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Get Inspired!
Get Refreshed!

Hold a Relay Committee Retreat!

Committee Retreat
Planning Guide

The Relay Committee Retreat is an opportunity for your committee
members to gain a better perspective of how bonding together,
learning from each other and focusing on the positive will move your
Relay Event to heights you never thought possible.

The key focus and philosophy behind the Relay For Life Committee
Retreat is to provide

- background training for the entire committee

- time for the committee to bond together as a team

- time for the committee to plan and strategize
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- an opportunity to come together in the fight against cancer 1/

- inspiration, relaxation and fun!!

The Relay Committee Retreat should
be viewed by the committee as a true
commitment to fully prepare themselves for

their Relay event, rather than an optional
meeting they can choose not to attend.

Why hold a Committee Retreat

Whether your committee is new, small, needing additional members
or a veteran group moving right along, this Retreat will give you the
training necessary to come together and focus on what your unique
planning committee needs to be successful. This is not just another
committee meeting! We know that a well-trained, motivated and
informed group of leadership volunteers is the key any Relay’s success.
The entire committee will have an action plan, and each committee
member will come away with a clear definition of their role and their
own timeline and goals.

Who Should Facilitate This Retreat

The Retreat can be facilitated by the Event Chair or staff partner

or both; however, it may be very beneficial for the Retreat to be
facilitated by a member of the Regional Relay Council along with the
Event Chair. An outside, neutral facilitator can sometimes provide a
new perspective and insight for the committee. Consultation between
the Event Chair, Staff Partner or Council Chair will be helpful in
determining who should conduct the Retreat.



Who Should Attend

The Retreat is designed for the entire Relay Planning Committee. It is not a vehicle for recruiting
committee members, unless someone is reasonably certain that they want to be on the committee
and are just deciding which position to fill. The Retreat is particularly useful and needed for a
committee where few or none of the members attended their Relay University.

Timeframe

The Committee Retreat is ideally held after the Division Leadership Summit so that the Event Chair/Co-
Chairs has a chance to recruit their committee. It can be held either before or after the Relay University,
but should be held before the event Kick Off. If that is not possible, the Retreat can be scheduled shortly
after the Kick Off, using the Kick Off data — number of attendees, number of survivors, number of teams
registered and other pertinent information to begin the planning and goal setting process.

Length of Retreat

The length of the Retreat depends on the structure and commitment of the planning committee. The length
of the agenda can be tailored to fit the needs of the group. The following retreat options are suggested:

Saturday mornings have shown to be successful and can include lunch and finish in the early
afternoon. It is also possible to hold an overnight retreat in a unique location like someone’s cabin.
The date and time for your Retreat will actually depend on the local committee.

B 4 Hour Retreat
This time frame is good for veteran committee members and to allow time to work together,
strengthen their relationships and develop action plans. If a full dinner or lunch is planned,
allow an extra one half hour to your time. It can be conducted late in the afternoon or during
one evening, to include dinner, or any comparable period.

B Expanded Y2 Day Retreat - 4-6 hours
This retreat is ideal for those committees with new and veteran members. This expanded Yelay
training time will be a good mix of bonding as a unit as well as learning roles and setting timelines
for each individual. This retreat is also great for those committees who have struggled internally.

B Overnight Retreat
Scheduling an overnight Committee Retreat may be the best plan if the committee has
predominantly new members, a new Event Chair or rebuilding,




Location

Select a location that is convenient, easily accessible and allows food and beverages. It might be
good to think of a location that’s different from where the committee usually meets to gain a fresh
perspective and new meeting environment. A few suggestions:

- conference space at a community center
- conference rooms at banks

- senior citizen centers

- church spaces

- large conference room at a local business
- conference room at a bowling alley

Be creative! Think outside of the box. If you have a committee member that has a cabin in the
mountains, ask if it would be available to use for the weekend. If you have rec center that has a go
cart track and a conference room, have your retreat and then race go carts afterward. Use your
imagination - just make sure the facility fits your needs and is suitable for fun and serious Relay
business. Secure all locations in writing.

Invitations

Relay Committee Retreat invitations are colorful, informative and deliver an inviting message to the
committee member announcing the date, time, location.

Two types of Invitations are available:

1. Paper invitation with envelope
This invitation can be customized with pertinent Retreat information and printed at the local ACS
office or at a local print shop, possibly a Relay sponsor. This invitation can be mailed as soon as
the Retreat date has been determined.

2. Electronic
E-vites are in a Word document format that can also be customized to fit your particular Retreat,
which may include driving directions to the location.

Both invitations are located on the Link under GW Relay For Life Community > GW RFL
Training & Communication Resources > Training Kits > Relay Committee Retreat

Invitations are in a Word format for customization.

Suggestion: Use both forms of invitation - mail the paper invitation and follow up by sending an
email with the E-vite flyer providing more details and information about the Retreat — what to bring
or wear. Invitations should be sent out as soon as the date is set for the Retreat.

Send short and to the point email reminders the week of and day before your Retreat. Everyone with
busy schedules likes reminders, even at the last minute! If some of the committee members do not use
email, give them a phone call! Personal contact always makes people feel valued and important.



Sample Email #1:

Hi Cindy,

I just wanted to remind you about our Relay Committee Retreat on
Friday, February 1. Tell the babysitter to be there by 4:00p.m. We will
begin at 5:00pm with dinner to enjoy a little social time before we
dive into our Retreat. We will be finished at 10:00 pm.

See you there!

Jamie Riccobono — Relay Staff Partner

Sample Email #2:

Hi Cindy,

I look forward to seeing you at our Relay Committee Retreat
tomorrow. Please bring your committee notebook, ideas and
enthusiasm. We will have a wonderful, productive time together! If
you have any questions, please give me a call at 555-5555.

See you tomorrow!

Jerry Gorman - Local Event Chairperson

Preparation and Materials for Your Relay Committee Retreat

A folder, portfolio or packet should be prepared for each committee member ahead of time with
information on the Relay Planning Committee and the day’s activities. Ask your ACS Staff Partner
to order the folders/packets. OPTION: You may choose to purchase generic folders at a local office
supply store and add a Relay sticker on the front.

Committee member packets should include:
- Roster of committee members
- Retreat agenda
- Retreat handouts and worksheets
« Your dollars at work handouts (2)
- GW Division updates - check with your staff partner
- Calendar of the Relay Season - Relay Journal is an option or other calendar of choice

. Retreat evaluation form



The following is a list of the handouts to be used with the Facilitator’s Guide. These are in the order
they appear in the agenda. Please make copies of each and distribute at the time they are introduced
in the agenda or put into the packet that has been organized ahead of time.

Personality Assessment (1A, 2A, 3A)

Relay Standards

10 Questions About Cancer

RFL Facts and Figures

Telling Your ACS Story

3 Phases of Committee Structure (1F, 2F, 3F)
Committee Position Descriptions

Blank Committee Organization Chart
What Makes a Great Committee Member

Committee Structure with Descriptions

Partnership Agreement

Team Building - Maximize Relay Opportunities

Scorecard Analysis Worksheet (customized for the Relay)
5D’s Analysis Form
SCOT Analysis

SMART Goals
Goal Setting Worksheet

What Happens When
Setting Important Dates

Pacesetter Program

Relay Resources

Community Engagement Strategy Planning Grid
Recruitment Wheel **
Hopeville Worksheet **

Action Plan Summary

NI<K[x 2 S|l » PIe @ 2 2|r|A[-—~TZaQamE[O|0|=|>

My Vision for Relay

** Optional

N N S

Committee Structure

Event Analysis

Goal Setting

Relay Timeline/
Setting Dates

Community
Engagement



Additional Materials and Supplies Needed:

- Two flip charts & easels (preferably 3M Post It Pads)

- Markers

- Masking tape

- Post It Notes

- Notepads and pens for participants

- Gift for participants (The 2008 Calendar Journal is great) **
- Laptop

- CD player and upbeat music

- DVDs and player for all those great Relay inspirational DVDs — see the NEW! Event Chair Tool Kit
- Relay posters and brochures**

- A few door prizes or giveaway for each participant

- Decorations

- Food and beverages

Banners, Flip Charts or Poster Boards for Walls:

ACS Mission Statement
Relay For Life Mission Statement
ACS Banner — www.cancer.org 1.800.ACS.2345 **

Relay For Life banner **

** see your ACS Staff Partner

Room Decorations

Decorations are a great way to excite people about the upcoming year of Relay. Decorations can be
purchased at Hobby Lobby, Party City, or through Oriental Trading Company. This is a fun, festive
and cost-effective choice for theme/decorations. Ask your local party or grocery store to donate
balloons, festive napkins, paper plates and other brightly colored items to add fun and interest to the
room. Suggested themes/decorations:

- Cowboy or Western Theme

- Sports

- Movie Themes

+ Hawaiian Luau

- 50’s or Rock N Roll Theme

- Adventure - Indiana Jones, Disneyland

Decorate the walls with inspiring quotes and/or pictures to keep the group focused and their energy
level up.



Food and Beverage

You will want to provide food and beverages that can be dinner, lunch or just snacks depending on the
timing of the Retreat. Work on getting the food and beverages donated, if possible. Talk to your local
grocer and ask them to donate a case of bottled water and/or sodas. This is a small ask and usually
successful! Remember plates and napkins might be needed if the location is not able to provide.

Suggested food and beverage items:
Saturday mornings might include fruit, bagels, juice, water and coffee.

Snacks - popcorn, granola bars, ice cream bars, frozen yogurt, pretzels, trail mix, soft drinks and
water.

Lunch or dinner - pizza, sub sandwiches, meat and cheese platter, fruit or veggie tray, water, soft
drinks and coffee.

Keep in mind some committee members may have special needs:

- Diabetic
- Food allergies
- Religious preferences

Note: Perhaps a committee member would be willing to coordinate a pot luck meal to keep expenses
down. This is especially beneficial if you can not secure donated food items.

All expenses for the Relay Committee Retreat will charged to your Relay event budget. Make an effort
to secure most or all of your Retreat costs as a donation, possibly negotiating with the facility or site
to become an in-kind sponsor for your Relay event.

Expense coding example - Snake River Relay:

GW ASTN RFL 51100 (meetings and conferences)

G R - e

OR THE EVENT CHAIR:

HELPFUL PLANNING TIP F
You may want to refer to the information provided in the NEW! Event
Chair Tool Kit to assist you in preparing for this Retreat. Review the list

of DVDs and select two or three that can be shown during the Retreat
to emphasize a particular topic or view during lunch or dinner.

W L o as




Committee Retreat Agenda

The Relay Committee Retreat is designed to meet the needs of Relays in all stages of their
development. If the Relay is a new event, predominantly new members or a committee in the
rebuilding stages, they may want to skip or scale down a few of the agenda items.

Feel free to tailor the agenda to fit your unique committee and Relay event. For example, an
established committee would not need to learn about ACS and Relay For Life (Section 6) Relays may
have already set their goals and timeline so these sections can be eliminated. Please consult with the
Event Chair, staff partner and Regional Relay Lead to determine which sections to include.

Whether your committee is new, small - needing additional members or a veteran group moving
right along, this Relay Committee Retreat will give you training necessary to come together and focus
on what your unique planning committee needs to be successful.

Agenda items marked with a red asterisk (*) should be included in all Relay Committee Retreats.




10:00 a.m.

2:00 p.m.

Relay Committee Retreat

9:30-10:00 a.m.

Social & Morning Coffee (optional)

1

2
3
4
5
6.
7
8
9

. Welcome / Introductions
. *Introductions

. *Icebreaker

. *Agenda Overview

. *Personality Assessment

ACS and Relay Background

. *Relay Standards
. Telling the ACS Story

. *Committee Structure and Organization

10. *Team Building

11.

*Event Analysis

12. Goal Setting

13. *Relay Resources

14. Timeline and Setting Dates

15. *Community Engagement and Cultivation

16. *Action Plan Development

17. *Putting It All Together

Closing

Thank you for coming and safe travels!



JIVINT 1132 AAOM JNOH diZ’31V1S/ALID 133¥1S J3L1INNOD-9NS 1sdid 1Sv1
6002-8002 19)s0y aapiwwio) 917 104 Aejay




a
—

“fuedwio Ajddns |es16ojolg eurjoied Aq paiddns saqny 1531 pue adors0IN K1aPOS JaaUED UBILIBWY ASLINOY SIAYI0

/ UBBIUIN ‘aNBEIUO ‘MOGUIRY-Y-UpIeD-dUIED JO AS21IN0> BUIILLIMS SIS / (S9GM) 1531 pue 2ds0.1) 1U0ZUO4 Gog :soroyd

610u2dUBY MMM

S$S373D14d = 3DV S.AQTIHD

¥ NO FTIINIS V "SI0UOP [e00] SNOIAUIS 07 SyURLY) 9FIBYD JO 991) pU)je

SpIy Ay} puy ‘Spasu [edrpaw [e1dads 11ay) SaZIuS00a1 Je) JUSWUOIAUD
aanpzoddns e ur uny afys-dured 1a1j0 Lofua pue [eqaseq Aerd ‘wims Loy,
'SPD 2q SPRY 3] £121008 199UE) UedLIBWIY 1Y) £q UNI ,SANYD ¥IDNVI. |

00Z$ = SL3IHS 0S 40 IDVXDVd L
'siowny Ajuapt sjsisojorper
Surday ‘sanss [eutsjur pue dsu0q Jo
mopeys & samded NI AVE-X A

0SL$ = 00S 40 3SVD

‘ymoIs Towmny Apnjs pue suor)
-eorpaur 1eouedonjue Sursrwroxd 1593 03
SI9YOIBISAI AJ91D0G I90UR)) URILIUWIY

mofpe nq aduts yoo[ s3gNL 1S3L ¥

008$ = NIIWOM ¥ HO4
SNOLLVLINSNOD 40 LSOD ‘S[erajewt
wexSoxd jo ager0ys pue Surddiys ayy
pue ‘9oeds Surjeaw ‘Sururen) reuorssay
-o1d axmbai £3a100g 190UE)) ULILIDWY
a3 £q Pa3oNpuUOd SUOISSas FurPSUNod
£ineaq ¥31138 1334°"A00D X001 ¥

000'Z$ = 3d0JSOUDIN

AN | 1593 deg e Suump uaye)
S[[99 [BII1AID UT SAFUBYD SNOISOURD
A[renuaiod 19919p $3dOISOUDIN ¥

€00z bunds ydwnuyp

000°€$ = IN3JILVd L HOd4 SISNIdX3
‘Spoyjow JuawyeaI) pue sSnip

MU JO SSUDAIIDRJO pue K)ages oy}
QUIULIIAP £JA1D0G I9OUR)) URILIDWY
a3 Aq papuny STYIYL TVIINITD Y

*sINoA a1

sy1b Aq 9|qissod apew aie
A180s Jadue) uedBwy
oY1 Aq pasayjo due)sisse
Buines-a41| ‘Buiwiiiyye

-9J1] Jo sojdwexs asay}
‘dnoib yioddns jusned ayy
0] ge| Yydieasal ay} wol4

¢ Op uosiad

3UO ued 1eynA

ANITINOL109

8l




6

l

09§ =3SVD L

190URD 10 SINIRWOIG MAU
Kmuapr djpy 03 poojq Surjdaf[od 10§
51007 [qIsuadsipur 194 [093-MmO]
a1e £19100g 190UL)) UBDLIDUWY

o £q paprrord SIAOTD XALVT

g

Y04 SdIYLANNOY 8 "Sjuaujear) Ixy]) Wolj pue 0] paau ur
syuaned Surngs ‘skemySiy ay1 1y SYIAING ¥ITLNNTOA

N ooy

005$ = NIWOM S OL SLISIA 31oddns [euorjowrs
apuoid pue suorysonb romsue oym £19100g 190UR)
ueoLIDULY 94} Aq paurer) SIOAIAINS 303[9s 03 sjuarjed
190UBD JSBAI] SAONPONUI ,AYIAODIY OL HOVIY

TLES = INJILVd L

2007 Joruim ydwnuy | g

000°0L$ = AHOLS 1SVD

83 M3N L 3IDNAO¥d ANV d013A3d OL 150D ‘sdnois
18O SUI[UO pue $3110)s [euosIad YSnoIyy sarjrure;y 1ay)
pue s10A1aIs s310ddns pue $309UU00—FI0"USISIL MMM
—31IS 83M NYOMLIN wsSHOAIAYNS YIDNVD IHL

0ZL$ =¥bL 403SVD L
*S9IND I90UBD OJUT SILIOA) UIN] SISYIILISAI

£ya10g 190U ULSLLWY d[aY SIHSIA 1¥13d

RIGMIIN SIOALING HSUED IN0GY

‘Burieys pue—Huned

10} noA yueyy udued jsutebe 1ybiy ayy
ul fy1souausb JnoA woly 1yauaq 1eyy
sadInI9s pue swelboid A)aos Jadue)
ueddwWy jo sajdwexa may e isnf ale
919H ¢0b6 uoneuop JnoA ued Jey MoH

HoMESHID

000°L$ = SAVA 0L ¥O4 LN3ILVd L HO4 SISNIdX3 sjuawieas)
Surmp Leys 07 soe[d 921y © Surpraoid £q sjusned uo usping [eoueUl Ay} 3583
apmmuorjeu £19100g 19ouR)) urdHPWY ) £q pajerado suonedo] ,35d07 IdOH

0SZ$ = SS3IDDV 33¥4-1101

40 SYNOH £8 "S92IN0SAL 1OULD
[ed0] pue suonjdo juduI}eaI]} JOULD
noqe suonsanb ramsue sjsieroads
'GPET'SOV 008 T—oUl[ 991-[[03 InOY
¢ $91 0 182K 1949 S[[ED UOI[[IW 7'T

$9A12091 YILNID NOILVINYOANI
Y3IDNVYD TVNOILYN ¥NO




P $250 provides 83 hours of toll-free access for the American
Cancer Society’s National Cancer Information Center. The
center receives 1.2 million calls every year to its 24-hour
toll-free line, 1-800-ACS-2345, where specialists answer
questions about cancer treatment options and

local cancer resources.

tSat Work

<$1,000

provides
expenses for a
patient to stay
A $120 provides researchers with a for free during
case of 144 petri dishes - allowing them cancer treatment in one of the American
to turn theories into cancer cures. Cancer Society’s Hope Lodge facilities

located in major cities nationwide.

€'$500 helps provide visits to five
women from the American Cancer
Society’s Reach to Recovery”
program. This program intro-
duces breast cancer patients to
select survivors who can answer
questions and provide emotional
support.

» HOW CAN YOU PUT A PRICE ON A CHILD’S SMILE? Camps for children
with cancer run by the American Cancer Society let kids be kids. They
swim, play sports, and enjoy other camp-style fun in a supportive environ-
ment that recognizes their special medical needs. And the kids attend free
of charge thanks to generous donors.

©Reprinted from Triumph magazine, with permission of Pace Communications, Inc. and the American Cancer Society.

American
Cancer 1-800-ACS-2345

? Society® www.cancer.org
%

Hope.Progress.Answers.®




The American Cancer Society is the nationwide
community-based voluntary health organization 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.

No matter who you are, we can help. Contact us anytime,
day or night, for information and support.

American 1.800.ACS.2345

Cancer
(N - www.cancer.org
f) Society®

Hope.Progress.Answers.®



