PEP ASSEMBLY KIT

A pep assembly is a great way to get people excited about Relay For Life at your school AND raise money! The following outline and description will help inform your school about cancer and the importance of joining the fight.  In addition, the Pep Assembly will introduce your school to Relay For Life and how to get involved.  The outline is broken down into sections: general outline, detailed descriptions, and how to organize the assembly.  Feel free to use any or ALL ideas provided and change anything you want!  Be sure to read through the Assembly Outline before starting your planning, and that all members of your planning committee have a copy of their own!

PREPARATION FOR ASSEMBLY

Before the assembly

· Get an emcee (a co-host is optional but encouraged): If you know someone in your school that’s energetic, entertaining, and is an exceptional speaker in front of large crowds, ask them to MC and help out with the planning committee.  It’ll be easier for the MC to know what’s going on the day of the assembly, if they were there for the planning of it.  
· Planning committee
· Pick a day for the assembly, preferably no more or less than two months before your school/community’s relay.

· Get school approval for the assembly and facilities reserved for the day of and the day before (for setup) – the earlier the better, but at least one and a half months before your projected assembly

· Talk to principal or the activities principal first and he or she will be able to tell you where to go from there.

· Plan the setup of the gym (If your average assembly is held somewhere other than a gym, use that place for the assembly, or try for the gym and switch things up a bit)
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· Make a script (sample script at end of kit)

· Plan activities and fundraisers leading up to and following the assembly! Plan a fundraiser for the actual assembly, you’ll be surprised how much “loose change” people carry on them! (Some ideas are below)

· Retrieve all materials (decorations, props, microphones, stage, projector/proxima, computer, projection screen, speakers, music, sound system, spotlights, and anything else you wish to include in your assembly)

· Decorations suggestions

· Use as much purple as possible!

· Relay balloons (helium or just on the ground)

· A purple background

· Relay banners (get them from your staff partner)

· A HUGE banner near the stage that says “Relay For Life”

· Posters with cancer facts on them (refer to Cancer Education Bulletins)

· Purple and white streamers

· Purple confetti

· Suns and moons – paste them all over the gym, or you can even attach them to balloons so that they can float!

· Tents (awesome space taker-upper)

· Pick a cool theme for you assembly, and decorate accordingly!

· Advertise!  Make posters, flyers, get it in the announcements, on the marquee, and tell all of your classes!

· For entertainers, speakers, stage crew, participants, etc., make sure they know what they are to do before or during the assembly in advance!
· Set Up!

· Setting up the day before the assembly is highly encouraged so that you can focus on the actual assembly the day of.

· You need:

· The bleachers pulled out

· Sound system set up

· Microphones tested

· Music tested

· Decorations up, props set up

· Speakers/entertainers confirmed

                                   *  Make sure that all of the technical things work 

                                       the day before help to ensure a successful assembly.

PREPARATION TIMELINE








The first few steps:

1. Find an teacher or faculty member that supports you and will help you plan your assembly!  Find those teachers that are already involved in Relay or have experience with assemblies!  

a. Remember, the point of the assembly is to tell everyone about Relay, so if you find a teacher that wants to help but knows nothing about Relay, don’t worry…take their offer!

2. Pick a date, time, and duration of assembly (should be no longer than one  hour) as far in advance as possible, but leave at least two months between your assembly and your Relay  

a. Be sure that the day you pick is free for your entire school!  You want as many people as possible at your assembly!!! (work this out with your principal or activities principal)
b. Many schools will not allow students to miss class for an extra assembly.  There are alternatives!

i. Many schools schedule five assemblies a year but only do four, so see if you can use that fifth

ii. Assemblies can be held at anytime during the school day, even lunches!  If you decide to do it during lunch, students will not be forced to come!  Offer incentives like free lunch, candy, pastries, sweets, prizes, etc. to get them to come!

3. Ask your principal or activities principal for permission for your assembly.  REMEMBER TO SELL YOURSELF AND THE ASSEMBLY! Getting administration on your side is key, without their approval there is no assembly!  Persistence is KEY!
4. Reserve the space (gymnasium, cafeteria, lecture hall) for your assembly.  Be sure to pick a large space that you can decorate and hold your entire school!   Suggestion: use the space that your school usually holds assemblies

5. Although you should already have a few people interested in help you out, find as many people as possible to help with your planning and execution!

a. Your committee should consist of at least 4 people, or more, depending on how much work each person is willing to do, and how complex your event assembly is

b. You can find people anywhere!  Student Council, Drama, Theater, Dance, National Honors Society, Key Club, Foreign Language Honors Society, 4-H, Boy Scouts, Girl Scouts, National Charity League, your friends etc.

c. You want to find people that are motivated, determined, and have experience in some area of planning an event (sound, lighting, stage, decorations, MC, hosting, cancer facts, etc.)

d. Remember the goal of the assembly: to inform those who do not know about Relay.  If anyone wants to help out and is clueless about Relay, this is your chance to tell them about, reel them in, and get extra help with your relay!

6. Find an emcee, someone who is reliable, energetic, and is comfortable with a large crowd.  This person should also become a member of the planning committee since it will be a lot easier to MC if they were part of the planning process

a. Try using the person that usually MC’s your assemblies, i.e. Student Council president, Spirit Director, etc.

2 months before assembly:  

· Plan out setup of gym/assembly space.  You should stick to the setup your school usually uses for an assembly, with fire codes and safety hazards in mind. Show the plan to the principle and get it checked off before going through with anything drastic.

· Plan activities and fundraisers for the week before the assembly and/or the week after, to get everyone pumped up.  Again make sure that the activities and fundraisers are school appropriate and do not disrupt too much class time.  This is the best way to get school approval for the fundraiser

· Plan a fundraiser for the assembly!

· This should be well thought out, and well organized so the audience doesn’t get confused

· It should be entertaining, getting the audience excited

· Try not to pick a fundraiser that takes up a lot of time, since students tend to get bored easily

· Find a cancer survivor to speak at the assembly, on how cancer has affected their life, and how important it is to join the fight.  This could alone make your assembly a success!

· It is best to find a current student, teacher, or former student to come and speak.  That way, the students can relate to the speaker

· If you can’t find a speaker, you can show a survivor video, available through your Relay staff partner

1 month before assembly:  

· Work with the MC to make a rough script for the assembly, not only for what the MC will be saying, but also what each committee member is to be doing and with stage directions.  One script should be with exactly what everyone is saying, and one should be a general outline with stage directions

· Short Example – General Outline w. Stage Directions

· 10:00am – [Music is playing] Students walk in

· 10.05am – [Music is faded] MC settles students down, introduction
· 10:07am – Introduce: John Smith and Sarah Stevens sing the national anthem [MC leaves, national anthem performed, performers leave]
· 10:10am – [MC on stage] Introduce: Erik Johnson – What is cancer? [Enter Erik]
· Everyone involved in the assembly, including committee members and all presenters and performers, should have a finished copy of the script at least one week before the assembly.
· Retrieve all materials needed for the assembly.  

· Make a list of all materials you will need and brainstorm on how to get these materials at little or no cost to you or the school

· Your school should have most of the materials you will need such as microphones, projecters/proximas, projection screen, spotlights (talk to the theater department technicians), and sound systems for music.

2-3 weeks before assembly:

· Advertise for assembly: get the information out with flyers, announcements, or by simple word of mouth.  Tell all your classes and remind people of upcoming fundraisers. 

· If you are planning on having a theme for the assembly, decorations will be a good help in bringing out the theme.  You can even set up a mock Relay campsite, to show what it would be like at a real Relay.

1 week before assembly:

· All committee members should have a final copy of the running script, everyone should know what they are going to do/say, and everything should be in order

· All the technical things should be taken care of and reserved, and all decorations should be made and stored in a central location until the day before or the morning of the assembly.

· Touch base with any speakers you are planning on having, just give them a friendly reminder of the time and place of the assembly, and ask them if they have any questions for you.

This is just a tentative schedule; it is not set in stone!  You may need more or less time for some things, and remember, ask for help from anyone!

ASSEMBLY OUTLINE
I. Introduction and welcome

· Patriotic ceremony

· Get the crowd excited

II. How does cancer affect you

· Presentation of cancer facts/statistics (you can use power point presentations or videos)

· Have a cancer survivor speak (or a Survivor Video)
III. What is Relay

· This is where you would show a Relay video.
a.  How to make a team

· Now you can explain how to create a team or become involved with an existing team.
b.  How to raise money

· Tell them how much FUN it is to raise money.  Give them examples from our example assembly.
a.  Fundraiser – Have a live fundraiser right in the middle of the assembly.
· Now tell them when and where your Relay for Life will be this year.

IV. Reel ‘Em In!/Entertainment

V. Thanks for helping fight cancer and goodbyes!!!

· Make your goodbyes upbeat and fun.  They will remember how they felt and that is what will make them want to get involved.

· Thank them for listening and challenge them to get involved.

ASSEMBLY BREAKDOWN

I.
INTRODUCTION AND WELCOME

· Patriotic Ceremony (It’s the law) – A good idea would be to have a student sing the National Anthem, or just a good ol’ flag salute.
· Get the crowd excited and into it. You can do it several ways:
· Roll Call – Schools often use an activity called “Roll call” where the MC (master of ceremonies) call out a class and that class will shout and yell a word or phrase as loud as possible.  For example, the MC will call out “Freshmen!!!” and the freshmen will shout “RELAY FOR LIFE ROCKS!!!” as loud as they can.  Each class thereafter is called, and thus it is a competition between the classes!  This gets the crowd involved immediately and sets a good mood for the assembly.

· Have a fun theme for the assembly

II.
HOW DOES CANCER AFFECT YOU - CANCER FACTS
· “Give it to ‘em straight!”  Define it, the basics, who gets it, how they get it, why they get it, etc.  Make them realize how powerful this really is.  Use numbers! [sample PowerPoint attached]
· Let them know that if it hasn’t already touched them or a loved one, it probably will eventually (unfortunately).
· Activity – Quiz game (Jeopardy style), Trivia Game, anything to test their knowledge!

III.
WHAT IS RELAY

· What is Relay?
· What is Relay Video
[CROWD INVOLVEMENT TIME]
·  “Buy a Babe!” or “Buy a Boy!” [Sample fundraiser]
· This is an auction for girls to buy a date with a boy!  

· Find 5-10 boys at your school that are popular and that everyone likes.

· Select 25-100 well-behaved girls at your school to be the “buyers” and make sure they have money that day!

· Find an auctioneer to run the auction and spotters (who see the buyers hold up their signs to buy the boys)

· Make number signs for each of the girls!

· Prepare a picnic or a lunch for each couple (5-10 boys = 5-10 picnics/lunches)

· The highest paying girl during the auction will win the picnic/lunch with that boy to be held right after the assembly! (The minimum payment should be around $25)

· This event is REALLY exciting, the crowd (even though they aren’t participating) gets really involved, and you can make A LOT of money for Relay!
· Any other crowd involvement activity is perfectly fine, just get them excited!  You could do Relay races, scavenger hunts, eating contests, etc.!

· RELAY RECRUITMENT

· Give the specifics of the school’s (or community’s) Relay event.
· When and where to fundraiser

· What they can do to get involved
· How to get a team together – Let them know what they need to do if they want to start a team and give them names of who to talk to after the assembly.
· How to join a team – This is for all those who don’t feel like they want to lead, but want to be involved still.  Give them names and let them know that they can be part of a team.
· Have a team captain and/or informational meeting planned within a couple days after the assembly where interested students can come get more information. Also set up info booths the week after the assembly to answer questions and register teams.
· RELAY FUNDRAISING

· The importance of fundraising
· Fundraising Ideas – Give them ideas for fundraising so that they can start their teams out right.  Remember, fundraising is very easy to do!  Let them know that it is easy and can be a lot of fun. 
· “Kiss the Pig!” – Put empty jars for money in each class and may put money in the jars of their favorite teachers.  The teacher with the most money at the end of the week will have to kiss a pig (or any other animal) in front of the students.  This could happen at your assembly or can be an entirely separate event!  There are many variations to this:
· The two teachers with the most money will have to wrestle in a pool of Jello, pasta, spaghetti, pasta sauce, pudding, mud, etc.
· The top teacher will have to eat something (like a blended up Happy Meal from McDonald’s)
· The top teacher will have to sit in a dunk tank
· “Polar Plunge!” – if enough money is raised, the Principal, or the teacher with the most money will have to jump into a pool in the middle of winter (this only works if it is actually cold where you live)
· The top teacher or teachers have to shave their heads (probably only male teachers will do this)
· ANYTHING really EMBARRASSING!
· “Wall of Shame”– Find a secure or clear display case that you can lock up, or get a piece of sturdy cardboard.  Before and after school and during lunch, students can bring embarrassing pictures of their friends or teachers and pay a dollar or two to put it up on the “Wall of Shame,” and anyone can pay a dollar or two to take it down!  Make sure that the “Wall of Shame” is always on display until the end of the fundraiser, so more people will want to put pictures up and more people will want to take their pictures down!
NOTE: Be sure to announce that the pictures MUST BE SCHOOL APPROPRIATE!  Developing a bad reputation with you school’s administration, teachers, and staff won’t benefit anyone! ( 
· “Stop the Bop!” – For the week at lunchtime, find a way to play an excruciatingly annoying song continuously, as loud as you can!  Students and teachers will donate to the huge jar, and once they reach the goal (suggested for a two day “Stop the Bop” is about $1000-2000), the music will stop!  The best song for this is “Mmm Bop” by Hanson!  This is a good fundraiser to hold AFTER the pep assembly, so that more people will be willing to donate since they would then know what the cause is.
· “Kidnap the Star!” – This is a GREAT way for two schools to fundraise!  Coordinate with a rival school before a big rival game (football, basketball, baseball, etc.) to steal the star of each team the day of the big game!  That star will go to the other school and be “locked up” in a “cage” during their lunch.  Your school will have the other team’s star, and will display him or her at lunchtime!  Set a target money goal and until your school raises enough money, your school won’t get the player back!  This can go on even during the game, where you can get money from the crowd!  Be sure to post flyers all around school saying “Have you seen ________?!?!?” or “Where’s ________?!?!?”

· Be creative with your fundraisers and make sure to let everyone know how much they’ve raised!

IV. REEL ‘EM IN!/ENTERTAINMENT

· Have ANY meaningful entertainment!  A successful assembly once had a band whose lead singer/guitarist’s mother had passed away due to breast cancer.  His band played a few instrumental pieces that he wrote after she passed away.
· Have a VERY inspirational cancer survivor/patient speak!

· Some of the best speakers would be students or teachers from your school (it hits a little closer to home)

· If not, anyone from your community will be phenomenal as well!
· Since the survivor would have already brought the crowd in emotionally, get a phenomenal singer from your school to sing really sad songs, like “Lean on Me”  by Don McLean or “I Will Remember You” by Sarah McLachlan.

· This brings the students together (especially “Lean on Me”)

· Put the lyrics on the projector so the students can sing along!

V. LATER!

· CONCLUSION – Call to action!!!!
· Thanks for paying attention, hope you want to get involved, see ya at Relay!
· RUN AROUND WITH HUGE BUCKETS to get MONEY!  By this point, your school should be totally into the cause, and want to do anything they can!  Students and teachers will give cash, coins, and even checks!

MUSIC SHOULD ALWAYS BE PLAYING TO KEEP THE SPIRIT UP!  DURING SETUP, BEFORE AND AFTER THE ASSEMBLY WHEN PEOPLE ARE WALKING IN AND WHEN PEOPLE ARE LEAVING AFTER THE ASSEMBLY! 
SAMPLE SCRIPT w. Timing (30 min, start at 9:00am), Date: February 22nd
9:00: [Music is playing] Students enter gym

9:05: [MC onstage, music fades]

MC – If everyone could take a seat and settle down that would be great!  We’ll be starting as soon as possible!

9:06: MC – I would like to start off things by thanking all of you for coming.  But first I would like to introduce Harry Harmonica, he’ll be performing the national anthem today!


[Enter Harry, exit MC]

9:09: [Harry finishes, bows]


[Enter MC]

MC – Alright, so you’re probably wondering why you’re even here, and why you even came!  It’s not homecoming, its not prom, there’s no big game coming, what’s happening?  Well let’s leave that for a little later…let’s get the spirit up in here!

[Roll Call activity]

Ok, so back to why we’re here…  Have any of you guys heard of the American Cancer Society?  Well I bet you have…it helps so many people every single day with their multitude of education, advocacy, research, and support programs for people suffering from cancer.  OK, so what does that have to do with you?  As many of you may know, on April 9th and 10th, there will be this AWESOME overnight event on our football field…can you all name it? …  That’s right, it’s the Annual Relay For Life of Anytown!  Why should you care?  Well here’s Johnny Know-it-all to tell you a little about this

[Enter Johnny, exit MC]

9:13: [Introduction music on, fades off]


[Laptop with presentation on, projector on]

Johnny’s presentation on Cancer Facts (he has his own script and powerpoint)


[Enter MC, exit Johnny]

9:17: MC- Cancer is a terrible thing, isn’t it?  Well what can you do about it?  Relay Ray will tell you!


[Enter Relay Ray, exit MC]


Relay Ray’s presentation on Relay and Recruitment

9:21: [Exit Relay Ray, enter MC]


MC – Well today we have a special guest!  Your very own Music Mike and his band his band are here to perform some songs he wrote last year.  These are very special songs, since this song was written especially for his mother, who passed away from breast cancer.  Please welcome Music Mike and his band!


[Enter Music Mike, exit MC]


[Sound systems on, microphones for band on]

9:25: [Enter MC, exit Music Mike]


MC – Thank you very much for that wonderful performance Music Mike!  Well we know that all week you all have been putting money into the jars of those teachers that you wanted to Kiss the Pig!!!  Before we announce the winner of the wonderful, luscious, romantic kiss, let’s introduce Piggy the Pig!


[Enter Piggy on a leash]


Well I see that you all are excited to see who is LUCKY enough to kiss the beautiful piggy!  Remember now, all the money you gave will go towards our up and coming Relay For Life!  In third place was…, in second place was…  I’m so sorry Second Place Teacher…you were SO close but yet SO far from a wonderful kiss.  And the winner, of this awesome prize is…


[Drumroll]


First Place Teacher!!!


[Teacher enters, kisses Piggy, exit Teacher]


MC – So you all gave money so that you could see First Place Teacher kiss the amazing Piggy the Pig, right?  Did you know that you also contributed $_______ to the American Cancer Society’s various programs that help cancer patients get on with their lives each and every day?  Well you know that ACS needs all of this funding for all of their programs, whether it is to help patients “Look Good, Feel Good,” while on their chemotherapy treatments.  Or you can help out our research network, which grants millions of dollars each year to medical researchers!  ACS is only second to the government when funding research.  The money you donate can go to our advocacy and education programs, that excourage lawmakers to pass laws to prevent cancer, like smoking restrictions and sun protection education in elementary school, or our advertisements that encourage people to check themselves for cancer every so often.  You could do so much with what you fundraise, and you could do so much for so many appreciative people.  Plan a car wash, do a bake sale, just contribute to various fundraisers, ask your friends and family for a $5 or $10 donation, and come to Relay with 20 bucks in your pocket.  All of these little things can add up, and can greatly change someone’s life.

9:29: MC – Alright, so we’ve told you all about cancer, what you can do about it, and how to get involved in Relay.  Still not sure you want to Join the Fight?  Well I think Senior Sally Speaker can help you with that.  She’s one of your own classmates, and she a few years back, she was diagnosed with ______ cancer.  Here to tell you her story today, please give a warm welcome to Sally Speaker.


[Enter Sally, exit MC]

9:32: MC – Thank you very much Sally for that wonderful speech.  And for our last performer, Samantha Singer is here to sing “Lean on Me.”  The lyrics are posted on the projector for you to sing along.  Please welcome, Miss Singer.


[Enter Samantha, exit MC]


[Samantha sings, random committee members stationed throughout the crowd get up, sing along, and join hands]


[“Lean on Me” concludes, enter MC, exit Samantha]

9:35: MC – Wow Samantha, that was amazing!  We hope you enjoyed our presentation for you today, and that you visit us near the cafeteria to sign up for Relay!  Get your friends involved, get your family involved, and have a blast out on the field April 9th and 10th!  Remember that our kickoff party is next week, February 26th, be sure to attend for free food, entertainment, and a discounted registration!  If you wanted to donate to the American Cancer Society and our Relay For Life, some of our committee members are running around with buckets for donations!  I just wanted to say some quick thank you’s to…see you all at Relay!

Note: This script is just for a 30 minute assembly.  Many schools offer longer assemblies, from 45 minutes to even longer than an hour!  We want to make sure that the assembly is no longer than an hour, otherwise the audience may get tired and the administration at your school may not approve of taking that much class time!  Remember to make your assembly meaningful, fun, educational, and motivating!  If you need to lengthen the assembly, go to the ASSEMBLY BREAKDOWN.  Here are some ideas to add in to lengthen your assembly!

Tips and Variations

· After Relay Ray’s presentation of “What is Relay?” at 9:17, show a meaningful five minute video.  You can get this from your local staff partner.
· Do the “Buy a Babe” activity before Music Mike and his band!  (Refer to the “Buy a Babe” description)
· Instead of “Buy a Babe,” do ANY assembly game or activity that has gotten your school excited or spirited in the past, its always good to wake up the audience!
· Instead of Relay Ray going over Relay and recruitment, have one of the activities suggested above after “What is Relay?” and have another presenter teach about Recruitment
· Introduce other fundraisers that will be going on for Relay
· Put in some more meaningful speakers in between segments, some on survivorship, more education about the American Cancer Society and its programs, etc.  You can learn all about this from your staff partner.
· Film other cancer survivors or patients from your school, or other people in your community.  These people can even be from your rival school.  No matter who it is, they will have an interesting story to tell, and they will do a great job with it as well!  This way, they won’t have to take time off of school or work to come in and speak!
· At the end of the assembly review what you had taught that day and reinforce the dates that were presented.  A call to action is ESSENTIAL in accomplishing your goal of recruiting more participants
· The most important thing about Relay is FUNDRAISING.  Stress this whenever possible!
This Pep Assembly Kit was assembled by members of the Great West Division Youth Task Force as a tool for your school so that your Relay will be more successful!  Feel free to contact Nicole.Hill@cancer.org to get in contact with a Youth Task Force member in your state.  We’ll be more than happy to help!

