10-Team Captain University
The following is an overview of how to train your team captains to make them best prepared for Relay For Life!  It refers to other documents that are found on http://www.acsrelay.org .  We recommend that you print this document off, and then the associated file links to put together your training.  Good luck!

AGENDA FOR TRAINING:
1. Introductions and Icebreaker

a. Have each person draw a picture about their life – ask them to tell everyone 3 facts (and 3 only!) about themselves from the picture.  Go around the room and have each person do this.

b. Review other icebreakers they can use to get their teams to know each other better when they have a meeting for their team… These don’ thave to be long, but they can really break the ice (no pun intended)! (
http://www.acsrelay.org/Darn_Good_Ideas/09-Great_Icebreakers!.doc
2. Hand Out Team Captain’s Handbook - Ideally, you’d want to give them a handbook that you put together that you review – here is a standard format for one developed by the Mid-South Division:
http://www.acsrelay.org/Darn_Good_Ideas/10-RFL_Tm_Captains_Handbk_Great_Example.pdf
3. Key things to review (from the handbook, mostly)

a. Important dates

b. What is Relay For Life? – Give an overview of Relay
c. What is Relay For Life… to you?  Ask them to think about their personal story and how they’d tell it to get people involved and get donations.

d. What to expect at Relay/What Happens at Relay

e. Role as a Team Captain – what do they do?

f. Review Event Theme – tell them the overall event theme, and then give them ideas for their theme.  Some events have team themes closely follow the event them (for example, the 50 states, and every team picks a state), and others less so (Event Theme – 10 years of Relay, Team Themes were varied.).  Here is a more extensive list:
http://www.acsrelay.org/Darn_Good_Ideas/19-Team_Themes_&_Names_DGIs.doc
g. Review Fundraising ideas – here are some extensive lists to distribute to everyone:
i. Distribute and review some highlights from the following documents:

http://www.acsrelay.org/Darn_Good_Ideas/10-Fundraising_From_A_To_Z.doc
http://www.acsrelay.org/Darn_Good_Ideas/10-Fundraising_for_Kids_&_Youth_From_A_To_Z.doc
http://www.acsrelay.org/Darn_Good_Ideas/10-Fundraising_On_Site_DGIs.doc
ii. Ask each team captain to share their most successful/favorite idea!

h. Sample Fundraising Letters – distribute sample fundraising letters:

http://www.acsrelay.org/Darn_Good_Ideas/10-Fundraising_Letters_Examples_DGIs.doc
i. Fundraising Club – If your event has a Fundraising Club (levels for awards), review the details (an example is in the team captain’s booklet)

j. Getting Your Company Involved and Getting Businesses Involved in General
k. Where Does The Money Go?

l. Team Spirit Points – If your event has a Team Spirit Points program, review that (NOT IN HANDBOOK).  Here is an example:

http://www.acsrelay.org/Darn_Good_Ideas/10-Team_Spirit_Award_DGIs.doc
m. Team Member Responsibilities – Sometimes it is hard to figure out what to tell your team members they need to do… Here is a sample responsibilities list (NOT IN HANDBOOK ABOVE):
http://www.acsrelay.org/Darn_Good_Ideas/10-Team_Member_Responsibilities.doc
n. On-line registration and fundraising – If your event is using on-line registration and fundraising for the event (at http://www.acsevents.org ), bring a computer and review (NOT IN HANDBOOK, SHOULD BE ADDED):
i. How to register a team on-line

ii. How to register team members on-line

iii. How to fundraise on-line

iv. How to track Luminaria on-line

Go to the very bottom of the link below for ideas for on-line instructions..  

http://www.acsrelay.org/manualsandDGIs.php
4. Luminaria Mini-Ceremony
a. Hold a mini-luminaria ceremony to show team captains what it is like

5. Wrap Up - Tell them about
a. Who is on the committee and how to contact them

b. On line resources

i. Your event website and/or on-line fundraising site
ii. http://www.acsrelay.org for ideas

iii. http://www.relayamerica.com and the http://www.cancer.org Relay For Life discussion board to talk about Relay questions

c. Thank yous!
