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Relay Regional Summit 2011-2012
Friday Event Chair/Team D Chair Workshop
Session 1, 2a and 2b Facilitator Guides
Thank You!

FRIDAY WORKSHOP OVERALL AGENDA
Sessions included in this file are highlighted in yellow
Noon SESSION 1: GENERAL SESSION WELCOME



30 minutes
· Welcome
· Relay For Life Cross Word Activity
· Closing

1 FUNCTION & MOVE BREAK (10 MIN)
12:40pm
SESSION 2A: Leadership Essentials
For New Event Chairs and Team D Chairs

60 minutes
SESSION 2B: Advanced Leadership:
Coaching and Feedback


For Veteran Event Chairs and Team D Chairs

60 minutes


SEPARATE YOUTH SESSION (if applicable)
MOVE/1 FUNCTION BREAK (10 MIN)

1:50pm
SESSION 3A: ‘5 D’ Case Study, Event Chairs      45 minutes

SESSION 3B: There’s a place for everyone at Relay – 
Blitz for Team D Chairs


       


45 minutes



SEPARATE YOUTH SESSION (if applicable)

VERY QUICK MOVE BREAK TO SWITCH (5 MIN)
2:40pm
SESSION 4A: ‘TEAM D” Case Study, for Team D Chairs
45 minutes

SESSION 4B: There’s a place for everyone at Relay – 
Blitz for Event Chairs





45 minutes



SEPARATE YOUTH SESSION (if applicable)

MOVE/1 FUNCTION BREAK (10 MIN)

3:35pm
SESSION 5: Closing Session



 
30 minutes

SEPARATE YOUTH SESSION (if applicable)
· Welcome Back
· Relay Recess Presentation
· Event Quality Results
· Closing  

10-15 Minute BREAK

4:15pm
SESSION 6: Experiential Learning Stations
      120 minutes

BREAK

6:30pm
SESSION 7: Dinner and Tomorrow Land

60 minutes
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SESSION 1: GENERAL SESSION WELCOME


30 minutes

<<The General Session PowerPoint and speaking points are available as a separate document>>

 - All participants together- create high energy feel in room, music, decorations, etc.

· Welcome

· Relay For Life Cross Word Activity
· Closing

<<Need Cross word handout and answer key>>
[image: image3.jpg]4 <«

v

RELAY
FOR LIFE

American

Cancer
Society





SESSION 2A: LEADERSHIP ESSENTIALS

FOR NEW EVENT CHAIR/TEAM D CHAIRS


60 minutes

BREAKOUT PRESENTER 1
Note: NEW Event Chairs and Team D Chairs are together for this session, Session 2a.  VETERAN Event Chairs and Team D Chairs are together for the Coaching Session 2b Session.  Youth Chairs are in a separate room during this session.  
Session 2a Overview

Audience:

· Relay For Life – New Event Chairs and Team D Chairs
· Recommended group size:  30-50 participants

Time Required: 60 minutes

Preparation:

Room setup:

· Round tables

· Table in front of the room for facilitator materials, handouts, etc.

· Decorations

· Music in room

· Handouts, envelopes and other breakout materials

· Flip chart and easel

Allow sufficient time to:

· Create flipcharts

· Copy and distribute handouts

· Decorate the room

· Welcome participants

All preparation should be completed at least 30 minutes before the session.

Materials:

· Quotes written on flipchart paper to decorate the walls (Theme is Magic of Relay – Disney)
· Balloons or other decorations
· Boom box playing music
· Two flipchart pads 

· Post-It notes for each table 
· Activity materials
· Candy (optional)*

TOPIC I – INTRODUCTION








12 minutes

· Welcome

· Meet & Greet

· Review Agenda

TOPIC II – UNDERSTANDING MY POSITION AND ROLE 



30 minutes

· Intro and break into groups (HANDOUT-Embedded)
· Position Description Activity (HANDOUT)

· Review answers

TOPIC III – UNDERSTANDING MY CRITICAL TIMELINE 



15 minutes

· Intro

· Timeline Activity 

· Review answers

TOPIC IV – CLOSING AND TRANSITION






3 minutes

FRIDAY SESSION 2a: 

TOPIC I – INTRODUCTION 






12 minutes   

Breakout Presenter 1
1)  Welcome and Rah Rah! – 5 minutes

· Presenter to introduce him/herself – include where you are from and Relay experience

· Could do a quick roll-call of events to see who is in the room

· What to expect out of the breakout today/ Go over Objective of Training:

· How many events are represented-(A wealth of knowledge in this room

· Today:  There will be a combination of learning, hearing new information, a lot of time spent in small group activities learning from one another

· Why you are excited about the training and why they should be too!
· [image: image1.jpg]<
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Quickly review the History of Relay For Life - HANDOUT 
[image: image4.emf]Relay History  Handout


2) Meet & Greet – 5 minutes

· OPTION 1 (big group – 12+ppl): Take the next five minutes to meet as many new people as you can in the room.  Share your name, where you’re from, your committee position, and how long you have Relayed.

· OPTION 2 (small group – 10-12ppl): Go around the room (or your table) and have everyone introduce themselves including name, town, committee position and how long you have Relayed (you can add a fun component and ask them their first car to make it fun if you choose)

3) [image: image22.wmf]Review Objectives and Agenda – see prepared flip charts below – 2 minutes

Flip Charts for this section Prep (prepare prior to training)

1. Presenter Name

2. Fun/Inspirational Quotes of Sayings on wall (presenters to bring their own). Theme is “The Magic of Relay”

3. [image: image23.wmf]Objective For This Session Flip Chart:  

4. [image: image24.png]


Agenda on Flip Chart:

5. Parking Lot Flip Chart

FRIDAY SESSION 2a:
TOPIC II – UNDERSTANDING MY POSITION & ROLE


30 minutes
Breakout Presenter 1
1. Action for Participants:  Form a line.  You have 60 seconds to organize yourself in the line based on event date (earliest date at one end, latest event at the other). 
· After they make the line, break the group up equally to sit at tables as a team – events with early dates together, events with later dates at next table, etc.

2. Activity
After you have them at tables (with similar event date timelines) – tell them we are going to do an activity that dives into the role of the Event Chair and Team Development Chair. 

· Have them pair up with a partner at their table to work on this activity together (does not matter Event Chair or Team D Chairs)

· Hand out “What’s My Job Activity” activity sheet for Community Events and give them 10 minutes to complete.  Each person will complete both the Event Chair and Team D. Chair job activity
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        (Handout)      What’s My Job Activity



· Once completed, review the worksheet as a group.

· NOTE: see facilitator Key and Participant worksheets at end of guide

3. Key Points for Facilitators to Review after Activity: 

· The Event Chair is responsible for working with your staff partner to build your team… your committee. You want to find great committee members who mirror your community so that you can engage all parts of your community in your Relay.  The data shows that events with larger committees raise more money, this helps us to Find Cures Faster!

· The Event Chair coaches and guides the committee to ensure the Relay is a success.  A great Chair coaches the committees and makes sure everyone is on task but lets the Subcommittees make decisions for their particular area and allows them to be creative.

· [image: image26.wmf]The Team Development Chair lives by the saying “you can’t plan a party without the people”. We need a large Team Development Committee to handle all aspects of Team Development – including recruiting and finding new teams, making it personal for the returning teams and building relationships with them so they come back year after year, recognizing our teams, and planning the key Team festivities – including the Kick Off, Team Captain Meetings and assisting with Bank Night and all communication going to teams.  

Flip Charts for above section on “Understanding my Position” Prep (prepare before training):

Take Key Points from above and summarize on prepared flip charts.  Here is a SAMPLE (you can write out the points however they make the most sense)
ADD DISCUSSION TIME TO ANSWERS IF YOU ARE AHEAD OF SCHEDULE AND ANSWER PARTICIPANT QUESTIONS
FRIDAY SESSION 2a:

TOPIC III – UNDERSTANDING MY CRITICAL TIMELINE 
      

15  minutes
Breakout Presenter 1
1. Introduction 
· Relay has been around for over 25 years. Amazing!! Over the years, each and every Relay is creative and unique.  Committees are entrepreneurs and think outside the box to come up with the most creative things (share a few personal things as a facilitator).

· With each event so unique, there are also similarities.. Our best events follow the critical timeline to ensure success – those committees that stick to a timeline have more teams, more survivors, more caregivers.  

· The timeline is so important to our events and we want to do an activity now around this area. You will work as a team at your table.  

Action for Facilitator: Facilitators will hand out “Timeline” envelope of contents to each table and tell them not to open until instructed.

NOTE:  “Timeline” instructions & Materials are listed at back of this guide.  Facilitator needs to have these prepped prior to Summit.

        Timeline Activity Strips 

2. Activity:  

Have each table open their envelope, read instructions and complete activity. You have 10 minutes to complete. 

· Once completed review answers as a group.

3. Key Points for Facilitators to Review after Activity: 

· Let your committees be creative and take ownership of their pieces…but the key of the Event Chair it to coach your team and to make sure that all of your subcommittees are moving along and staying on timeline

· Team Development Chairs – timeline is critical, we know our most successful events start early with recruitment and retention.  They have a strong Team Development Committee, powerful kick offs and team captain meetings, and make it personal for their teams.

Flip Charts for Timeline Section Prep (prepare before training):

1.  Take Key Points from above and summarize on prepared flip charts – Here is a SAMPLE (you can write out the points however they make the most sense to you):

FRIDAY SESSION 2a: 

TOPIC IV – CLOSING AND TRANSITION
                    


 
3 minutes
Breakout Presenter 1
Closing and Transition to Next Topic – Presenter should wrap up this session and transition to the next session.

· Thank you for participating in our activities today – we hope this chance to work together with other Event Chairs and Team D Chairs to define your roles helps set a foundation for the rest of our time together at Summit.  

· For the next session Team Development Chairs and Event Chairs will be splitting up.

· Team D Chairs will be going to “Making the Ask” and then to the 5D Case Study Workshop later

· Event Chairs will go to the 5D Case Study Workshop first and then onto “Making the Ask” later 

· Event Chairs and Team D. Chairs will NOT hear the exact same information – we want you to come back together to compare and share what each learned during your work time 

Allow for Quick one function Break before attendees move to the appropriate 5D Case Study Workshop or Making the Ask Workshop.  Presenters should quickly move to next Breakouts to finish prep work. 

 

 “What’s My Job” Activity – Community Events





FACILITATOR KEY WITH ANSWERS

1. The Event Chair develops a relationship with their American Cancer Society staff partner and completes a ________________________________ (partnership agreement)
2. The Event Chair is responsible for _________________ (recruiting) their Relay For Life leadership committee members.

3. The Event Chair works with the Committee to determine goals for the event, including __________ (sponsorship) and _________ (teams) needed to reach monetary goal.

4. The Event Chair works with Logistics Chair and staff partner to establish event ____  (Date) and ______ (time). 
5. The Event Chair organizes and _______ (leads) the Relay For Life Planning Committee meetings.

6. The Event Chair __________ (coaches) their Relay For Life committee in accomplishing goals and ensuring tasks are completed.

7. The Event Chair helps with team recruitment, sponsorship and other __________  (big decisions) where needed.

8.  A Committee should be made up of people who ____________ (mirror) the community/campus. 

9. The Event Chair should ensure that each Sub Chair utilizes their ______________________ (guidebook with youth syllabus) and ___________________ (relayforlife.org) as great resource.

10.  It is best to allow each Subcommittee to take ______________  (ownership) of their responsibilities and be creative.

Facilitator Key Continued……..

1. The Team Development Chair is responsible for recruiting ____________________ (Team Recruitment) and ______________________ (Team Retention) committee members. You should have 1 team retention member for every ____ (10) teams and 1 team recruitment members for every ___ (5) teams.

2. The Team Development Chair & Committee sets Team Development ______ (goals) in order to recruit new teams and keep our veteran teams.

3. With help and input from the Committee, the Team Development Committee plans the _______ (Kick Off) and _______________________________ (Team Captain Meetings) and supports other meetings like Team Captain University and Bank Night. These events should be motivating, creative and fun!!!

4. The Team Development Chair works with the Team Retention committee to assign members to personally _________ (contact) a minimum of the past ___ (3) years’ teams. The key is to Make It Personal! Remember – returning teams raise more money than new teams!!

5. The Team Development Chairs works with Team Recruitment committee and overall Relay committee to develop potential teams list and carry out recruitment ___________ (presentations) and appointments.  The number one way people join teams is because ______________ (someone personally asked them).  

6. The Team Development Chair works with overall committee to ensure that a team captain ________________________ (communication plan) is followed, including working with the Publicity Chair to develop the Team Newsletter.

7. The Team Development Chair works with Team Retention to coordinate a ___________ (mentoring) program where new teams learn from veteran teams.  The key is to Make It Personal!

8. The Team Development Chair works with ____________ (registration) and ___________ (accounting) to track and report on team registration and fundraising progress.

9. The Team Development Committees plans out a thoughtful team ____________ (recognition) strategy. 

10. A __________ (Blitz) is a great way to engage your entire committee in recruiting a lot of new teams in a short period of time.  


“What’s My Job” Activity - Community Events

Participant Worksheet

Event Chairs
1. The Event Chair develops a relationship with their American Cancer Society staff partner and completes a ______________________.
2. The Event Chair is responsible for ___________________  their Relay For Life leadership committee members.

3. The Event Chair works with the Committee to determine goals for the event, including _____________  and _____________  needed to reach monetary goal.

4. The Event Chair works with Logistics Chair and staff partner to establish event _____________ and _____________ . 
5. The Event Chair organizes and ___________  the Relay For Life Planning Committee meetings.

6. The Event Chair ____________  their Relay For Life committee in accomplishing goals and ensuring tasks are completed.

7. The Event Chair helps with team recruitment, sponsorship and other __________________  where needed.

8.  A Committee should be made up of people who _______________ the community/campus. 

9. The Event Chair should ensure that each Sub Chair utilizes their  ______________________   and ____________________   as great resource.

10.  It is best to allow each Subcommittee to take ________________   of their responsibilities and be creative.

Sponsorship

Date

Coaches

Ownership

Mirror

RelayForLife.org

Partnership Agreement

Time


Guidebook (with youth syllabus)
Teams

Recruiting

Big Decisions

Leads

Page 2 for Participants Continued….Team Development Chairs
1.  The Team Development Chair is responsible for recruiting _____________________  and _______________________  committee members. You should have 1 team retention member for every ____ teams and 1 team recruitment members for every ____ teams.

2. The Team Development Chair & Committee sets Team Development _________ in order to recruit new teams and keep our veteran teams.

3. With help and input from the Committee, the Team Development Committee plans the ____________  and ______________________ and supports other meetings like Team Captain University and Bank Night. These events should be motivating, creative and fun!!!

4. The Team Development Chair works with the Team Retention committee to assign members to personally ____________ at minimum the past _____ years’ teams. The key is to Make It Personal! Remember – returning teams raise more money than new teams!!

5. The Team Development Chairs works with Team Recruitment committee and overall Relay committee to develop potential teams list and carry out recruitment ______________ and appointments.  The number one way people join teams is because ___________________.  

6. The Team Development Chair works with overall committee to ensure that a team captain ________________________  is followed, including working with the Publicity Chair to develop the Team Newsletter.

7. The Team Development Chair works with Team Retention to coordinate a _____________ program where new teams learn from veteran teams.  The key is to Make It Personal!

8. The Team Development Chair works with ____________  and ___________  to track and report on team registration and fundraising progress.

9. The Team Development Committees plans out a thoughtful team ______________  strategy. 

10. A ____________   is a great way to engage your entire committee in recruiting a lot of new teams in a short period of time.  


Contact

Recognition

Registration

Team Recruitment

10

5

3

Someone Personally Asked

Mentoring

Presentations

Team Captain Meetings

Accounting

Team Retention

Goals

Communication Plan

Blitz

Kick Off

RFL Timeline Activity Instructions for Facilitators - PREP PRIOR TO BREAKOUT 

(not a handout)
1. Have 1 Large Envelope Per Table ready to insert contents prior to training

Note: separate information & Envelope for Youth Events

2. Put Each Month benchmark on a small cardstock or index Card – 1 SET PER TABLE 

a. Months:  

i. 9 to 12 Months

ii. 6 to 9 Months

iii. 5 to 7 months

iv. 4 Months

v. 3 Months

vi. 2 Months

vii. 1 Month

viii. 1 to 2 weeks Before Relay

ix. Night of Relay

b. Place 1 set of index cards into each Envelope

c. Should have 9 Index cards inside each Envelope

3. Take Tasks Below and cut into small strips so 1 Task is per Strip

a. Place 1 Set of Strips(18 total) into Each Envelope (note different tasks for Youth events)

4. Place One instruction sheet into each Envelope – see below for instruction sheet
a. Purpose is to place 9 index cards around on the table. Hand out Strips of paper to each person around table (each person take 1 or 2). Each Person reads their task and decides which month the Task should go on.

b. 10 minutes to complete group table activity.

Relay For Life Committee Task Strips – Facilitator to Cut Task Strips. Put 1 Set of Strips  (18) in every Envelope (mix up order). DO NOT PRINT ANSWERS IN RED – FOR TRAINER ONLY!!










KEY:

Relay Event Chairs recruits their committee                                              9 to 12 Months
Secure Facility & Date of Relay






9 to 12 Months
Partnership Agreements with Committee Members Completed

9 to 12 Months
Plan a fun Committee Planning Party led by Event Chair

    
 6-9 mnth /9-12 mths
Build a Team Development Plan & Set Team Goals



 9 to 12 Months
Plan Your Kick Off








 6 to 9 Months

Make Sure Each Sub-chair contributes to Kick Off & plays Role

 6 to 9 Months
Hold Your Relay For Like Kick Off Party


                        (ideally 5) 5-7 Mths
50% of your Team Goal should be Recruited




  4 months
Hold First Team Captain Meeting  





  4 months
Hold 2nd Team Captain Meeting 

  



  3 months
75% of Team Goal should be Recruited




  2 months
100% of Team Goal should be Recruited




  1 month
Hold Bank Night(s)








  1 to 2 weeks
Relay Program Completed for Event





  1 to 2 weeks
Committee Walk through at Site & Ceremony Rehearsals

  
1 to 2 weeks
Committee Works the Track






  At Relay Event
Celebrates Survivors!!! Have Fun!! Celebrate!!



  At Relay Event






   


How Well Do You Know your Relay For Life Event Timeline?

Instructions for Table

1. Place each of the “Month” Index Cards around Table (You should have 9).

2. Hand Out Strips of Paper so each person at table has 1 or 2.

3. Take Turns Reading what the Task on your strip of paper says. Determine as a group which Month that Tasks Takes Place In. Place Piece of Paper on correct “Month” Index Card.  

4. You have 10 minutes as a table to complete this Activity.

5. Good Luck
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SESSION 2B: ADVANCED LEADERSHIP: COACHING AND FEEDBACK

FOR VETERAN EVENT CHAIR/TEAM D CHAIRS


60 minutes

BREAKOUT PRESENTER 2
Note: NEW Event Chairs and Team D Chairs are together for Session 2a.  VETERAN Event Chairs and Team D Chairs are together for the Coaching Session 2b.  Youth Chairs are in a separate room during this session.  
Session 2B Overview

Audience:

· Relay For Life – Veteran Event Chairs and Team D Chairs

· Recommended group size:  30-50 participants

Time Required: 60 minutes

Preparation:

Room setup:

· Round tables

· Table in front of the room for facilitator materials, handouts, etc.

· Decorations

· Music in room

· Handouts and other breakout materials

· Flip chart and easel

Allow sufficient time to:

· Create flipcharts

· Copy and distribute handouts

· Decorate the room

· Welcome participants

All preparation should be completed at least 30 minutes before the session.

Materials:

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

· Balloons or other decorations
· Boom box playing music

· Two flipchart pads 

· Post-It notes for each table 
· Activity materials
· Candy (optional)*

Welcome/Introductions, Agenda review, Objectives 

8 minutes

Icebreaker- What is Your Approach?




5 minutes 

What Does Positive Coaching Mean to You?



7 minutes

Feedback for Positive Coaching




15 minutes

Practicing Positive Coaching





20 minutes

Review, Wrap-Up, Call to Action




5 minutes

FRIDAY SESSION 2b: 

TOPIC I – INTRODUCTION 




8 minutes   

Breakout Presenter 2
Facilitators will welcome participants and introduce themselves then:

Say:

· Talk about – as leaders for your Relays, you want to be equipped with the Leadership Skills necessary to guide your committees, teams and participants.  We are proud at the American Cancer Society to offer a leadership development program as our LEADERS for Relay For Life. 

· You all are coaches – and it is important to remember that  a coach doesn’t PLAY in the big game, but he teaches, guides, supports, and rallies his team to be ready for the big game. 

· And within our context today, we are going to utilize the GROW model to practice and expand our coaching skills

Say:

· Who knows what the letters of GROW Stand for….

(Have these flip charts hanging on the wall in succession around the room – have them taped up to hide wording until the participants try and answer the question. Then walk around and quickly read what is on each of your 4 flip charts)

	
	G – What is our Goal?

· What is the issue on which you would like to work?

· In the long term, what is your goal related to this issue?

· What is the timeframe?

	
	R - What is the reality now?

· What is happening now?

· What are the opportunities?

· What are the risks or obstacles?

	
	O - What other options do they have?

·  What are the different ways you could approach this issue?
· What else could you do?
· What would you do if you had no constraints (time, budget)?
· Which of these appeals to you the most?  Why?

	
	W - What will they do?

·  Which option will you choose?  
· When will you start and finish each action step?
· How will you overcome your obstacles?


· GROW is a coaching model to help lead people through understanding the barriers keeping them from their goals, and empower people to examine their options and commit to owning their solutions
· How many of you have ever been in a coaching situation – whether you were either coaching someone or someone was coaching you?  
·  Let’s take a look at and example and see what you think.
Facilitators Note: Model the following GROW model example poorly:

Note:  Need participant or another facilitator for this example

[image: image6.wmf] Ask:  

· Was this a positive coaching experience?  No, this was not really a coaching experience at all.  We didn’t establish a goal, we didn’t discuss realities, we didn’t ask clarifying questions to learn more about the reality of the situation, and we didn’t empower the coachee to own or brainstorm their own solutions.   

· This may be an extreme scenario, but this interaction is exactly what we are wanting to avoid 

	
	Today’s Coaching Objectives (Have on flipchart ahead of time)
· Determine the appropriate approach

· Describe the benefits of positive coaching

· Demonstrate different types of feedback and communication

· Experience resistance and ways to overcome it

· Practice positive coaching 


By the time you leave this workshop you will:
· Be able to determine the appropriate approach based on the type of challenge presented.

· Be able to describe the benefits a positive coaching experience.

· Demonstrate different types of feedback and communication

· Practice positive coaching as a strategy to deepen and enrich conversations and relationships.

FRIDAY SESSION 2b: 

TOPIC II – ICEBREAKER





5 minutes   

Breakout Presenter 2
[image: image7.wmf] Ask:

· What are some the challenges you are facing that you are coaching people to overcome?    Flip Chart responses.

[image: image8.wmf] Ask:

· In looking at these challenges, which can be easily solved and which are a deeper challenge?  

· Get feedback from the participants: 

· Why do you think we as coaches don’t take the time to really lead our coachees to examine the issue?  

Possible answers: 

· Telling people what to do is faster.

· We don’t have the time to dig deeper.

· We assume that giving them more ‘gear’ [tools, resources] is the answer vs. having the conversation about how they are using those resources.

· Instead of changing their values or beliefs they look for the technical fix.  

[image: image9.wmf] Say:

· One very important definition of exercising leadership/coaching is helping others really define a problem and get to the true source of that problem.  That takes having deeper conversations or coaching sessions.
· By taking the time to examine the situation and to define it as either easy to resolve or not easy to resolve, you will be better equipped to coach the person through the issue and facilitate a more positive coaching experience.

· The way we go about coaching people through challenges is directly related to making sure we diagnose the challenge appropriately.  

FRIDAY SESSION 2b: 

TOPIC III – WHAT DOES POSITIVE COACHING MEAN FOR YOU?











7 minutes   

Breakout Presenter 2
Say:

· We strive to have every experience where we coach others to be a positive one, but they are not always that way.  

· Let’s talk first about what positive coaching looks like. 
· Remember that not so positive coaching experience with Howard and Stewart?  How could we have made that same coaching experience more positive? (Hand out “Creating Positive Coaching Experiences” handout – give them 2 minutes to complete)
. 

	[image: image10.wmf]
	Creating Positive Coaching Experiences –Distribute to have participants complete


[image: image11.wmf] Ask:

· What does positive coaching mean for the coach?  What did you write down? Flip Chart Responses.  
· Answers may include:

· Building Relationships

· Empowering

· Creative Thinking

· What does positive coaching look like for the coachee? 

· Answers to above questions may include: 

· An affirming experience for both the coach and the coachee. 

· A positive coaching experience achieves a greater understanding of the situation and adds a new dimension to the conversation.

· Positive coaching is respectful of differences and of all ideas shared.

· In a positive coaching experience, the coachee is not judged and is empowered to bring his/her thoughts and ideas into the conversation.

· A neutral environment is beneficial. 

· A positive coaching conversation is part of an ongoing relationship – not just a one-time discussion.

· Positive coaching is focused on the future – what could be rather than what should have been.

· Coaching is question-based, coming to solutions together, rather than by “edict.”
Say: 

· Knowing what you want the ideal coaching experience to be for the coach and the coachee will help you to determine how to accomplish that positive experience.  

· Again, coaching is part of an on-going relationship with ongoing conversations. 

· One of the key ways to ensure that the door remains open for a positive coaching experience is through understanding how to communicate – namely, how to give feedback.  

FRIDAY SESSION 2b: 

TOPIC IV – FEEDBACK FOR POSITIVE COACHING

15 minutes   

Breakout Presenter 2
Say:

· Coaching is hard to define and is often confused with “feedback”, or “advice”. To help make the distinction, here is a handout that shows some differences between coaching and feedback.  (Hand out to participants)
	[image: image12.wmf]
	Types of Feedback (Handout to participants) – THEY WILL FILL IN AS YOU TALK ABOUT EACH ONE


	
	Coaching is: 
· Focused on future behavior 

· Developmental

· Inquiry oriented

· Used to help move ahead 


Say:
· Coaching is: 
· Focused on future behavior 

· Developmental. Looking at ways to achieve a goal

· Inquiry oriented.  Asking a lot of probing questions

· Used to help move ahead by releasing potential in a way that works best for the coachee AND the coach 

	
	Feedback is:
· Focused on past behavior 

· Evaluative 

· “Telling” or “Advice” oriented 

· Often used to help poor performers 


Say:
· Feedback is:
· Focused on past behavior 

· Evaluative 

· “Telling” or “Advice” oriented 

· Often used to help poor performers change behavior in a prescribed direction in a way that works best for the organization 

· In the end, coaching is about “letting go” of advice-giving and assuming the person being coached is capable, smart, and understands the best direction to head in. When we give feedback, we believe that the person we are giving feedback to requires our advice to figure out the actions they need to take.

· There is a time and place for feedback, as there is for coaching. But they are not the same.  To help illustrate this let’s take a closer look at feedback.

[image: image13.wmf] Activity: (10 Minutes)

· Step 1:
· Ask for one volunteer and have a co-facilitator/helper take them out of the room and blindfold the volunteer.

· Step 2:
· To those left in the room, explain the 5 types of feedback QUICKLY and have those listed on a flipchart for the participants to read and understand.  
5 Types of Feedback  (have participants write down descriptions as you talk about them on a flip chart)
· None (absolutely quiet – no feedback at all)

· Cheerleading (woo-hoo!, rock star!, you’re awesome!, way to go!, etc. no matter how good or bad )

· Evaluative (good throw, bad throw, etc.)

· Descriptive (specific -- throw to the left, right, up by 6 inches, down a foot, etc.)

· Self-monitoring (volunteer can take off blindfold and throw)

	
	5 Types of Feedback 

· None 

· Cheerleading 

· Evaluative 

· Descriptive

· Self-monitoring


· Step 3:

· Explain to the audience that that when the volunteer outside of the room comes back, that volunteer will be asked to throw Koosh Balls at a target
· As they throw the Koosh balls at the target, we will be demonstrating the different types of feedback
· Step 4:

· Bring the volunteer back in the room and instruct him to listen to the feedback from the audience and try to hit the target.
	
	[image: image14.wmf]  


· Step 5:

· Direct the group to shout out the different types of feedback listed on the flip chart. Start with the 1st type of Feedback and go down the list.  
· Remind the group which type of feedback they are giving by pointing to the type on the flip chart. 

· Keep score next to each type of feedback on the flip chart on how many times the blind-folded volunteer hits the target.

Activity Wrap-Up: 

·  Debrief with the ball thrower/coachee: 

· How did they feel with each type of feedback the group gave?  

· Debrief with coaches.  

· What type of feedback gave the best results?

[image: image15.wmf] Say:

· It’s so important for a coach to give his/her coachee good, appropriate, behavior-based feedback so that they can become self-monitoring. 

· Recognize the behavior that you want to see changed or reinforced – again, be specific.

FRIDAY SESSION 2b: 

TOPIC V – FEEDBACK FOR POSITIVE COACHING

20 minutes   

Breakout Presenter 2
Say: 
· I know that when you leave a workshop like this, you are saying to yourself, yeah, that is all well and good, but that won’t work in my situation.  You don’t know the people I’m trying to coach.  They won’t respond like that.

· We understand the issue.  We know that not every coaching experience is met with unicorns and rainbows.  

· Coaching is fundamentally about helping someone to identify changes they can make to perform better – or to continue along the path of success in a more effective manner.  The key word in that statement is CHANGES.

[image: image16.wmf] Ask: 

· What happens when people are asked to change?  What are your personal experiences?

· When people are likely to change willingly and when are people likely to resist change?

· What major difference contributed to these two outcomes?

· Why might people resist change?

Say:  

· Sometimes people think they are changing, but the changes are not what you as the coach were expecting.  Setting the expectations for the desired change, or in a coaching experience, agreeing on the actions and outcomes for understanding.

· As a coach you always have the ability to influence the coaching environment and help create a positive coaching experience. 

· Whether you are starting with an already good situation, or whether it’s a not-so-good situation, the coach is responsible for setting the stage for the “mood” of the coaching experience. 

· Remember to use the GROW model to use a question-based approach to the conversation.

[image: image17.wmf] Activity:

Facilitator Note: Model the following GROW model example well:

Need a Co-Facilitator or Helper for this Role Play
Howard is coaching Stewart who came to him to discuss an issue with an event.  

Howard:  
Hey Stewart, come on in
Stewart:  
Thanks for meeting with me.  I really am looking to talk to you about what is going on with this event.  It isn’t going well and I am a bit lost on what to do next.

Howard:
Glad to help.  Why don’t you tell me about the issue.

Stewart:
Well, I have no idea how we are going to meet our goals and I feel like the entire community is tapped out and not wanting the event anymore.

Howard:
When you say you are not going to meet your goals, which goals are you refereeing to?

Stewart:
Well I know that we are not going to hit our income goal because we are no way near our team goal and I just can’t get the committee motivated about it.

Howard:
What is your team goal?

Stewart:
This year our goal is 25 teams.

Howard:
Where are you right now with team recruitment?

Stewart:
We have 11 right now.  We are so far away I just don’t see how we are going to get to 25 this year.

Howard:
How many of your 11 teams are new and how many are returning?

Stewart:
Actually now that I think about it 8 of those teams are new.  Mary has really been out there working hard in the community to bring in new teams

Howard:
How many teams did you have at your event last year?

Stewart:
We had 18 teams.

Howard:
Ok so you had 18 last year and 3 of those teams are returning this year.  That leaves 15 potential returning teams.  How has the committee reached out to these teams?

Stewart:
That seems to be the problem they really haven’t.

Howard:
Why is that?

Stewart:
The committee is really burned out and I think that most of them are ready to step off.

Howard:
What things have been done to keep the committee motivated?

Stewart:
We don’t really do anything as a committee.  Everyone comes in and does their job and it gets done.

Howard:
Do you think the committee feels recognized and appreciated?

Stewart:
No they don’t but we never really have.

Howard:
Could this be leading to lack of motivation that you are seeing?

Stewart:
Yes I think it could be.  Maybe we should schedule something just to let the committee know that we appreciate them.

Howard:
How will you go about doing that?

Stewart:
I know the first thing I can do is call each of them and thank them for what they are doing.  It seems the only time I call them is to ask what they are doing or to give them information.  I just don’t call to say thank you.

Howard:
That could be a good start.  What else could you do?

Stewart:
We have another committee meeting coming up next week I could bring them some treats.  We don’t usually do that.  We could also spend a couple of minutes before the meeting getting to know each other a little more.  We only really see each other at committee meetings.

Howard:
Ok.  What are some things you could do to address team recruitment?

Stewart:
I think that Mary is doing well with new team recruitment.  What I could do is take the list of last years teams and ask each member to contact them and ask them to sign up again this year.  I know we haven’t done that yet.

Howard:
Do you think this will help with recruitment?

Stewart:
I think it will.  Even if we get 10 of those teams back that will put us at 13 returning teams.  With Mary’s 8 new teams that would give us 21 total.  I have a feeling Mary isn’t done so I think with her help we can hit that 25 team goal.

Howard:
Ok so what are the two things that you are going to do?

Stewart:
I am going to work on my committee morale by thanking them and giving them more recognition.  Then we are going to work together to contact our uncommitted returning teams to get them signed up.

Howard:
Sounds like a good plan.  If I can help you please let me know.

Stewart:
You already have helped and I feel much better.  Thank you so much.

[image: image18.wmf] Activity:

Putting It Into Practice (10 Minutes)

· Now it is your turn to practice.  Ask participants to find a partner.  Give each person in the group a coaching scenario handout.   
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	Coaching Scenarios 1, 2, and 3


· The “Coach” should share the situation with their partner who will play the role of the coachee (giving the “Coach” the opportunity to practice working through the various parts of the coaching conversation).

· You will have  5 minutes for each of the coaching conversations. Each person will have the chance to be “coach” and practice coaching. We will remind you to switch 5 minutes.
· This activity is meant to spend some time practicing these coaching conversations. Again, the goal is to consciously apply the tips for “positive coaching” that we previously identified.

(Remember to have participants switch roles after 5 min)

Debrief the activity:

· Even if the situation is not positive, how did you use “Positive Coaching” to influence the feeling and outcomes of a difficult issue?

· What “Positive Coaching” tips can you use to establish expectations during the pre-coaching set up?

· What “Positive Coaching” tips can you use to follow up and ensure successful outcomes post-coaching conversation?

· What are some of your thoughts about using “positive coaching” to help an already good situation become even better?

· What are some examples??

· Based on the scenario you role-played, what will you do the same when you have the conversation in real-life? What will you do differently?

[image: image20.wmf] Say: 

· Through coaching, you are using questions to guide people to make changes in their behaviors and attitudes, but you are also wanting to encourage them and leave the coaching experience feeling positive about the situation and the actions they are going to take to make the changes to overcome the challenge. 

· And remember, change does not happen overnight. Coaching is used to deepen the context of the conversation, to help the relationship grow.

FRIDAY SESSION 2b: 

TOPIC VI – WRAP UP AND CALL TO ACTION


5 minutes   

Breakout Presenter 2
	
	  Call to Action: 

· What coaching conversations do you want/need to have?

· With whom?

· When will you commit to having those?

· What ground work do you need to lay this weekend? Preparation for? Opportunities for positive coaching experience?


· WRITE it down on final handout “What Am I going to do Different”
	[image: image21.wmf]
	What Am I Going to Do Different?  (hand out to participants to complete)


· Today, you set goals to take coaching to a positive level.  Be committed to the goals you set for yourself and be a positive coach for your teams.  The small price you pay will have incredible results and long-term success!
Creating Positive Coaching Experiences

	What Does Positive Coaching Look Like For The Coach?
	What Does Positive Coaching Look Like for the Coachee?

	
	


	Types of feedback
	Definition
	Sounds like

	Silent/None
	
	

	Cheerleading
	
	

	Evaluative
	
	

	Descriptive
	
	

	Self-monitoring
	
	


Coaching Scenario #1:

Assumptions:

· This is the first meeting you have had with Relay co-chairs.

· Prior to this meeting, the you received limited information about this Relay including:

· The Purpletown Relay has been in existence for 5 years.

· The event has a reputation as one of the ‘premier’ events in the US.

· While the event has done well, it’s experienced a downturn in terms of dollars raised (raising $535,000 in 2010 and $495,000 in 2011). 

Goals:

· Increase fundraising  back to the FY10 total of $535,000

· Increase number of teams to 110

· Reach survivor goal of 120

Reality

· FY11 raised $495,000.

· Have 20 teams recommitted for 2012

· Average number of survivors for the last 3 years has been in the mid to upper 90’s

One person will be the coach and the other will be the coachee.  You will have 5 – 7 minutes to use this scenario to work through the GROW model.  The coach will use the Goals, and Realities listed above to ask questions of the coachee to establish what the Opportunities and Will Do’s of this scenario will be.

After about 7 minutes the facilitators will ask you to switch and the coach becomes the coachee and the coachee becomes the coach.  Work through the scenario again with the coach asking questions of the coachee to establish Opportunities and Will Do’s.  

Potential Coaching Questions include:

· What was your total team number in 2010?

· What types of team recruitment activities has your committee done?

· What would your vision of a perfect event be?

· How would someone seeing your event for the first time describe it?

What would be the consequences of not achieving your goals? 

Coaching Scenario #2:

Assumptions:

· This is the first meeting you have had with this Relay’s team development chairs.

· Prior to this meeting, you  received limited information including:

· The Moonville Relay is a second year event.

· The town has a population of approximately 17,000 and is known as a ‘close-knit’ community.

· The largest employers in town are two manufacturing plants that are currently experiencing layoffs and reduced hours.

· The committee is made up primarily of new volunteers who live in Moonville.  However, the Chairs have chaired a Relay in a nearby town, as have the chairs for the logistics committee and the sponsorship committee.

· Teams are not registering like they did last year and they are worried the event won’t happen this year.

Goals:

· Recommit 70% of last year’s teams.  For this event that would mean having about 17 teams return.

· Have at least 12 new teams sign up

· Increase income to around $35,000

Reality

· Currently only 5 of last years teams have recommitted for this year.

· There have been no new teams recruited to date

· Total raised to date is about $4,000

One person will be the coach and the other will be the coachee.  You will have 5 – 7 minutes to use this scenario to work through the GROW model.  The coach will use the Goals, and Realities listed above to ask questions of the coachee to establish what the Opportunities and Will Do’s of this scenario will be.

After about 7 minutes the facilitators will ask you to switch and the coach becomes the coachee and the coachee becomes the coach.  Work through the scenario again with the coach asking questions of the coachee to establish Opportunities and Will Do’s.  

Potential Coaching Questions include:

· What were some of the things that you did last year to help with team recruitment?
· How has your team recruitment committee been in contact with last years teams? 
·  If so how?  
· What are the teams saying about coming back next year?
· What type of recognition did you have for your teams last year?
Coaching Scenario #3:

Assumptions:

· This is the first meeting you have had with this Relay’s staff partner.

· Prior to this meeting, you  received limited information including:

· The Hapeville Relay is a long standing event, but this is the first year this staff partner has worked with this event.

· The committee has had several different staff partners and does things pretty much on their own.

· The staff partner is having a hard time getting updates from the various committee members – sometimes not hearing from them for months at a time.

Goals:

· Increase communication between staff and committee to at least once a week.

· Ensure that event is adhering to National Relay For Life Standards

· Build trust so that the staff partner can be considered a part of the committee and not an outsider

Reality

· Currently only speaking with committee sporadically and usually only at committee meetings.

· Committee thinks of event’s staff partner as only their “current staff person” and in fact at the first meeting one volunteer asked how long the staff partner was going to be there

· Total raised to date is about $4,000

One person will be the coach and the other will be the coachee.  You will have 5 – 7 minutes to use this scenario to work through the GROW model.  The coach will use the Goals, and Realities listed above to ask questions of the coachee to establish what the Opportunities and Will Do’s of this scenario will be.

After about 7 minutes the facilitators will ask you to switch and the coach becomes the coachee and the coachee becomes the coach.  Work through the scenario again with the coach asking questions of the coachee to establish Opportunities and Will Do’s.  

Potential Coaching Questions include:

· What are something’s you have done to initiate contact with your committee?

· What steps have been taken to build a relationship with the committee?

· What actions, if any, need to be taken but have not been done yet?

· What are your biggest fears with this committee?

· Is there anyone on the committee that can assist you with communication?

What Am I Going To Do Different Because of These Workshops?

I Need to Call…

I Need to Tell…

I Need to Ask… 









































































- Event Chair = balance letting sub-committees be creative and keeping them on timeline through being a great COACH





- Team D = Timeline is critical 


stay on top of recruitment,


have powerful kickoff and team meetings,


make it personal for teams








- Relay Committee should mirror community


- Great Event Chairs coach but let sub-committees make decisions


- Team D should be a large sub-committee


- Team D handles: 


- recruiting, 


- making it personal,


- recognizing teams, 


- planning team festivities











Understanding My Role


Your Critical Event Timeline


Wrap Up


Next Session!





- Learn the critical components of your job





























Howard is coaching Stewart who came to him to discuss an issue with an event. 


 


Howard:  	Hey Stewart, come on in


Stewart:  	Thanks for meeting with me.  I really am looking to talk to you about what is going on with this event.  It isn’t going well and I am a bit lost on what to do next.


Howard:	Glad to help.  Why don’t you tell me about the issue?


Stewart:	Well, I have no idea how we are going to meet our goals and I feel like the entire community is tapped out and not wanting the event anymore.


Howard:	Yeah, I know that community, they are always a challenge.  Just do the best you can.  Thanks for warning me.
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Relay For Life History and Background

The American Cancer Society Relay For Life represents the hope that those lost to cancer will never be forgotten, that those who face cancer will be supported, and that one day cancer will be eliminated.


RELAY FOR LIFE…IN THE BEGINNING

One person can make a difference! Nowhere is that more evident than with the story of Dr. Gordy Klatt, who began the American Cancer Society’s Relay For Life in Tacoma, Washington. Dr. Klatt, a colorectal surgeon, decided to raise money for his local American Cancer Society by doing something he enjoyed – running marathons. In May 1985, he spent 24 hours circling the University of Puget Sound’s Baker Stadium track – a total distance of more than 83 miles. Throughout the day and night, 300 of Dr. Klatt’s friends, family, and patients paid $25 to run or walk 30 minutes with him. That first year, he raised an amazing $27,000 in the fight against cancer.


Dr. Klatt, envisioning that a 24-hour team relay event could raise even more money, pulled together a small committee to plan it. The result? In 1986, 19 teams walked and ran on the track at the Stadium Bowl in the City of Destiny Classic 24-Hour Run Against Cancer, raising $33,000. An indescribable spirit prevailed on the track and in the tents that dotted the infield.


This spirit has continued to grow and thrive wherever Relays are held. Now, more than 2.5 million people – over half a million of them survivors – participate in Relays each year at more than 5,200 sites across the United States and in twenty-one other countries. In one year alone, Relays raised more than $350 million in the fight against cancer. Because of its fundraising success and the overwhelming support of the American Cancer Society’s mission, Relay For Life was declared the Society’s signature activity in 1996.  In 2011, Relay For Life surpassed the $4 Billion mark in funds raised for the fight against cancer.  


RELAY TODAY

Relay For Life is an overnight event consisting of teams of 8 to 15 people spending 12 to 24 hours walking or running around a track to raise money to fight cancer. It’s a relay, with at least one member of each team on the track during the entire event. Relay teams raise money throughout the year prior to the event in a variety of fundraising activities.


Relay For Life celebrates survivors, funds research and cancer education, inspires the public to become involved in the American Cancer Society’s advocacy efforts, and makes important services possible for patients and their families.


Two highlights of every Relay are the survivorship activities and luminaria ceremony, each acknowledging those who have been touched by cancer. Survivors are honored and celebrated by special activities, including an opening survivors’ lap around the track and heartwarming ceremonies. Many Relays also include caregivers during this special time. Luminaria are lighted votive candles in paper bags purchased both before and during the Relay. The lighted luminaria bags are placed around the track in memory of or in honor of someone who has been touched by cancer.



