Team Captain University

Facilitator Guide 3


Team Captain Roles 





30 Minutes
Role Play a Bad Team Meeting

Note: You will need two volunteers for this Role Play. Please select these volunteers ahead of time if possible. Provide them with the notes below:

Volunteer 1: Team Captain

Volunteer 2: Team Member

Team members argue the need for organization, a goal, a schedule, tracking progress, for it to be fun, and working together as opposed to individually.

· Well, here we are again. Having to try and raise some money.

· I guess we’ll just all try our best and see what we come up with at the event.

· If we have a hard time, we’ll just right our own check. It’s easier.

· As long as we don’t get beat by the kindergarten kid again, I’ll be okay.

· Glad you all came to the meeting, I guess we can just do what we did last time right?

· I’ll call you if I need anything at the last minute.

· Let me start out by asking you to help me raise my $100...

Successful Team Captain Strategies

Successful teams tend to have the following characteristics 

Note: discuss each item with the group/for larger audiences, break into smaller groups of 5-6.

[FLIP CHART]
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1. Have a passion for Relay. (powerful emotions, such as love, joy, or fire.)

· Discuss: What’s your passion? Does your team share that passion?

· Discuss: What difference can you make?

2. Possess (and foster) a competitive spirit

· Discuss: Who is your competition? People compete to win - win what?

· Discuss: Desire to “make it fun.” What are your ideas for friendly competition?

3. Have team members who are in frequent contact with one another

· Discuss: Ways to increases motivation

· Discuss: How to have a great team meeting

4. Promote year-round fundraising. No last minute efforts. Extra time means less stress.

5. Share the responsibility. Delegate.

Take a minute to pull out your “Plan for Success” handout to answer questions 2 and 3.
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Having a vision/plan

Visionaries are only effective when they can excite others to embrace the possibilities.

Visionaries help set ambitious goals, serving as an example to the team.

Visionaries accomplish these goals by staying organized and tracking progress through timelines, benchmarking team and individual progress.

· Ask participants how they set their goals. Do they just do what they did last year? Or do they shoot to be the most successful team?

· Once the goal is set, everyone must know how the goal can be achieved.

· Do they have timelines? Are they benchmarking their team and individual team member progress?

Visionaries know how to build a team - they recruit people who will be an asset to the team. They look for people with connections who will take initiative - and using them in their areas of talent. Recognizing those talents and how we need them to be successful - skills could be: letter writing, article writing, sales and marketing, public speaking, networking.

How to make a team successful:

· The first step for a team is to develop your goals together and make sure everyone knows the goals.

· Having scheduled events keeps everyone on track. Staying organized and tracking and sharing progress - timelines, benchmarking team and individual progress.

· Delegation of tasks to the most appropriate people. Delegation will make your job easier.

· Knowing what works in your community and when it would be the best time for your planned activities.

· Keeping the team happy - filling in where needed, providing information, using people in their areas of talent - consider the things that challenge them or that are hard. Fear of asking for money, how can we increase confidence - educate about the mission, partner people.

· The most important process is Communication. Ask the teams how they communicate with members.  How often? Touch on ways to communicate with teams: meetings, phone calls, emails, and newsletters.  Remember to match your communication methods to your team members’ needs. That is to say if a team member does not check or use email, look for a different method to communicate.

Take a minute to pull out your “Plan for Success” handout to answer question 4.
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Motivating, Educating and Encouraging team members (it’s all about M.E.E.!)

It is hard to motivate someone because different things drive us all. What may be important to one team member may not be as important to the next. One team member may be motivated to be on the team because it allows them the opportunity to make a difference. Someone else may be on the team because they are motivated to be NUMBER ONE.


As a Team Captain you can create an environment where people are excited to be involved. So here is what you can do. 
(FLIP CHART)
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· Foster a competitive spirit, a desire to be #1 - Challenge a competitor or an interoffice team. Bragging rights are important and fun to win.

· Keeping them informed - make sure they know how to tell their story and how to ask for support. Do they know what our product is and why they are so important to our mission?

· Thanking people throughout the process (not just when Relay’s over)

· Desire to “make it fun” (e.g., themes, games) your attitude helps to create that environment where team members are excited to be involved.

· Top Team Captains “set the bar high”. They help individual team members set ambitious, yet attainable, fundraising goals. In some cases, teams expect that each member raise a certain amount (e.g., $150, $200, and up).
7

Ask the audience for examples of the following:

Note: if enough ideas are being generated, it would be a great idea to capture them on a blank page of the flip chart.

· What tools/resources do your team members need to be successful?

· How do you motivate your team members?

Mention to the audience there is a handout in their folder called “Key Characteristics of Successful Team Captains.”
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Characteristics of Successful Teams


• Passion


• Competitive Spirit


• Frequent Contact/Communication


• Year-round Fundraising


• Share Responsibilities


• Goal Setting








Motivating, Educating, and Encouraging (It's all about M.E.E.!)


• Foster a competitive spirit


• Keep team members informed


• Thank people


• Make it fun/Your attitude


• Set ambitious and attainable goals
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Team Captain Best Practices


My Plan for Success

1. I Relay for (list person(s)/reasons):  _______________________________________________________


2. One way that I can motivate my team is:   ______________________________________________________________________________________      ______________________________________________________________________________________


3. Delegating is one way to make things easier for me, the Team Captain, and to let other team members feel they have an important role on the team. List two activities/tasks that you can delegate to your team members and who you will delegate these tasks to:



I.__________________________________________________



II._________________________________________________


4. Communication is one of the keys to having a successful team. One way I can communicate with my team more effectively is to:

         _________________________________________________________________________________________


         _________________________________________________________________________________________


5. My team can help deliver the mission of the American Cancer Society to our community.  One way I can help my team do this is to:


        _________________________________________________________________________________________

        _________________________________________________________________________________________


6. Successful teams set fundraising goals.  Please set your individual and team goals below.

		My personal fundraising goal is:

		   



		I am going to raise money by:




		



		Our team fundraising goal is:

		   



		We will raise money by:




		



		One idea for on-site fundraising that I learned today is:
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   Key Characteristics of Successful Relay Team Captains




Successful Relay Team Captains


· Cast the vision for the event.

· Oversee their team’s activities.

· Ensure that team members have the resources they need–empower them to do their jobs.

· Step in to “fill the gaps” if needed.

Communicating and Motivating Your Team

· Dedicate your team’s efforts to someone–a cancer survivor or someone lost to cancer.

· Set team goals!

· Share Relay news and updates with your team members.

· Hold regular team get-togethers to build spirit and keep everyone informed.

· Encourage team and individual fundraising.

Delegating is Key:

Delegation is critical to outlining proper expectations and then holding team members to those expectations. Even the most successful Team Captains can find it difficult to delegate at times but keep in mind that:

· Your role is to oversee the team as a whole, not to handle every detail.

· Having capable people on the team will assist your efforts.

· Relay requires a team effort.

Successful Team Captains are Great Problem-Solvers and Great Managers  


· Listen actively and be proactive.

· Be careful not to hurt people’s feelings.

· Give credit to others and be humble about your own contributions.

· Depending on the issue at hand:  

· Work with team members to outline options and help them come to a decision. 


· Coach team members on how to work through problems on their own in the future (e.g., What do you think?  What do you recommend?)

· Provide a definitive answer for team member inquiries (e.g., policies).

· Serve as an example.

Who Says Relay Isn’t a Competitive Event?

Not our top teams!  Many apply competition in different ways, but the consistent theme among our top teams is that they know how to tap into their competitive spirit.

Rewarding Desired Behaviors

The most important aspect of recognition is to reward desired behaviors.  Recognition is a key differentiating point between more and less successful teams.  


On the Economy


The Economy

Focus on what you can control.  “The economy” tends to be the primary–and in some cases, the only–reason given by teams for not meeting their fundraising goals. However,

· Further probing usually reveals that there are deeper problems with these teams across the board.

· When asked, even our most successful teams expressed concerns about their local economy, but only in the context of the ‘extra effort’ or special steps they would have to take to meet their goals.
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Team Captain Best Practices


My Plan for Success

1. I Relay for (list person(s)/reasons):  _______________________________________________________


2. One way that I can motivate my team is:   ______________________________________________________________________________________      ______________________________________________________________________________________


3. Delegating is one way to make things easier for me, the Team Captain, and to let other team members feel they have an important role on the team. List two activities/tasks that you can delegate to your team members and who you will delegate these tasks to:



I.__________________________________________________



II._________________________________________________


4. Communication is one of the keys to having a successful team. One way I can communicate with my team more effectively is to:

         _________________________________________________________________________________________


         _________________________________________________________________________________________


5. My team can help deliver the mission of the American Cancer Society to our community.  One way I can help my team do this is to:


        _________________________________________________________________________________________

        _________________________________________________________________________________________


6. Successful teams set fundraising goals.  Please set your individual and team goals below.

		My personal fundraising goal is:

		   



		I am going to raise money by:




		



		Our team fundraising goal is:

		   



		We will raise money by:




		



		One idea for on-site fundraising that I learned today is:

		










