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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 are 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

Publicity….
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 Publicity

· While we will spend time on a couple of activities that review your role as an Publicity 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) Publicity 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.

· [image: image3.emf]RFL.org/GreatWest  Home Page

Give each person 2-3 minutes to think of something their Relay does really well around Publicity – have them think hard and creatively…. and give them examples– it could be creative places they have found to publicize their event, how they approach gaining publicity from radio stations, tv stations, or newspapers, the quality and quantity of press releases, how they gather information from other committees, their timeline for publishing materials, how they attract a certain demographic like youth, how they recognize top sponsors or teams or volunteers, 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.  Get your mayor to proclaim the day of your kick off “Paint the town Purple” day.  Have the proclamation officially made and ask businesses to have your kick off date, time, location, and website scroll on their marquees or be posted on their signs.  If they don’t have a marquee or sign, ask if you can set a yard sign out advertising kick off.  Ask everyone in your community to deck their businesses, homes, cars, and selves out in purple to support the fight against cancer.  Don’t forget to include the schools.  A highschool might be willing to have a pep rally and spirit day around Paint the town Purple.  The highschool newspaper or radio show can also advertise the event!

2. Ask your local movie theater if they will show a short ad about Relay For Life or one of our videos from Youtube before the main feature.

3. Ask local businesses if you can supply Relay For Life placemats or table tents to advertise your event!  On your table tent or placemat you can have a luminaria form, a call to register to be a team, or just an invitation to your event.

4. Ask your committee to help you with Reverse Trick-Or-Treating.  Get a luminaria bag or other bag and drop in a luminaria form, invitation to your event, a couple pieces of candy, and a purple ribbon with a note attached to encourage individuals to tie the purple ribbon to their door handle if they support Relay For Life.  Knock on doors to chat with individuals about Relay For Life or just leave the bags on their doorsteps.  You can even attach a short poem like this one: 

Walk With Us 

Come walk with us on the road to a cure. With laughter and tears, it’s a good time for sure. You’ll be glad you came as you walk through the night Knowing with your help we are winning this fight. The first lap’s for victory, survivors stand proud. They march round the track to the cheers of the crowd. The next one’s for families, who help them get through, And stood there beside them with love, strong and true. We are here to fight cancer, we’ll keep coming back. Until there is a cure, we will return to the track. We’ll walk in the moonlight, we’ll walk in the sun, For 24 hours each year till we’ve won. So come and walk with us, how glad we’ll all be, When someday we walk in a world cancer free.

5. Order your committee t-shirts and team captain shirts early in the year to serve as walking billboards.  Include the date of your event & website on the back of the shirts and encourage everyone to wear them as often as possible.
6. Utilize full sheet magnets to print event information on them and hand them out at the next committee meeting.  As committee members drive around town, they can sport a cool Relay For Life ad on their car!
7.  Ask your local radio station to have a monthly “show” on the station.  Each month can cover another area of Relay For Life.  November might be all about the basics of Relay For Life and an invitation to Kick Off.  December might discuss the 1-800 number and cancer.org, January could talk about how to get registered as a survivor and the importance of caregivers, February can focus on all of the fundraisers that teams are hosting, March can talk about ACS CAN, April can focus on why various businesses are sponsoring Relay For Life and how new sponsors can come on board, etc.

8. Talk to your local utility companies about stuffing a Relay For Life ad in their monthly bill.  Pharmacies can also staple an ad on their prescription bags. 

9. Work with the English and creative writing teachers in schools to host an essay contest on why the fight against cancer and Relay For Life is an important event.  Ask the local newspaper to publish the winning essay.  Reward the student with a Relay Hoodie or other donated item.

10. Offer teams Relay Bucks for every poster they hang.  Provide a large number of posters at the next Team Captain’s meeting.  When Team Captain’s hang their posters (with permission), have them write down the name of the business or location.  Team Captains can e-mail their list of where they hung posters in and earn a Relay Buck for each location.  At Relay announce the team with the most bucks as the winner!
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  (Materials)

1.  Flip Chart:  The Idea I would like to share is: ___________________________
This was successful because:__________________________________
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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.
[image: image6.emf]RFL.org/GreatWest  Home Page


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 a Publicity 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:
· Facebook - If your event has a Facebook page use it to publicize your event.
· Become an Award Winning Relay! Look up how your event can win awards in your Publicity chair guide book there is even a special National award for top notch event publicity!
· Surrounding Relays – Try coordinating with neighboring events on building billboards, blogs, community websites, letters to the editor, National Sponsored materials, print ads, television and radio ads, etc. 

· Community Meetings- Attend community events such as Chamber of Commerce happy hours or other social functions for community members. Make presentations at public events/meetings such as Rotary luncheons, PTA meetings, city council meetings, etc. 
· Local Events and Festivals- Make Relay For Life an active part of your community…whenever there is a community event, Relay For Life should be there too! Hand out flyers and talk to people about Relay For Life, specifically how they can get involved.
· Local Newsletters and Free Publications – Do some research and find all the small publications in your area. Companies have employee newsletters, churches have bulletins or even monthly newsletters, and also PTA’s, Real Estate Agents, Recreation Centers, the Chamber of Commerce, and other local organizations often publish little newsletters to keep their participants informed. 

· Your Staff Partner- All Relay For Life events have access to communication materials and recourses, including all printed materials, TV and radio spots and print ads. Work with your staff partner to order these items and to ensure a budget has been set aside for the order. 

· Local Media – Build media relationships. Get to know your local reporters. Learn the different types of media alerts, news releases, and other communication tools; News Release, Media Alert, Feature Stories, Editorial Page, Advertisements, PSA, Calendar and Community updates.

· Event Website – Work with your online chair to ensure the website is up to date. When pitching stories and offering more information on your event, be sure to include the URL of the website for more information. This is a great resource for potential Relay participants and reporters alike. 

· Open it up to the group: What other websites or local resources have you been able to use to help with Publicity?
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 Publicity – 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 - Publicity 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 Publicity Activity for last year: 
	
	1. At Team Captain Meetings we talk about Publicity and have flyers and posters available for the Teams to take with them.

	
	2. Our event has a facebook page or uses other social media to inform people about Relay.

	
	3. We have banners, flyers, or brochures around town promoting our Relay. 

	
	4. We have announcements in the local newspapers and other media throughout the year.

	
	5. We let all participants and teams know about our Relay website and the url is posted at meetings. 

	
	6. American Cancer Society signage is included at all activities, including the Kickoff, bank nights, meetings, and at the event.

	
	7. We publicly thank all of our teams, media sponsors, survivors, media outlets, and all others involved in publicity efforts. 

	
	8. The Publicity Committee helps to recruit teams.

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

	
	10. The Publicity plan is discussed at committee meetings for suggestions and input.

	
	11. The Publicity chair or subcommittee communicates with local media sources and pitches inspiring stories to the news departments.

	
	12. We work closely with Team Development, Online, Survivorship, and Luminaria chairs.

	
	Total


48-60 Your event is a Publicity 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. Develop a Marketing Communications Plan
3. Send a Media Alert to local media outlets requesting coverage for the event

4. Attend Summit!

5. Pursue Media Sponsorship
6. Arrange to have photos taken to email to media outlets that do not attend event
7. Focus Publicity on Team Recruitment
8. Begin thinking who might be good additions for the publicity sub-committee for next year
9. Start getting the word out to media outlets about Relay
10. Recruit subcommittee 
11. Visit relayforlife.org to brainstorm ideas for Publicity
12. Attend Team Captain Meetings and give highlights of Publicity and hand out flyers and posters.
13. Work with Logistics chair to gather necessary signage for the event
14. Send letters to the editor
15. Send thank you notes to all the media that attended the event
	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
Publicity Sub-Committee
1. Attend committee wrap-up meeting to make recommendations for next year
2. Develop a Marketing Communications Plan
3. Send a Media Alert to local media outlets requesting coverage for the event

4. Attend Summit!

5. Pursue Media Sponsorship
6. Arrange to have photos taken to email to media outlets that do not attend event
7. Focus Publicity on Team Recruitment

8. Begin thinking who might be good additions for the publicity sub-committee for next year
9. Start getting the word out to media outlets about Relay
10. Recruit subcommittee 
11. Visit relayforlife.org to brainstorm ideas for Publicity
12. Attend Team Captain Meetings and give highlights of Publicity and hand out flyers and posters.
13. Work with Logistics chair to gather necessary signage for the event

14. Send letters to the editor

15 .Send thank you notes to all the media that attended the event
	8-11 Months Before Relay

2,4,9,10
	4-7 Months Before Relay

 
5,7,11,12

	0-3 Months Before Relay

3,6,13,14
	Post Event

1,8,15
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