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Team Success in Three Phases – 30 minutes 
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	Note to Facilitator: 

This section is broken up into three phases of facilitated discussion.  In this style of facilitated discussion, the facilitator simply poses thought provoking questions and allows the group to come up with their best answers for each other.  It is also the facilitator’s role to keep the discussion moving forward and include as many people as possible in the discussion.  Here are some tips for facilitating this kind of discussion:
· if one person begins taking over the discussion for too much time (anything over about 60 seconds of sharing), kindly redirect the conversation with a smile by gently interrupting them and rephrasing their point.  Here are some examples: “It sounds like your plan for personal phone calls to make sure all of your team members got registered was a really successful strategy…thank you so much for sharing that with us!  Does anyone else have any successes or challenges to share around getting team members registered?” or “Wow, that situation with recruiting your team sounds very challenging.  Maybe we can chat a little more in detail after this session to brainstorm some specific ways you might be able to find the right people for your team.  Does anyone else have any successes or challenges to share regarding recruiting team members?”
· if there are groups of people who aren’t participating or sharing in the discussion, do what you can to draw them in without making anyone feel uncomfortable or put on the spot.  Sometimes quiet people do have ideas to share, but they don’t speak up because all the outspoken people jump in first.  So make sure you give the quiet people a chance to share.  For instance, you could ask the next question of a specific table that has not shared much yet, or phrase a question like “is there anyone who hasn’t shared yet who has a success or challenge to share around planning for the Relay?”, or consider asking a very easy question to a particular individual if you think they can handle it. 
· if the discussion begins to run long, it is your role as the facilitator to value the time of the group and keep things on time as much as possible.  Phrase the transition like “Thank you for all your feedback and the great discussion on these topics.  Let’s move forward to discuss fundraising now,” or something similar.
· resist the urge to have all the answers…nothing shuts down a discussion as quickly as a talkative presenter who always has a response to every discussion point.  Instead, let the group “own” the discussion and answer each other based on their experiences.  In this style of facilitation, the facilitator should almost never comment on the discussion other than to redirect or encourage participation…they should not share their own experiences except in very rare cases.  Sometimes this may mean a couple “awkward” silences at the beginning until the group gets used to the idea that they are expected to speak up and participate...that’s ok!  You don’t have to fill every silence.  If people aren’t speaking up, simply call on a specific table or side of the room for a response and someone will answer.  
Note on Timing: 

For timing, please try to spend 15 minutes on the discussion of Phase 1: Team Building and Planning, 5 minutes on Phase 2: Fundraising to Fight Cancer (Fundraising comes up again later in the day), and 10 minutes on Phase 3: Planning for Relay Fun.  This will allow you to spend the majority of the discussion time in this section on Team Building and Planning.


Phase 1: Team Building and Planning – 15 minutes
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	Facilitator says: 

Phase 1 of becoming a successful team is Team Building and Planning, and takes place 4-5 months prior to Relay in ideal circumstances, although some teams can be successful with all three phases in a shorter amount of time.  Some of the benefits of a longer timeline is that it spreads out the work across several months to make it manageable for all team members and allows for maximized fundraising opportunities.
Facilitator says: 

I know we have several experienced Relayers in the room and we would love to learn from your experience…what aspects of becoming a successful team do you think would fall into this Team Building and Planning Phase?  Anyone who has an idea can write it down on one of these fun colored sticky notes and come place them up here on the wall under Phase 1: Team Building and Planning.  Make sure to say your idea out loud when you place it on the wall.  Then we’ll look at all the answers and how they might fit together into bigger categories.
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	INSTRUCTIONS: One person should ask the group to call out ideas  your co-presenter(s) ready to write ideas down on sticky notes and place them on the wall next to the flip chart
NOTE TO FACILITATOR: Once the ideas start slowing down, turn to the next prepared flip chart and reveal the following big pieces of Phase 1 (hopefully the group mentioned most of them – also write in any new ideas from the group to the bottom of this list on the flipchart).  Also feel free to move some of the ideas to Phase 3 to discuss later as appropriate.  Most of their smaller ideas probably fit into one of the 6 bigger categories below:

	Material List for Activity:

1) Sticky notes (can be fun colors or shapes) 
2) Pen(s) for the co-presenter(s)
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	NOTE TO FACILITATOR: Feel free to add some of the good ideas from the wall to this flipchart, but keep in mind that most of their smaller ideas probably fit into one of these 6 bigger categories:
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	Facilitator says: 

You all covered most of the biggies in this Team Building and Planning phase.  Let’s talk in a little more details about some of these pieces.  I think it would be great to hear about the successes and challenges that you all have experienced or think you might face in these areas, so please speak up and share any ideas that made things work well, challenges you faced in the past, or thoughts about how things might work if this is your first time.  I’ve got some questions to get our discussion rolling:

· What obstacles have you had or do you anticipate in recruiting team members and building your team?  How do you think you could overcome those obstacles to be successful in building your team?

· What tricks have you used or might you use to motivate your team members to get registered (ie. turn in their forms or go register online)? 
· How do you plan on communicating regularly with your teammates, and encouraging regular communication between all team members? 

· What advantages does a team gain by holding a couple in-person meetings of the whole team prior to the Relay?  What would regular team meetings before the Relay look like?  
· Why do you think it might be valuable to decide on individual and team fundraising goals as a group at the beginning of Relay planning?   

· How do you plan to encourage all team members to buy in to your team fundraising goal and actively participate in the fundraising efforts?

· What are the benefits of planning team fundraisers in Phase 1 rather than waiting until later?  Have any of you already begun planning for team fundraisers this year?  If so, what are you planning?


Phase 2: Fundraising to Fight Cancer – 5 minutes
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	Facilitator says: 
 So once we have established and registered our team and set our fundraising goals and plans for the year, Phase 2 is actually Fundraising to Fight Cancer…where we take our plans from Phase 1 and put them into action.  This phase typically takes place 1-4 months prior to the Relay, which gives all team members a lot of time to meet their fundraising goals.  Since we will be discussing fundraising in detail and sharing ideas later today, we will simply cover the four basic categories of team fundraising briefly now and go into more detail later.  Here is a quick rundown of the four fundraising types and why they are important:
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	Facilitator says: 

· Team Fundraising is pre-Relay fundraising activities or events that the team plans as a group.  This includes activities and events like garage sales, book sales, bakes sales, sports or game tournaments, special meals like a crab bake or a spaghetti dinner, and other creative ideas that the team organizes and carries out together.  The money raised from events like these is typically credited equally to all team members who participated in the event.  This kind of fundraising can be very fun because you’re doing it together as a group.

· Individual Fundraising is where each team member asks their circle of co-workers, family and friends to support their individual efforts to fight cancer through Relay For Life by making a donation to the American Cancer Society before the Relay.  This happens through letter campaigns, emails, or face to face asks, and is by far the most successful type of fundraising.  Everyone has been touched by cancer, and most people are willing to make some type of donation to support your efforts to fight cancer.  It makes them feel good and it gives them a tax deduction.  Every team member should try this kind of fundraising in addition to any Team Fundraising activities.

· Online Fundraising is actually a specialized form of individual fundraising using our special Relay Online sites, where individual team members register online, set up their personal fundraising pages, and send e-mails to their friends and family to allow them to donate securely online using a credit card.  Since it is a such significant source of fundraising and requires the extra steps of registering, customizing and sending emails, we are discussing it separately today. 
· On-site Fundraising is where teams have events or activities at their campsite around the track at the Relay to raise extra money for their team.  This could be offering food or drinks for a donation, hosting carnival type games, having other games or activities at your tent to play for a donation like face painting, board games, video games or karaoke, or any other creative ideas to collect donations at the Relay.  While on-site fundraisers are an important part of Relay because they help create that fun, carnival-type atmosphere for the event, typically on-site fundraisers raise less than $100-$200 per team, so use them as “icing on the cake” toward your fundraising goal and concentrate your fundraising efforts on pre-Relay team and individual fundraising.


· Event Fundraising is other fundraising efforts that support the Relay event as a whole, rather than crediting toward your team goal.  These are fundraisers organized by your Relay committee and they typically add special touches to your Relay event.  For instance, luminaria sales are an example of Event Fundraising that is organized by the Relay committee, supports the Relay as a whole, and does not credit toward team fundraising totals.  Event sponsorship is another type of fundraising that is organized by the committee and does not credit toward team fundraising totals.  Other examples vary widely from Relay to Relay but could include activity donations (like an entry fee for a special contest or tournament), special event-wide sales/auctions/raffles, sales of Relay merchandise or concessions, etc.  Teams can make a big difference for the event by supporting and publicizing this kind of fundraising, but they should not concentrate their fundraising efforts in these areas.  Instead let the Relay committee concentrate on these fundraisers and concentrate your hard work on your team and individual fundraising efforts.


Phase 3: Preparing for Relay Fun! – 10 minutes
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	Facilitator says:

Once a team has completed Phase 1: Team Building and Planning and Phase 2: Fundraising to Fight Cancer, the true fun begins!  Phase 3 is Preparing for Relay Fun, and it includes all of the logistical planning to make your time at the Relay the best experience possible.  This phase typically begins about a month before the Relay, after the bulk of your team and individual fundraising is complete, although your team can and should continue to fundraise all the way through to the Relay!  
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PART 2
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	INSTRUCTIONS: One person should ask the group to call out ideas your co-presenter(s) ready to write ideas down on sticky notes and place them on the wall next to the flip chart

NOTE TO FACILITATOR: Once the ideas start slowing down, turn to the next prepared flip chart and reveal the following big pieces of Phase 3 (hopefully the group mentioned most of them – also write in any new ideas from the group to the bottom of this list on the flipchart).  Most of their smaller ideas probably fit into one of the 6 bigger categories below:

	Material List for Activity:

1) Sticky notes (can be fun colors or shapes) 
2) Pen(s) for the co-presenter(s)
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	NOTE TO FACILITATOR: Feel free to add some of the good ideas from the wall to this flipchart, but keep in mind that most of their smaller ideas probably fit into one of these 6 bigger categories:
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	Facilitator Says:  

This is the part of Relay that starts to really be fun…where teams can truly get creative and show their Relay spirit!  Every year you have a team, you will get better at this logistical planning Phase because you’ll improve your plans with experience.  Since we have some experienced team members in the room, what are the things you wish you would have known to plan for before your first year coming to the Relay?  What advice would you give to new teams who are in this planning phase for the first time?  Use the list on the flip chart to help you think of topics that are covered in this phase.  Also, if there is anyone who has questions or concerns about this Phase of Relay preparation, please feel free to share those now as well.
Note to Facilitator:

Facilitate the discussion by keeping it moving forward, helping reel in “over-talkers”, and inviting quiet folks to speak up.  If the group discussion seems stalled, pick an item on the flipchart list and ask a specific question regarding planning for that piece.  Here are some sample questions you could ask to keep the discussion flowing:

· How might you work with your team members to make sure all fundraising money is collected and turned in at the right times and places so that your team receives full credit?
·  What is the most creative campsite theme, decoration or activity that you have seen at a Relay?  How did this add to the ambiance of the event?
· What have you done in the past or what are your plans for some “icing on the cake” fundraising on-site at the Relay?
· What are the benefits of having an organized set up and tear down schedule for your campsite? 
· What are some ideas for motivating your fellow team members to keep walking during the “tough” hours in the middle of the night?
· In what ways can you help your team members catch the Relay Wave through friendly competition at the Relay?
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	Facilitator says: 

Alright…you’ve learned the basics of catching the Relay wave through these three Phases to team success…now it’s time to learn to ride the Relay Wave like a pro with some in-depth discussion on fundraising!  But first, let’s take a quick break and we’ll all be back in 10 minutes. 
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PHASE 2: Fundraising to Fight Cancer 





- Team Fundraising 


- Individual Fundraising


        - including Online Fundraising


- On-site Fundraising 


- Event Fundraising








PHASE 1: Team Building and Planning





- Decide to start a team 


- Recruit team members


- Get everyone officially registered 


- Begin regular team communication


- Set fundraising goals as a group


- Plan ahead for team fundraisers


- Establish healthy competition, (including incentive prizes)


- [FEEL FREE TO ADD OTHERS THAT DON’T FIT INTO ONE OF THESE CATEGORIES]














PHASE 3: Preparing for Relay Fun! 





- Money Collection and Incentive Prizes


- Relay activity and walking schedule


- Campsite location, setup and teardown


- Campsite decorations, activities and theme


- On-site fundraising activities


- What everyone needs to bring


- Trying for team awards


- Participation in event fundraising activities


- Questions around luminaria 


- (ADD OTHERS AS NEEDED)






































