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

Thank You!
Preparation: Make sure you have the supplies you need, the room is set up according to your needs, and that you have prepared handouts and activities.  
You will need:

· Flipchart

· Handouts (2 embedded in the document, the rest are at the end)

· Golden Nuggets written on index cards

NOTE FOR FACILITATORS:

This sub-committee breakout was created using the same agenda framework as almost all of the other sub-committee position breakouts with the intention that this would allow local Regional Summits the opportunity to combine sub-committee volunteers in any way necessary once registration totals were apparent.  For instance, Advocacy and Mission Delivery Chairs could easily be in the same breakout room using both facilitator guides with the same basic framework agenda.

If you are at a Summit where you have multiple committee positions in the same breakout room, here are some tips for combining the content and facilitating the breakout:

1) Read through the guides for all sub-committee positions present in the room.  You will see that they are very similar.  Become familiar with the sections that are the same and the bits of content that is different.

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

3) If you have multiple sub-committee positions in your room, then people with the same committee position should be at the same tables for your discussions where they will be discussing topics that pertain to their position.

4) Make sure you request registration numbers prior to the Summit so you have a good idea of how many of each committee position you should have in your breakout.  You may want to designate tables with signs in the room so people sit in the right places OR make sure that you assign tables at the beginning and let them rearrange during the meet and greet time. 

5) People learn by exploring, sharing, and being hands on. Please do not speak on and on during the breakout – this has been proven to not be a great form of training and the information does not ‘stick’.  
6) If possible, there should be co-facilitators in the room…one for each sub-committee position.  This way you can split up during the table discussions and help each separate group as they discuss and have questions.

7) It’s ok to run ahead of time in the early parts of the breakout…it will just give you more time to discuss at the end.  Don’t forget to leave time for the “Why We Relay” activity at the end.  It helps remind people of their motivation for working so hard as a Relay volunteer.
8) Otherwise, follow the framework agenda below to stay on time and enjoy!
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 & WHAT IS MY ROLE ACTIVITY



25 minutes

TOPIC II – SHARE IDEAS 








25 minutes

TOPIC III – BUILDING MY SUCCESS TOOLBOX





15 minutes

TOPIC IV – MY ROLE IN THE BIG PICTURE OF RELAY




15 minutes
TOPIC V – “AH – HA” MOMENTS & WHY WE RELAY

 


10 minutes
Luminaria….
TOPIC I – Introduction & What is My Role





25 minutes

1)  Quick Welcome & Topic Introduction – 5 minutes

· Introduce presenters

· What to expect out of the breakout today:

· There will be a short amount of presenting today
· Most of the time spent in small group activities at your tables to work with others who have your same committee position

· We are here today because all of you are involved with Luminaria
· While we will spend time on a couple of activities that review your role as a Luminaria Chair, we will spend most of our time today interfacing with other Relayers so that you can learn from one another, share ideas, network, and brainstorm.

· Share why you are excited about the training and why they should be too!
2) Meet & Greet – 5 minutes
· OPTION 1 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.
· OPTION 2 LARGE GROUP (12+ppl):   Take the next 2-3 minutes to meet as many new people as you can in the room or have them share names with one another at their table.  Share your name, where you’re from, your committee position, and how long you have Relayed.
3) Luminaria Assessment & Worksheet   -  15 minutes 
Objective: Give participants the chance to think about their events, what they do well, where they need improvement and think about what their timeline should look like for the upcoming Relay year. 
· Pass out handout with assessment and Timeline worksheet

· We would like for you to take 10 minutes (about 5 on each) to complete the Assessment and Timeline Worksheet.  Let them know they do not need to write the entire phrase out in the timeline; just the number will suffice and save time!
· When group has completed, take a few minutes quickly review Timeline worksheet portion to make sure all are clear on their job roles – do not spend a lot of time if possible.
We’ll quickly read through the correct answers.
<<FACILITATOR reads through correct answers from the key>>

Are there any questions regarding your position responsibilities?
· Conclude: Quickly talk about how the assessment is used to gauge how we are doing in some area…where we are excelling and where there might be areas to always improve.  Throughout the breakout, pay close attention to new ideas or concepts that may allow you to move a 1 or 2….to a 4 or 5 on your assessment.  
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 (Handout)
Assessment & What is My Role Worksheet (FRONT / BACK)
TOPIC II – Sharing Ideas





 

25 minutes
1)  Putting it Down on Paper   – 5 minutes
Objective: Give participants an opportunity to think about their best ideas and write them down.
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Give each person 2-3 minutes to think of something their Relay does really well around Luminaria – have them think hard and creatively…. and give them examples– it could be the way they read/display the names of the honored people on the bags, how they work with the other RFL subcommittees throughout the year, a meaningful Luminaria ceremony at the Relay, new and creative ways to encourage Luminaria sales, etc.   HAVE THEM WRITE THEIR IDEA DOWN ON PAPER ANSWERING THESE 3 QUESTIONS (THESE PHRASES SHOULD BE UP ON A FLIP CHART PRIOR TO START OF TRAINING)

The Idea I would like to share is: ___________________________

This was successful because:__________________________________

My tips for implementing this idea are:_________________________

2)  “Time to Share” Activity   – 15 minutes

Objective: Give participants an opportunity to share the ideas that they wrote down in the activity above.

· OPTION 1 SMALL GROUP (10-12ppl):  Have people partner up.  Give them 2 minutes to share their ideas and answers with their partner (partners should not be from the same event).  Facilitator then asks that everyone take turns explaining their PARTNER’S IDEA to the entire room. (The partner tactic keeps the activity moving and on track).  
· OPTION 2 LARGE GROUP (12+ppl):   Have people partner up.  Give them 2 minutes to share their ideas and answers with a partner (not from the same event).  Facilitator then asks that everyone take turns explaining their PARTNER’S IDEA to the entire table (The partner tactic keeps the activity moving and on track).  Tell the group they have 30 seconds or less to share their idea with their table.
- Crunch Time:  If time permits, tell each table they have 30 seconds to come up with the #1 idea from their table. They will share this idea with the entire room. Have a representative from each table come to the front of the room and line up (or stand at their table if short on time)…..and share their #1 table idea with the entire room.  
4) “Golden Nugget” ideas from Around the Relay world  –  5 minutes

Objective: Give participants an opportunity to learn about other ideas from around the Relay globe (Note 1: We are giving them the ideas, not seeking feedback)
(Note 2: If someone has already shared one of the ideas listed below, you can simply remove that “Golden Nugget” from this activity)

· This should be a fast paced activity that engages your participants.  
· Each idea below should be on a separate piece of paper or index card to hand out to participants to read
· Choose a fun, easy way to select participants to read these great “Golden Nuggets” from around the Relay world.  
Ways to Engage Participants to stand up and read the “Golden Nuggets”:
· By Birthday or anniversary months
· How many years as a Relayer (10 yrs, 5 yrs, 3 yrs, etc)
· Who has been to Tacoma/Seattle before – where the 1st Relay started
· Also, please share with participants that these “Golden Nuggets” came from relayforlife.org, a great source of new ideas, training and other resources.
Golden Nuggets from around the Relay World (one per index card or sticky note):

1.  Use Glow Sticks instead of Candles- You can use all one color, use a variety of colors to represent different cancers or different colors to indicate “in honor of” or “in memory of”, or change the colors in the bags during the night to provide interest for the walkers.
2. Flower Memory Garden-As an added incentive, offer a “Flower from the Memory Garden” with a Luminaria purchase so that people can take home and plant in their own garden to have a lasting remembrance.  Can charge an added cost above the Luminaria donation. Try to get a local nursery or garden center to donate starter plants.  
3. Luminaria Torch- Have a large torch made and have an Honored Survivor carry alone on a lap. Participants are standing around the track behind the bags.  As the torch bearer goes by the participants light the Luminaria in front of them to create a growing path of light. 
4. Sign of Hope- If you don’t have bleachers or a hill to have banners or Luminaria spelling out Hope-Cure-etc, you can make large wooden letters and place Tiki Torches around them. The Tiki Torches can also be used for larger donations. Can also use PVC pipe covered in Christmas lights and attached to a freestanding wooden backboard. If you have a chain link fence, you could use Styrofoam coffee cups inserted bottom first into the fence to spell out words- Make sure to retrieve the cups at the end of the event.
5. Help the Local Food Pantry- Use donated canned food to weigh down the Luminaria bags and battery tea light candles. The candles can be reused the following year, and the food will fill the shelves of your local food pantry. 
6. Other Alternatives when sand is not allowed-  Wooden blocks, empty 2 liter bottles cut in half,  sand sealed in Ziploc bags, ”blow-on/blow-off” candles. 
7.  Moving ceremony- Have meaningful poems read and songs played instead of reading all the Luminaria names.  Can have names “scrolling” on a screen for people to view at their leisure, for an added donation a picture could be added next to the person’s name on the PowerPoint. 
8. Alternative to balloon release- Have a release of butterflies or doves – this can also be used as a fundraiser.
9. 1000 Cranes- reference the story of Sadako and the Thousand Paper Cranes.  The cranes can be sponsored in addition to the Luminaria, or make one to represent each Luminaria name and display them at the event. 

10. Build a Giant Luminaria Bag to display at your event- Use PVC pipe and butchers paper or fabric to make a giant Luminaria. Give participants glow sticks and as groups are called, the glowsticks are dropped into the giant bag. Example: if you are a survivor light your glowstick now, if you are a caregiver…if you have lost a parent… etc. By the end of the ceremony the giant bag will be glowing brightly and be the centerpiece throughout the night. 
11. Luminaria Letters- For an added donation take a photograph of the lit Luminaria bag and send with a letter to let the person know they were honored at the Relay Event. 
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  (Materials)

1.  Flip Chart:  The Idea I would like to share is: ___________________________
This was successful because:__________________________________

My tips for implementing this idea are:_________________________

              2.  Sticky Notes or Index Cards made up prior to training with the Golden Nuggets – 1 per sticky note/index card
TOPIC III – BUILDING MY TOOLBOX




15 minutes

· We want to spend a few minutes sharing some resources and tools with you that may be of help in the year to come.
· Note: Prep for this section – Please take a few minutes to see for yourself what’s new at relayforlife.org.  This will allow for more in depth conversations about the updates.
· Note: This will be a section in the breakout where the facilitator does more ‘presenting’ of information to the group.

Flip Charts:
Flip Chart 1:  What’s New with Relay? – RelayForLife.org

Flip Chart 2:   Other Resources and Materials
 (Ask for a volunteer to come up to flip chart and be your scribe with ideas as you talk about each flip chart)

· Cover What’s New with Relay and what RelayForLife.org/GreatWest has to offer in the year to come:

· Who has used ManageMyRelay.org in the past to find information about their committee position?  Well this year, we have moved all of the MMR documents to RelayForLife.org/GreatWest!

· You no longer need a username and password to access all of this information; it is open for one and all!

· Share handouts with new home page & resource menu screenshots.

· RelayForLife.org is also a great source of information about what other Relayers are doing around the country.  Join the forums and blogs on relayforlife.org to ask other Relayers for solutions to challenges you face or just new great ideas to bring to your community.
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· Other Resources and Materials – this section is meant to provide your breakout attendees with additional resources they may use through out the year and some of the great Relay materials that may help them do their job.  You can also open this up to the group and see if there are any unique resources that they have found and would like to share:

· There are lots of materials available to you as an Luminaria Chair that you can use through out the year and on the day of your Relay.  Here are some of the things that may help you in the months ahead:

· Oriental Trading – Available on the web and in catalogue format.  Oriental Trading has great priced items that you could use for decoration or small prizes.
· YouTube – You can go to youtube.com and type in “Relay For Life luminaria ceremony” to get ideas from other events!
· Googledocs – You can house your documents on this website so that your subcommittee can view the most recent documents and you can allow them access to make updates.
· Facebook - If your event has a Facebook page use it to publicize your Luminaria at your event and tell people how they can make donations for bags.
· Twitter – If your event has a Twitter account, use it to publicize your Luminaria and tell people how they can make donations for bags.

· Linked In – If you a Linked In account, you can join groups that have discussion boards that have ideas and posts that can be sent to your email.  You can also post your own ideas and questions. You can also promote Luminaria to your network.    

· Open it up to the group: What other websites or local resources have you been able to use to help with Luminaria?
TOPIC IV – MY ROLE IN THE BIG PICTURE OF RELAY
                        15 minutes 
Objective: So often committee members work only in the silo of their committee position and forget the fact that it takes an ENTIRE committee to recruit teams and survivors to be a part of Relay.  This activity is designed to educate all committee members about their responsibility to support Team and Survivorship Recruitment.  If you are short on time, please be sure to cover this concept, but if needed you can skip the “Mental Metaphor” activity and move on to the final segment.
1. We are going to do a fun activity called a “Mental Metaphor” so that all of you can think creatively as a team/table on how in your role on the committee…YOU impact the entire event and engage your community by recruiting teams, survivors, caregivers and potential committee members.   Even though each one of you is responsible for Luminaria Chair – we all have connections in the community and “We can’t plan the party without the people”.  So- for those creative types in the room today, you will love this Mental Metaphor activity!    

· OPTION 1 SMALL GROUP (10-12ppl): If you have a small group, pair people up to give them their ‘object’ metaphor
· OPTION 2 LARGE GROUP (12+ppl):  If you have a large group, give each table an ‘object’ to create their metaphor.
· If you have multiple committee positions in the room, it will not matter for this activity but you should try and have same position participants at the same table

2. On a Flip Chart Write Out:  Supporting the recruitment of Teams & Survivors as a committee is like ___<object>________ because:  (List 3 Reasons) 
3. Give each table or pair an object that would go in the blank;  We are using household items as our objects: a pair of scissors, a blender, a sponge, glue, a whisk
· Give them 5 minutes to complete task
· Example:  Recruiting Teams and Survivors as a committee is like a pair of scissors because it cuts the workload of the team development committee, it better shapes our Relay to reflect everyone in our community, and it cuts out mistakes of focusing on the party before the people.  
· These are samples in case a group is struggling getting started with activity:
- Recruiting Teams and Survivors as a committee is like a pair of scissors because it cuts the workload of the team development committee
- Recruiting Teams and Survivors as a committee is like a blender because when we mix in all the connections that each of us have in the community, we end up with a great shake!
- Recruiting Teams and Survivors as a committee is like a sponge because when we all help recruit it soaks up all of our connections into one.

- Recruiting Teams and Survivors as a committee is like glue because working on teams together will bond us as a committee.  

- Recruiting Teams and Survivors as a committee, is like a whisk because we when put in all our ingredients (connections) and stir them together, we have a great mix of teams.  
· If time permits – ask for a few to share! Applaud creativity!  (Encourage your participants to think about this bigger role they have on the committee when they see one of these household objects()
TOPIC V – “Ah-Ha’s” and Why I Relay





10 minutes  

1)  Assessment Debrief Moment – 1 minute

· Have everyone quickly take out their assessments.  

· Instructions: Look at the assessment, write down or star the ideas/items you are going to focus on this coming year.  Share those ideas with a partner at your table if time permits.
· 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!

2) “I Relay For ________ (person’s name) and I am fighting back because___________” – 10 minutes

Objective: To give each participant the chance to remember why they Relay, but also to encourage them to consider what positive things have come out of their Relay experience or what they are doing to fight back.  The idea is to leave them feeling empowered because they have chosen to make a difference through Relay.  

· For this next activity, we’ll get into groups.  

· OPTION 1 SMALL GROUP (10-12ppl) - Form one large circle around the room and ask all attendees to finish the sentence.  This should keep the answers short and sweet, but still have the motivational impact to send them back to their General Session.

· OPTION 2 LARGE GROUP (12+ppl) - Depending on the size of your group, split into two circles or possibly keep attendees at their tables to share why they Relay with one another.
· To close up the day today we want to send you out with renewed motivation and a reminder of why we work so hard as Relay volunteers.

· We all have personal reasons why we are motivated to fight cancer, and it’s important to remember and share those reasons, especially when your role may seem overwhelming.  So we are going to take the last 5 minutes today to remember and share why we Relay together.

· We will ask each person here to finish the sentence “I Relay For _____ and I am fighting back because ________”
· As you think of your own reason and hear the reasons shared by others, remember them as you leave today and as you volunteer throughout the Relay season, and know that every Relay participant has a unique reason why they Relay as well.  

· Through your volunteer efforts, you are making a difference in the lives of many people!  Thank you!!!  

 Assessment - Luminaria Committee





Place 1 to 5 (5 being “we do this well”) in each box that your Relay For Life event completes the statement listed below regarding your Luminaria for last year: 
	
	1. At Team Captain Meetings we talk about what the Luminaria bags represent and how to sell them.

	
	2. Luminaria bags are available at our Team Captain Meetings.

	
	3. Participants are encouraged to take Luminaria bags and decorate them (pictures and other items representing the person honored on the bag) to make the Luminaria bags for more personal.  

	
	4. We have Luminaria subcommittee members whose focus is on bag sales.

	
	5. We use our Convio website to sell bags.

	
	6. We have a luminaria table/area at our Relay where people can make donations for bags and decorate them onsite.

	
	7. We have enough bags and candles to light the track the night of the Relay.

	
	8. The Luminaria Committee helps to recruit teams.

	
	9. The Luminaria Committee utilizes relayforlife.org and the message boards to get new ideas from other Relayers around the country.

	
	10. We make it personal by informing all participants that they can gather their Luminaria bags from the track at the end of the event if they want them for a keepsake.   

	
	11. We rehearse all of our ceremony – having each speaker get up and practice exactly what they are going to say. 

	
	12. We work closely with the logistics committee to make sure our stage is large enough, we have appropriate lighting, and a good sound system so participants know when the Luminaria Ceremony will begin.

	
	Total


48-60 Your event is an Luminaria Leader! Congratulations!!!

35-47 You are well on your way to becoming a Champion! Keep up the good work!

25-34- Your event has shown some great signs of being able to plan a great event.

0 – 24 Do not worry…after this session, your event will effectively be able to implement some new strategies.
“What’s My Job” Activity – Participant Timeline Worksheet
Directions: Place each item number in the box that best reflects the time of year that each action step should take place.

1. Attend committee wrap-up meeting to make recommendations for next year
2. Work with sub-committee to ensure the planning and implementation of luminaria placement and lighting.
3. Attend Summit!

4. Record and track number of luminaria – pre-sales and onsite.
5. Work to plan and secure all aspects of the Luminaria Ceremony (music, speakers, equipment, etc).
6. If needed, find a successor for your position for next year
7. Finalize ceremony plans and confirm scripts, speakers, and any music CD needs. Good time to do a mock run through.
8. Recruit subcommittee to cover: Luminaria logistics, ceremony, & sales.
9. Visit relayforlife.org to brainstorm ideas for Luminaria
10. Attend Team Captain Meetings and talk to team captains about selling luminaria bags.
11. Manage onsite luminaria sales, set-up, ceremony, and clean up.
12.  Wrap up luminaria duties, including sending Thank You notes for any donated items.
	8-11 Months Before Relay
	4-7 Months Before Relay

	0-3 Months Before Relay
	Post Event


“What’s My Job” Activity – FACILITATOR ANSWER KEY
Luminaria Sub-Committee
1. Attend committee wrap-up meeting to make recommendations for next year
2. Work with sub-committee to ensure the planning and implementation of luminaria placement and lighting.
3. Attend Summit!

4. Record and track number of luminaria – pre-sales and onsite.
5. Work to plan and secure all aspects of the Luminaria Ceremony (music, speakers, equipment, etc).
6. If needed, find a successor for your position for next year
7. Finalize ceremony plans and confirm scripts, speakers, and any music CD needs. Good time to do a mock run through.
8. Recruit subcommittee to cover: Luminaria logistics, ceremony, & sales.

9. Visit relayforlife.org to brainstorm ideas for Luminaria
10. Attend Team Captain Meetings and talk to team captains about selling luminaria bags.
11. Manage onsite luminaria sales, set-up, ceremony, and clean up.
12.  Wrap up luminaria duties, including sending Thank You notes for any donated items.
	8-11 Months Before Relay

3,8,9
	4-7 Months Before Relay

 
5,10

	0-3 Months Before Relay

2,4,7,11
	Post Event

1,6,12
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