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Use these tips and resources to host your own Committee Retreat and start your Relay season off with a bang!
[image: image2.jpg]4 <«

v

RELAY
FOR LIFE

American

Cancer
Society





When to Put on Your Committee Retreat 
The Great West Division Youth Task Force recommends one Committee Retreat take place in the fall before your Regional Summit.   It is a great way to get everyone team building and working together before your first big training experience.  Your Committee Retreat should be a good mix of planning and work as well as bonding for your group.  

Some schools have found it beneficial to hold a second Committee Retreat in the spring as their event gets closer.  This guide can be used as a skeleton for this second Retreat.  Make it your own with new icebreakers or different work pieces.  Tailor it to fulfill your needs.  

Quick Tips for Planning Your Committee Retreat 
· Invite your entire committee and staff partner
· This is a great opportunity for committee team building and bonding as well as planning for a great event!  
· Your Retreat can take place at a variety of locations such as a student union or a large meeting room 
· Your Retreat should happen before you go to your Regional Summit (check with your staff partner for dates)
· Make sure you have FOOD!  
What You’ll Need for Your Committee Retreat 
· Flip chart or butcher paper
· Markers 
· 64 pieces of paper
· Poster Board
· Sponsorship packets
· Relay For Life posters
· Information sheets/brochures 
· Computer Access / Internet Access
· TIMER
· STICKY NOTES
· Committee Guidebooks & Youth Committee Syllabus handouts (ask your Staff Partner for these)
· Ask some of your committee members to bring a digital camera and $2 for the scavenger hunt.  They will become Team Leads in the scavenger hunt. (Spring Retreat) 
The Agenda
Get to Know Each Other - Icebreaker - Suggested Time:  10 minutes
You want to start your Retreat by getting comfortable together.  Start by a fun ice breaker that gets people up and moving. One idea is listed below: 
Signs

· Have everyone stand in a circle facing inward. Tell each person to make up a sign and a sound to go with it (for example, a person could step forward with one leg, lift their arms in the air, and yell “Boom!” as their sign). Go around and have each person state their name, committee position and show the group their sign and then have the group mimic the sign. No one can have the same sign.

· Someone (Person 1) starts the game by doing their sign and then the sign of someone else (Person 2). (Person 2) is then required to do their sign and the sign of another member of the group (Person 3). (Person 3) will then do their sign and another person’s sign, (Person 4) etc…..
· It’s required that each person do their personal sign first then the sign of another member.

· If a person does not do their sign before doing the sign of another person, does not do the signs in a timely manner, or messes up on the other person’s sign, they are out and the game continues with the remaining players.

Last Year’s Event - Suggested Time: 15 minutes
Get down to business!  
As part of this Retreat it is good to look to the past to help you plan your future!

Document this brainstorming session by writing on a flip chart, large white board or piece of butcher paper for all to see
· Go around the room and ask each person to say one thing that was awesome about last year’s event.  

· Now, go around the room and ask each person for one thing they think should be changed for this upcoming year.  

*For those who weren’t at the event last year have them say something they have seen that has worked well or that they would like to see at this year’s event

Have someone take notes on this list.  This will help when looking at things you would like to continue and those you would like to change. 

*Keep this flip chart and reference it at committee meetings to ensure committee is making progress on quality.

Team Building Activity #2 - 64 Squares - Suggested Time:  15 minutes
As the Event Chair(s) it is important that your committee know that you are there to lead, guide and support them.  This activity teaches them that.  You will need 64 pieces of paper (8 ½ x 11 will be fine), a large space and the answer key located on page 7.
Lay 64 pieces of paper in an 8x8 grid (see example below). As the Event Chair(s), you will be the only person who knows the correct path and will have to give signs to the committee members to indicate whether or not they are on the correct path. 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Start the activity by making up a story such as:  This summer, all of the winter snow in our town melted, creating a giant river separating us from our Relay For Life Event! Together, we must find a path across the river by stepping on the various stones (which are represented by the pieces of paper on the ground in front of you). However, upon stepping on them, some of the stones will crumble, preventing you from crossing. As Event Chair(s) we know which stones will crumble and which will not, so we will tell you if each step is safe. 

Read the following directions to the group: Everyone stands on one side of “the river”.  Only one person at a time may cross the river. The first person takes a step on any of the papers in the first row (closes to the group). If it is safe, then the Event Chair(s) will notify you by saying “Whew!” If the step is safe, you may continue to take steps in any direction (forward, backward, diagonal, or sideways) until you reach a step that is not safe. If the stone is not part of the safe path, then the Event Chair(s) will shake their head. You then must retrace your path back to the group and another group member will attempt to find the safe path.  
After all of the committee has successfully crossed over bring the group back together and talk about the following:

Post-Activity Discussion Questions: Write these three questions on three separate flip chart pages and post them when you are ready to discuss each question.  Writing down the groups answers for each.
1. What strategies did you as a committee use to complete this challenge?

2. How did working as a group help everyone complete this challenge?

3. In what ways does this activity reflect the challenges we may face as a committee this coming year?
Filling in the Gaps – Suggested Time:  30 minutes
Successful Youth event committees are often very large and have as many as 30 members.  As you look at your committee you may notice that there are some holes.  This activity will help you identify those gaps and figure out the people who best fill them.  

Preparation: Before your retreat you want to create a puzzle template.  Pieces can vary in size and shape but need to fit together to form the letters “R-E-L-A-Y”  Make one puzzle piece for every committee position, both filled and unfilled, and write the name of that position on the puzzle piece.  Committee list should include: Event Chair(s), Team Development, Survivorship, Logistics, Luminaria, Mission, Advocacy, Fundraising, Online, Sponsorship, Publicity, Registration/Accounting, Entertainment and Activities, and Food.   **If your Relay has additional committee positions (i.e. Ceremonies Chair, Team Retention, Sub Committees, etc.) be sure it include them as well**
Give each person a puzzle piece with their committee position on it.  If a committee position is not represented, hold on to their puzzle piece.  Have the group work together to complete the puzzle.  There will be some missing spots if you do not have a full committee.  
After the puzzle is completed read to the group: These holes represent the holes in our committee.  We cannot complete our puzzle without these key pieces, just like we cannot complete a successful Relay without these key committee positions.  
Take a look at the Top 3 Roles and Responsibilities of the Relay Committee on page 8-9 of this guide.  Find the positions that you are missing and write the top 3 roles for each position so the group can see them.  

Brainstorm with the group on who they know who could fulfill these responsibilities.  Think about the following:
· Past team captains

· Great team members

· Friends

· Classmates

· Student leaders on campus

· Club members of clubs the committee is involved in 

Make a list of 3 people for each position and appoint one person to contact each person to talk to them about the position to see if they are interested.  
It is your role as Event Chair to follow up with your committee on the contacts listed.  Give the committee a deadline to make first contact and follow up with each member personally to see how it went. 
Scavenger Hunt - Suggested Time:  1 hour (Optional Fall)  
The purpose behind this activity is to start working together as a committee in a productive and fun manner! Keep in mind that many of the tasks in the scavenger hunt require you to have already set out donation cans, gathered sponsors, etc. 
**If you feel your fall Retreat is too long, this Scavenger Hunt piece can very easily be adapted for the spring retreat as your event gets closer. Depending on where you are in the planning of your event will determine what items you may ask your committee to bring back or put out.**

Split your committee into groups of 5-6 people and make sure each group has

· Camera

· $2

· Sponsorship packet

· Relay For Life posters 

· Informational quarter sheets

· 2 sticky notes

Ask the committee members that brought their digital camera and $2 to come up to the front of the group.  Inform the group that these are your Team Leaders for the Scavenger hunt and names will be drawn to fill out each of the teams.

On page 10 is a sample scavenger hunt from a university.  These are just ideas, take what you can and customize the list to fit with your needs you’re your school.  

Read through the committee scavenger hunt below, making sure to specify items and the time allowed to complete the scavenger hunt in to better fit the area your committee will be working in. Have a prize ready for the winning team!

Relay Regional Summit! - Suggested Time:  5 minutes
· Promote Regional Summit!
· There will be an amazing youth track this year!  All youth committee member will be sitting in breakouts designed especially for the youth market.

· There will be fun videos and cool activities 

· It will be an opportunity to brainstorm and network with other Relay volunteers 

· Hear about the new resources and materials available to our event 

· Make sure everyone has the date on their calendar – this is their time to get trained!  

· GET THEM SIGNED UP BEFORE THEY LEAVE!!!! (  register on local Regional Summit Registration Site( Ask staff partner)
· How will we all get to Summit?  Can we carpool to keep save gas?  (this is also a great time to get to know each other!)

· Bring committee guidebooks & Youth Syllabus to Regional Summit 

Next Steps – Suggested Time:  5 minutes
Set up the next meeting you will have together as a committee. This may be at Regional Summit or another committee meeting before Summit.  
You have accomplished a lot today.  Now it’s time to give your committee members a call to action.  What is it that you want them to be working on in the next few days/week before Summit?  
· Have each committee member look at their syllabus that was handed out to them at the start of the Retreat.  According to their timeline what are the first 3 things that they need to accomplish?  

· Go around the room and have everyone state their #1 action item going forward from today.  

· Make a list on a piece of flip chart or butcher paper everyone’s top priority.  This will be a list of things that will be accomplished by the next time you meet (whether at Summit or at your next meeting)
· Finalize next committee meeting date!

Thank everyone for coming

COMMITTEE RETREAT RESOURCES
64 Squares
Answer Key for Event Chair(s)
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Top 3 Roles & Responsibilities of
The Relay Committee
Event Chair

· identify, recruit and retain all Relay For Life leadership committee members

· lead and facilitate committee meetings

· guide the committee in accomplishing goals and objectives

Team Development Chair

· create a Team Development team, with enough committee members so that each person is responsible for 5-10 teams

· plan and host the Relay Kick Off, Team Captains meetings, Team Captain University, Bank Night and the wrap up team recognition celebration

· ensure that teams are recruited, retained/recognized and mentored in their fundraising

Survivorship Chair

· manage the recruitment and registration of all survivors, including retention of survivors who participated in previous years

· plan and implement activities for survivors at the event that recognize them and engage them in the entire Relay event

· ensure that survivors are fully engaged in Relay and ACS throughout the year

Logistics Chair

· determine site layout, restrictions and limitations, including permits, and develop Risk Management, Security and Emergency plans for the site

· secure tents, tables, chairs, lights, portable toilets, stage, and other logistical items, getting as much donated as possible

· recruit day of volunteers and groups to help with set up, management during the event, and clean up

Luminaria Chair

· promote the sales of luminaria before and during the event

· secure needed luminaria supplies (bags, candles, sand)

· plan and manage the organization, set up and placement of luminaria bags and the Luminaria Ceremony

Mission Delivery Chair

· learn about the Society’s mission and develop a Mission Delivery plan for the entire event

· ensure that “Mission Moments” are included in all pre-event meetings (Team Captains and committee) and mission related information is included in publicity
· plan and implement track signage, mission education activities, and educational announcements from the stage during the event 
Advocacy Chair

· promote ACS CAN membership at Team Captains meetings and the event

· plan and implement Advocacy activities at Relay (petition signing, Picture a Cure, etc)
· recruit volunteers and coordinate advocacy activities at the event, including hosting elected officials if invited

Fundraising Chair

· Coordinating campus-wide or community fundraising activities

· Working with the Team Development committee to assist Teams with fundraising ideas

· Researching fundraising activities at other schools and adapting them to your campus

Online Chair

· customize and activate the website as soon as it’s available and keep it updated
· promote the use of the website at all meetings and through emails to all registered participants

· provide website support for all participants as well as reports for committee

Sponsorship Chair

· develop a plan for soliciting and recognizing sponsors, including setting levels of sponsorship that make sense for the community

· make sponsorship presentations to selected companies and organizations

· ensure that sponsors are acknowledged before, during and after the event

Publicity Chair

· work to get publicity for Relay and Relay participants in both traditional and non-traditional media outlets
· develop an electronic newsletter for all participants (working with Online Chair for distribution)
· ensure that the community has been “painted purple” with posters, banners and other informational media

Registration, Accounting and Data Management Chair

· Maintain and regularly upload accurate registration and accounting data, using Convio or the approved Accounting Spreadsheet.

· batch and process funds at all team captains meetings, Bank Night and at the Relay following all cash handling guidelines (work with Logistics to ensure the safety and security of the process)

· plan and run Bank Night and the Registration tent at Relay, including organizing T-shirt ordering and distribution

Entertainment and Activities Chair

· understand the differences between entertainment and activities, plan a balanced schedule, and manage entertainment acts and interactive activities at the Relay
· plan meaningful and inspirational ceremonies and work with Logistics to make sure the speakers can be clearly seen and heard by participants 
· print a Relay program (including a schedule of events) to hand out at the Relay and secure and give out awards and prizes
Food & Hospitality Chair

· secure donations of food and beverages for the Relay, the Kickoff and Team Captain meetings, always following local health codes and setting an example for healthy choices whenever possible
· recruit day of volunteers and manage food and beverage distribution and clean up at Relay

· make sure the Relay and all meetings have good signage, are well decorated and are welcoming to participants
Sweet RELAY Scavenger Hunt

1. Place a donation can out at a local business and take a picture with it.  (Make sure you talk to a manager to get approval)
2. Take a picture in front of a sponsor's/supporter's business.

3. Make a 6 person human pyramid with at least 1 person that is not on the committee. Take a picture!

4. Make several members of the group pass out the quarter info sheets we gave you in the center of campus. Take a picture! 

5. Take a picture of a person in your group leaping or dancing across the crosswalk (don't get crushed by a car!) 

6. Find a poster or item with the ACS logo that you DIDN'T place today. Take a picture! 

7. Stop a complete stranger on the street and talk to them about relay- try to convince them to sign up, and take a picture with them! 

8. Put up 5 posters and take a picture of one team member next to each.

9. Go to a restaurant that you frequent and leave them with a sponsorship packet.

10. Take a picture of your group spelling out ACS with your bodies.

11. Make a list of every organization that you are involved in, on and off campus and turn that into us with your camera. 

Honor system! 


Have fun (
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