, “there is a place for everyone at Relay”.  Blitzing is fun and rewarding – we encourage you to get your entire committee involved in recruitment…make it fun, make it personal, recognize and most importantly…do the follow up.  

Topic IV - Wrap Up








3 minutes

Let’s review our objectives for this session:
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	The objective of this session is to:

· Ensure that all Relay Event Chairs are aware of the 5D Movement Strategy

· Empower Relay Event Chairs to think creatively when looking for solutions to common challenges across Relay For Life events and find a way to bring “The Magic of Relay” alive in their communities. 
· Identify success stories around Blitz
· How to plan and build for a Blitz 


Thank you all SO much for your time and energy today.  I hope that you are taking away a few great ideas and resources to help your Relay this year.  Best of luck to ALL of you awesome Relayers!!!

Wrap up with questions and answers, if applicable.
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My Sphere of Influence

The purpose of this activity is to illustrate the broad reach of your connections into your community.  Use this activity as a tool to reveal where your community connections are and recruit them to get involved by either joining your team or starting a team of their own.  Relay For Life is a community based event . . . and nobody knows your community better than you!  

My name is ___________________________


I work for ____________________________




I work with ___________________________





           ___________________________






___________________________

My place of worship is _____________________________

I workout at _______________________________________

I get my haircut at __________________________________

I do my banking at __________________________________

The restaurant I frequent the most is ________________________

I am involved with the following clubs and organizations:

______________________                          ______________________

______________________                          ______________________

My Dentist is ___________________________________________

My Doctor is ____________________________________________

I get my car serviced by __________________________________

My Pet’s Veterinarian is __________________________________

My favorite coffee shop is _________________________________

After working through the exercise above, I believe that I could find people with a strong interest in the issue of cancer at:

Person / Place 1 _____________________________________________________

Person / Place 2 _____________________________________________________

Person / Place 3 _____________________________________________________

Based on my three potential teams above, I plan to ask 

___________________________________ to join me in the fight 

against cancer by forming a Relay For Life Team.  

Relay Blitz Planning 

What is our Goal for Blitzing: 

When Should We Blitz: 

Who will Blitz:  


Where will we Blitz:  



Materials and Prep Needed for Blitz:
Steps for volunteers on day of Blitz:

What is our Follow Up Blitz Plan:

How Will We Making Blitzing Fun:
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