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“The Magic of Relay”
Relay Regional Summit 2011-2012
HOPE It: 

A Relay Presentation with Pizzazz!
Facilitator Guide

Thank You!
REQUIRED Preparation: Please pay special attention to the activities in this workshop. You will need a headcount to ensure the proper number of copies are available. Make sure you have the supplies you need, the room is set up according to your needs, and that you have prepared with handout and activities.  
FRAMEWORK AGENDA
Multiple sub-committee positions can be combined into the same room using this same framework with different partner and table discussion questions.
TOPIC I – INTRODUCTION & ICEBREAKER





10 minutes

TOPIC II – WHAT’S IN A PRESENTATION ANYWAY?




30 minutes
TOPIC III – PERFECTING YOUR PRESENTATION



 

40 minutes
TOPIC IV - ACTION PLANNING







5 minutes
Supplies:


- One envelope for each participant marked with the appropriate role.

- “Roles” printed for each participant


- Handouts, found at the end of this document.

TOPIC I – Introduction & Icebreaker






10 minutes
1)  Quick Welcome & Topic Introduction – 2 minutes

· Introduce presenters & welcome to the HOPE It Workshop
· What to expect out of the workshop today:

· There will be a short amount of presenting today
· Most of the time will be spent brainstorming and working in groups to make sure we are all ready to bring Relay in to our communities.  
· Share why you are excited about the training and why they should be too!
2) Agenda—2 minutes

· What’s in a Presentation Anyway?

· Perfecting Your Presentation

· Action Planning

3) Meet & Greet – 6 minutes
· ACTIVITY

· Have everyone break up into groups of three.  Tell them that their assignment for the next 3 minutes is to find three distinctive things that the three of them have in common.  The three things cannot be obvious (like all are women or all are wearing glasses or all are involved in Relay).   Some examples of things in common include all born in the same state, all drive the same kind of car, all have the same type of pet, etc.  The first group to finish should raise their hands.  Have this group introduce themselves and share the three things they have in common.  Ask if any other groups want to share a common trait that is unusual or surprising.
· OPTION 1 SMALL GROUP (10-12ppl):  Go around the room and have each group introduce themselves and share the 3 things they have in common.
· OPTION 2 LARGE GROUP (12+ppl):   Go around the room and have 3 groups introduce themselves and share the 3 things they have in common.

· Just like you discovered in the icebreaker, we all have things in common that may not be obvious.

· Use those shared interests to develop and maintain mutually beneficial relationships.  It’s not who you know … it’s not what you know … It’s what you do with who you know.

· In the case of Relay, the shared interest is the desire to fight back against cancer.  Relay provides the hope that we will find a cure for cancer.  Everyone has been touched by cancer – Relay gives them a way to make a difference.

TOPIC II – What’s in a Presentation Anyway?




 30 minutes
Objective: To give each participant an idea of what they should include in a Relay presentation.
Let’s start by looking at the different types of presentations you may need to make in your community.  Here are a few examples, are there any others that you can think of? – 10 minutes
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Networking Elevator Pitch (60 seconds or less)
· Formal Presentation (perhaps with PowerPoint in front of a large group)

· Informal Presentation (perhaps a quick presentation in the back of a Wal-Mart store)
· Are there others?

· What are a few characteristics of each?  How are they different?

Here is a handout that will help you design your own PowerPoint presentations.  PowerPoint may not be appropriate for all situations, but when you have the time for a more formal presentation, it can be a helpful tool.  Be sure to use LOTS of Relay pictures, they can help to convey the Relay Experience to your audience.
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(Handout) – Tips For Creating a PowerPoint Presentation With Impact
What are some of the items you will include in your presentation no matter what type of presentation you are making or how long it lasts?  Have a volunteer record ideas on a flipchart. – 10 minutes
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Some ideas might include: introduce yourself, what is Relay?, why you Relay, call to action.

Now that we have decided what should be included in a Relay presentation, spend the next 5 minutes putting together some pieces of your Relay presentation.  We are going to use the worksheet titled “The Ideal Relay Presentation” – 5 minutes
 (Handout) The Ideal Relay Presentation
Note to Facilitator: Once they’ve had 5 minutes, spend another 5 minutes reviewing what they wrote, perhaps have a couple participants share their thoughts. Be sure that NEW Relayers aren’t feeling lost during this exercise.  You may need to float during their work time to help them fill in where the money goes or the call to action.  Let them know this is practice time, they are not expected to know all the answers.

· Now that you’ve put your ideas on paper, let’s start practicing!
TOPIC III – Perfecting Your Presentation




 
40 minutes
ACTIVITY – 30 minutes

(Handout) – There are 4 handouts with this activity (all found at the end of this guide).

· Scenario

· Team Development Role (print and have in a marked envelope)

· Staff Partner Role (print and have in a marked envelope)

· Business Person Role (print and have in a marked envelope)

Instructions:
Divide the participants into groups of 3.
1. This role-playing exercise is designed to give you an opportunity to put the presentation skills you have learned today into practice.  There are three individuals involved in this role-play; determine which member of your group will play each of the following roles, and don’t forget to HAVE FUN!:

· Team Development Chair – take envelope marked ‘Team Development Chair’; wait to open it.

· RFL Staff Partner – take envelope marked ‘Staff’; wait to open it.

· Business Person – take envelope marked ‘Business Person’; wait to open it.

· Note:  If a group must have more than three members, the remaining group member(s) may serve as silent observers and contribute to the feedback/discussion following the role-play.  Ideally everyone will have a group and a role.
2. Next, one person reads the scenario below out-loud to the group:

The Victory City Relay (pop. 151,229) is in its 5th year. Last year the event stalled and began declining with 57 Teams, $183,000, and 96 Survivors. At the last committee meeting the Event Chair suggested that each person on the Relay committee recruit at least one new team and the Chamber list was divided among the committee members.

The first-year Team Development chair decided to approach Community Bank’s regional headquarters, which has 150 employees. They have been minor sponsors of Daffodil Days in the past, but have not been involved in Relay. The Team Development Chair has set a meeting with the VP for Community Relations and has asked the RFL Staff Partner to come along.

The initial goal is to recruit one team for this year’s event coming up in 8 weeks.

3. The Team Development Chair, Staff, and Business Person should now open their respective envelopes and take a minute to read the information inside.  (Note:  They should not share this information with anyone else.)  

4. The Team Development Chair & Staff Partner may take up to 5 minutes to pool their collective “research” and formulate a planned approach.

5. Next, the Team Development Chair, Staff Partner & Business Person will spend approximately 10 minutes on the role-playing exercise.  
6. Once you are finished, take 5 minutes discussing as a group what worked and what the Volunteer and Staff Partner could have done better. How/what type of preparation could have made this meeting better? In real-life, what follow up is required?
7. Debrief:
· OPTION 1 SMALL GROUP (10-12ppl):  Go around the room and have each group share their experience and take-aways from their role playing activity.  

· OPTION 2 LARGE GROUP (12+ppl):   Go around the room and have 2-3 groups share their experience and take-aways from their role playing activity.  

Great work!  Thank you so much for having fun with this activity and practicing your Relay presentation!  Now we’re going to put together an elevator speech, which means we’ll take the same kind of information we’ve been talking about all along, and boil it down to 60 seconds or less.
ACTIVITY – 10 minutes
· You may be wondering how to fit 24 hours of fun, family, food, fundraising, inspiration and hope into 60 seconds or less.
· Let’s look at the basic anatomy of an elevator speech, then we’ll take a basic script and practice tweaking it to make it personal for you.
          (Handout)   Anatomy of a Successful Elevator Relay Speech - Take 2 minutes to explain the different parts of an elevator speech given in the handout.  
· Have each participant fill out their worksheet and then create their own elevator speech. – 5 minutes
· Now share your elevator speech with the person sitting next to you and have them do the same. – 2 minutes.  
<<Facilitators should give the group 5 minutes to practice with each other.  Float around the room and offer help and encouragement as needed.>>

TOPIC IV – Debrief
 & Action Plan


 



5 minutes
Action Plan

· We are just about finished, but before we go, everyone take 1 minute to think about the information you have learned in this workshop today.  Write down 2 ways that you will use what you learned today and take it back to your community in your role on the Relay For Life planning committee.
· If time permits, have 2-3 people share their ideas.

Debrief
· Thank everyone for attending and for their participation
· Review the objectives of this session to make sure that you have come full circle with your audience

· Most of all, we want to thank you!!!
· You make a difference for your Relay and in the fight against cancer.  Thank you for being here today and for all the work you have done and will do for your Relay For Life event.  The Society could not do what we do without you!


TIPS FOR CREATING A POWERPOINT

PRESENTATION WITH IMPACT
Slides are great, but telling your story is what matters.
If you share your passion for Relay For Life, people will be inspired, but there are steps you can take to ensure that you inspire them to take action!  You want your presentation to be Understandable, Memorable, & Emotional.

Understandable

· Be sure to use “Twitter Friendly” headlines (140 characters or less)

· Show the Big Picture before diving into details, the human brain craves meaning before detail.  Perhaps use a headline, a subtle image and nothing else.

· Introduce the problem (ex. # of cancer patients diagnosed in your community each year) and then offer Relay as the solution.  Relay For Life raises money to support cancer patients through programs, services, research, advocacy, etc.  A way for your community to Fight Back!

Memorable

· Use the Rule of 3.  People find it easier to remember things when they are in groups of three.  By using this rule, your message is easier to understand.  (Think: Celebrate, Remember, Fight Back)

· Bring numbers to life.  When sharing statistics, it can be challenging to keep your audience engaged.  Think of ways to make the numbers tangible.  If you are telling them that 1 in 3 women will be diagnosed with cancer in their lifetime and 1 in 2 men will be diagnosed with cancer in their life time, then have 3 women and 2 men stand up while you share that data.
Emotional
· Think visually when you are creating a PowerPoint presentation.  Use images and some words.  Remember the slides are not the story, they are there to compliment it.  Aim to use less than 20 words in your first 5 slides.  This will force you to tell the story and create a more engaging presentation.  

· Where are we taking the world with Relay For Life?  Use the vision of Creating a World with More Birthdays, the hopes and dreams of a world with less cancer and more birthdays.

· Use LOTS of pictures!  Relay pictures will help you to convey that Relay is an experience, not just an event!
THE IDEAL RELAY PRESENTATION

-----------------------------------------------------------------------------------------------

Use this template to organize your thoughts when preparing a presentation about Relay For Life.  You can make it as long or as short as time permits.  If you hit these four areas, chances of sealing the deal are great.  No matter what you do, have fun... and share your passion!  Good luck!

PART 1:  Know your facts about Relay in general and your event

· __________________

· __________________

· __________________

PART 2:  Tug at their heartstrings by sharing why you Relay

· __________________

· __________________

· __________________

PART 3:  Talk about what the money does to fight cancer

· ___________________

· ___________________

· ___________________

PART 4:  How they can help (Call To Action!)

· ___________________

· ___________________

· ___________________

Remarkable is when you stand for something and make it happen

 and change the world... along the way.  – The Big Moo by Seth Godin
Perfecting Your Presentation - Role Play Scenario

The Victory City Relay (pop. 151,229) is in its 5th year. Last year the event stalled and began declining with 57 Teams, $183,000, and 96 Survivors. At the last committee meeting the Event Chair suggested that each person on the Relay committee recruit at least one new team and the Chamber list was divided among the committee members.

The first-year Team Development chair decided to approach Community Bank’s regional headquarters, which has 150 employees. They have been minor sponsors of Daffodil Days in the past, but have not been involved in Relay. The Team Development Chair has set a meeting with the VP for Community Relations and has asked the RFL Staff Partner to come along.

The initial goal is to recruit one team for this year’s event coming up in 8 weeks.

Perfecting Your Presentation – 
Team Development Role
· This is your first year as Team Development Chair; you participated as a survivor and had a tremendous time last year.  You were thrilled when you were asked to join the committee.  You see it as a great opportunity to help fight the disease that almost cost you your life.
· While you are excited about the event, you are a little nervous about one-on-one meetings like this. However, you have taken the time to learn a bit about Community Bank and their past support of the American Cancer Society. You have also familiarized yourself with American Cancer Society programs and services that are available in Victory City and you are comfortable sharing this information. In addition to information & support via 800-227-2345 and www.cancer.org, other local patient service programs include: 
· Road to Recovery (transportation to and from treatment), 
· Reach to Recovery (Breast Cancer visitation & support), 
· I Can Cope (general education & support), and 
· Look Good…Feel Better (course for women to overcome physical effects of treatment – free makeup kit, wig, and special instruction).
· Since you are new to this role, you asked your staff partner to come along for this first meeting.
· The goal for this year’s event is to have 75 teams, 125 Survivors, and to raise $200,000
· Your goal for this meeting is to recruit a Relay Team.
· You and the Staff have with you a local Report to the Community, Relay video, Team Captain Packet and brochure of local American Cancer Society programs and services.

Perfecting Your Presentation – 
Staff Partner Role
· This is your second year as the Staff Partner for the Victory City Relay.

· You, along with the chair, were disappointed with last year’s decline in the Relay and have a renewed commitment to support your volunteers in helping this event grow.

· While you enjoy your job, this type of “sales” work is not your strong suit. However, you know that this is what must be done in order to turn this event around. (And actually, you are secretly excited about this particular meeting because you’ve heard positive things about Community Bank’s support of other local non-profit fundraisers.) 

· You’ve done a Siebel search to learn that Community Bank has been a $250 sponsor of Daffodil Days in past years.

· Your goal for this meeting is to support your Team Development Chair and to help fill in the blanks if needed.

· You and your volunteer partner are aware that in addition to information & support via 800-227-2345 and www.cancer.org, other local patient service programs available in Victory City include: 
· Road to Recovery (transportation to and from treatment), 
· Reach to Recovery (Breast Cancer visitation & support), 
· I Can Cope (general education & support), and 
· Look Good…Feel Better (course for women to overcome physical effects of treatment – free makeup kit, wig, and special instruction).
· The goal for this year’s event is to have 75 teams, 125 Survivors, and to raise $200,000
· You and the Volunteer have with you a local Report to the Community, Relay video, Team Captain Packet and brochure of local American Cancer Society programs and services.
Perfecting Your Presentation – 
Business Person Role (VP Community Relations)
· You have been in your position with Community Bank for 7 years and have never been approached to support Relay For Life. You do know that they raise a LOT of money and would like to know how it’s being spent.

· The bank has approximately 150 employees – 14 of whom are Survivors – 3 diagnosed just this year.

· While you are happy to support Daffodil Days, that only requires a relatively small donation and no real commitment. And besides, it “feels good” to help in that way.

· You view the American Cancer Society as a large, national organization who focuses mostly on research and you have no idea of local programs or services. And besides, you typically reserve your larger financial and time commitments for “local organizations” that help people here at home.

· You’d be happy to put together a team, host the Kick-off, whatever... if this duo can show you the “What’s In It For Me” for the bank and its employees. After all, you have three employees in active treatment and they need help right now.

· Be sure to voice your objections until you are “sold” on the American Cancer Society and/or Relay For Life.

Anatomy of a Successful Elevator Relay Speech

elevator speech: is a memorable sixty-second sound bite to succinctly introduce yourself and Relay For Life.  It describes how Relay has value, benefit, and quality to anyone you’re talking to.  It is short and concise.  It rolls off your tongue.  
Basics:  (preparation)

What is the specific part of Relay you want to sell?   ______________________________

What is your select target market, if any?  ______________________________________
Are there unique benefits?  __________________________________________________

Do you have special qualifications?  Yes, you are an American Cancer Society Volunteer with a passion for Relay!

Opening:  (18 seconds)

Name _____________________________

Position :  

I’m a volunteer for the American Cancer Society’s Relay For Life
Overview of Relay – highlight 3 things about Relay:


____________________________________________________________ 


____________________________________________________________


____________________________________________________________
Tell a story: (20 seconds)

Paint a picture of why you got involved.  Some possibilities include:  How cancer has affected someone you care about, some interesting facts about American Cancer Society research, whatever “turns you on.”  The bottom line is – whatever part of the American Cancer Society and Relay For Life brings out your passion, that’s the right thing for you to say!

Ask for Business: (10 seconds)

Ask them to get involved with the American Cancer Society and Relay For Life!

Ending:  (7 seconds) 
Leave information and thank them for their time.  If you really want to get to the next step, ask them when they might be willing to have a Relay For Life volunteer come to their business or group and do a Rally presentation, and by when they’d like to get that done.

Sample Elevator Speech Script:

We support Relay For Life of Victory City in the fight against cancer and so should you.  Cancer is a disease that affects all of us, it doesn’t discriminate, it takes thousands of lives every day and it’s taken away two members of my family.  

Join Relay For Life to celebrate those who have survived cancer, to remember all those we’ve lost and fight back against this faceless killer.  To sign up go to <<your event website>>.  Together, we will save lives
Now it’s your turn . . . you have 60 seconds . . . GO!
YOUR VERSION:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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