Team Developement 

Team Relations Chair/Committee Responsibilities Timeline

	General Responsibilities Of Chair and Committee 
	Responsible for recruiting effective, energetic teams for the Relay for Life.  Develop and implement strategy for reaching potential teams within corporations, schools, churches and community organizations, and retaining teams from previous years.  Responsibilities also include providing guidance and monitoring the progress of each team, and leading your sub-committee, and ensuring that your committee is represented at all Overall and Chair Committee Meetings.

	Specific Responsibilities
	· Select (additional) subcommittee members and define responsibilities

· Ensure that subcommittee is represented at each Relay Committee Meeting.

· Develop Team Recruitment Plan and Timeline

· Participate in Relay Kick-off(s)

· Conduct at least three Team Captain Meetings before the Relay Event.

· Distribute and review the Team Captain’s Packet with all captains.

· Attend post-Relay wrap-up meeting, and make suggestions for next year’s Relay.


	Things Every Successful Event Should Do:
	Complete?

	Remind teams of prizes for being the top team or individual fundraisers.  Create friendly competition between teams of a certain type – for example – hospital teams, and have a best hospital team traveling award
	

	Repetition repetition repetition – over communicate to your team captains
	


12 Months Before Event (when your last one wraps up!)  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Obtain complete team list from previous event
	
	
	


7 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Recruit Volunteers for New Team Recruitment and Team Maintenance and Mentoring
	
	
	

	DINNER PARTY TO CALL PREVIOUS YEAR TEAM CAPTAIN’S & SURVIVORS!

Take a small group of folks to dinner with the previous year’s team captain’s list.  Divide it up, and contact all previous year’s team captains and survivors by phone and email to keep them in loop about date and location of event, invite them back.  Get their email addresses for your “team captain email list”.
	 
	
	

	Make a list of all possibilities for teams and who among the committees have personal contacts in these places. 

- Youth Teams (High Schools and younger)

- College Teams

- Biggest Businesses

- Hospitals

- Retirement homes

- Religious Organizations (Churches, Temples, Synagogues, Mosques, etc.)

- Civic Organizations

- Physician’s Practices

- Bookstores

- Beauty Salons/ Haircutting/ Spas

- Restaurants

- Department Stores
	
	
	

	Develop a running list of team captains, with names and addresses from past and present, using the previous year’s as the start
	
	
	

	Develop a team mentoring system to keep teams and captains on the right track,especially for new/newer teams.
	
	
	

	Contact your local Chamber of Commerce for team recruitment leads
	
	
	


6 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Community Kickoff

- Invite Survivors, Team Captains, Team Members 
	
	
	

	Start Recruiting New Teams
	Whole Committee
	
	

	Place Relay brochures in every oncologist’s office and in lobbies of corporate sponsors. 
	
	
	

	Send Relay brochures to all Relay For Life donors
	
	
	


5 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Review Team Captain’s Packet with your committee.  
	
	
	


4 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Hold a Breakfast and invite possible team sources to give them an overview about Relay – send an invite to the businesses/ companies/ etc. and ask them to send one representative
	
	
	


3 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Team Captains Meeting #1
	
	
	

	Encourage teams to turn in their info as early as possible for early incentive prizes, & to reduce the  money & information handling the day of the event
	
	
	

	Make sure that all team captains are on your email /address/ phone contact lists
	
	
	

	As teams register, assign them a experienced mentor who checks in with them frequency to make sure they are coming along well.
	
	
	


2 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Have mentor/contact call every team captain.  Ask about “How the team is coming”,  $ raised, concerns, & Needs for Relay For Life materials
	
	
	

	Team Captains Meeting #2 and Bank Night
	
	
	


1.5 Months Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Team Mentoring Committee/ Committee member calls all team captains to emphasize importance of Team Captain Meeting #3, answer final questions, and help new teams
	
	
	


1 Month Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Two Meetings
	
	
	

	Advertising Blitz Saturday – paper the town with posters, brochures, requests for in kind donations, search for teams, etc.
	
	
	

	Newsletter
	Newsletter Chair
	
	

	Team Captains Meeting #3 and Bank Night  - Focus on motivating people – At this point, pump them up!  and on making sure as much money as possible is in, and how important that is
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Final Bank Night
	
	
	

	Have mentor/contact check in with all tm captains
	
	
	


Week Before Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	


Day of Event  ________, 20__

	Item
	Person Responsible
	Target Date
	Status

	Have teams check in at registration
	
	
	

	Have committee members split up and visit EVERY team to gather the following info:

-  how is the event?

-  concerns?

-  ideas for other contacts in the community that might want to participate

-  individuals interested in being on the committee
	
	
	


Follow Up

	Item
	Person Responsible
	Target Date
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Thank yous – to all team captains
	
	
	


Team Relations - New Team Recruitment

	Things Every Successful Event Should Do:
	Complete?

	Team recruitment committee should have at least three formal members, and EVERY committee member should be considered a member of this community.  .
	

	At every committee meeting new team recruitment should be discussed for at least 10-15 minutes. Discuss strategies to: retain last years teams, areas where we can find more teams, churches and schools that were missed last year, mentoring system to help new teams.
	

	Make lists of different types of organizations in the community (large businesses, churches, schools, etc.  Divide up the list between your New Team Recruitment Sub-Committee members and contact those organizations to find teams
	

	Brainstorm sources of new teams, particularly people you already know
	

	Contact survivors
	

	Encourage survivors to be on a team together.
	

	Stay in constant contact with new team captains via phone calls, newsletters or email.  The #1 reason teams and volunteers don’t come back is that they were not asked.  If we do not mentor and invest time in our new team captains and teams, they will drop out!
	

	Hold a Breakfast and invite possible team sources to give them an overview about Relay – send an invite to the businesses/ companies/ etc. and ask them to send one representative
	

	Emphasize with your new teams the goals of the per person minimum, your per team goal of $ raised, and that raising $$ to support cancer education, advocacy, research, and survivorship is a critical part of Relay For Life.
	

	Recruit a celebrity team (radio and TV personalities, local atheletes, etc.)
	

	Develop an informal “spread the word” email list where you ask people to pass on information about Relay to anyone they know who might be interested.  This is a great way to drum up interest and support
	


Team Maintenance and Mentoring

	Things Every Successful Event Should Do:
	Complete?

	Personally invite team captains to meetings or send personal invitations to attend the meetings. 
	

	Stay in contact with team captains and keep them informed of their teams’ progress.
	

	Ask team captains for input. Make each team captain a part of the Relay process.
	

	Remember to “ASK” last year teams captains to return this year. 
	

	Give team captains a clean understanding of how to use the Relay For Life logo.
	

	Staff should identify your top individuals at your event, and call them personally and thank them – invite them back, to join the committee or be a team captain.  
	

	This is mentioned in Committee Relations - Ask serval team captains to be a part of your committee, in addition to asking at least 3 survivors to be part of committee.  
	

	Make sure to honor volunteers and teams who raised over $5,000 at the next year Relay event. Also, day of Relay, have flags for TC with the number of years they have participated in Relay. Put flags in front of campsites.
	


Team Captains Meeting

	Things Every Successful Event Should Do:
	Complete?

	Stay on time and limit meeting to 1 hour. 
	

	Use an agenda. 
	

	Keep a parking lot for questions.
	

	Try and have a regular meeting time and place if possible.
	

	Have committee members attend team captain meetings. 
	

	Make em laugh, make em cry and give em information. 
	

	Have a survivor tell “Why you should Relay”
	

	Invite guest speakers.
	

	Use Team Captain gifts only for those to attend the meeting.
	

	BE upbeat and positive!
	


Fundraising Workshops

	Things Every Successful Event Should Do:
	Complete?

	Hold fundraising clinics for teams to learn different ideas of fundraising
	

	Keep the FUN in fundraising
	

	Teach teams to work together for one goal
	

	Host a local vendor show & charge vendors a set up fee & donate a gift to use as a drawing
	

	Hold fundraising events all year long, putting emphasis on holiday ideas.
	

	Hold team challenges/Relay challenges
	

	Make fundraising easy, hold a spaghetti dinner, bake sale or Dunk – a- Doc
	

	Make use of the “little instruction Booklet”
	

	Have a top fundraising prize
	

	Hold a fundraising workshop at team captain meeting, invite top fundraising participant and team to speak and share their ideas.  
	

	Teach some simple principles

· Asking $10 from just 10 people meets the individual goal

· If you have raffle tickets, just 20 $5 tickets meets your goal

· Send a note in your Christmas card or e-mail for your friends you trust and who would support you in worthy cause…  Several individuals who have picked up on this idea have exceeded $1000 in fundraising from this method alone!
	


Team Relations - Diversity

	Things Every Successful Event Should Do:
	Complete?

	Have a Team Relations Diversity Committee Member who’s sole responsibility is to tap into “non-traditional” areas that your committee and teams do not have representation from
	

	Contact one of these non-traditional resources every month at a minimum
	

	Find “community Advocates” that have a say in that community and ask them for help – do they know survivors, health care workers etc?
	

	See Section on Diversity
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