Survivorship And Luminaria

Survivorship Chair/Committee Responsibilities & Timeline

	Responsibilities Of Chair & Committee 
	Responsible for recruiting Cancer Survivors for Relay for Life.  Coordinate activities focused on survivors such as Survivor Registration, Survivor’s Lap, & Survivor’s Reception.

	Specific Responsibilities
	· Select subcommittee members and define responsibilities

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

· Work with Public Relations chair to advertise for survivors to participate in event.

· Staff the Survivor’s Registration table during the event, and ensure that all survivors are properly registered.

· Work with Relay emcee to make sure Survivor’s Lap ceremony is memorable for all.

· Provide a list of all registered survivors to read over PA system during the Survivor’s Lap.

· Ensure that the Survivor’s Reception is properly organized, and ensure that all food and drinks are properly set-up during the reception.

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


Luminaria (Sub-committee of Surviviorship) Sub-Chair/Sub-Committee Responsibilities

	General Responsibilities Of Chair & Committee 
	Responsible for coordinating the sales, record keeping and money collection of Luminaria bags during the Relay event.

	Specific Responsibilities
	· Select subcommittee members and define responsibilities, by January 15

· Develop Luminaria Sales Plan and Timeline, by February 15

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

· Collect Luminaria orders before event and place names on bags beforehand.

· Set-up Luminaria Sales table before the Relay begins, and staff accordingly.

· Ensure that proper records are maintained during Luminaria sales.

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


11-12 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send Invitations To Survivors to Join Committee
	
	
	


7 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Write Survivor recruitment letter
	
	
	


6 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Rally/Community Kickoff 

- Invite Survivors
	Committee Chair
	
	

	Identify local organizations where survivors should be able to find contact information

· Retirement homes

· Cancer support groups

· Hospitals

· Libraries

· Schools

· Churches
	
	
	

	Send Hold The Date Cards to Survivors for Relay
	
	
	

	Begin Planning  Survivors reception; Determine where you will get:

· Tents

· Food – work with Food committee member to get food donated

· Drinks – fruit coffee tea
· Decorations
	
	
	

	Survivor speaker
	
	
	


3 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Estimate # of survivors (3 months before)
	
	
	

	Order survivor mementos

· Medallions, or purple sashes, or t-shirts

· Look for a corporate sponsor for items
	
	
	


2 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send invitations to Survivors
	
	
	


1 Month Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Send invitations to Survivors
	
	
	

	Coordinate with Entertainment for Bagpiper or whatever entertainment is planned
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Prepare survivors list of names, years survived, and type of cancer to be called out
	
	
	


Week Of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Finalize survivors list of names, years survived, and type of cancer to be called out
	
	
	

	Plan survivors lap with “There Is No Finish Line Until We Find a Cure” Banner leading the way
	
	
	

	Set up survivor registration procedures, including getting contact info (including e-mails)
	
	
	


Day of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	See Day of Event Survivorship Checklist
	
	
	


Follow Ups After Event

	Item
	Who?
	Target Date
	Status

	See 12 months before event!
	Committee Chair
	
	

	Event Critique meeting
	Committee Chair
	
	

	Send Thank You Notes to Survivors, including invitation to join the committee if appropriate
	Committee Chair
	
	

	Utilize Survivors to send other Thank Yous
	
	
	

	Send Participant Evaluation Forms to all survivors
	
	
	


Recruiting Survivors

	Things Every Successful Event Should Do:
	Complete?

	Ask everyone you know.
	

	Post flyers in churches, newspapers, and local Doctor’s offices.
	

	Contact your area hospitals
	

	Challenge each team to recruit a survivor for every year they have attended Relay
	

	Invite your local cancer support group.
	

	Attend local cancer support groups and personally invite survivors to the event
	


Involving Survivors

	Things Every Successful Event Should Do:
	Complete?

	Ask Survivors to be on a committee.
	

	Enlist Survivors to be part of the entertainment.
	

	Have a survivor read survivor’s names during survivor lap if your event is small enough
	

	Have a survivor tell their story before the Luminaria service or during the Survivors Reception or in the Opening Ceremony
	

	Have survivors thank the teams 
	

	Have survivors write thank-yous to sponsors
	


Recognition Of Survivors

	Things Every Successful Event Should Do:
	Complete?

	Remember to Thank your survivors throughout the event
	

	Have a survivor’s reception, if possible sending a personal invitation to them
	

	Give Survivors special parking
	

	Get Purple sashes or t-shirts or some unique recognition for survivor
	


Luminaria

	Things Every Successful Event Should Do:
	Complete?

	Ensure Luminaria forms and envelopes are made and in team captains packets
	

	Ensure Luminaria are mentioned at Team Captains Meetings
	

	Arrange for all items on DAY OF CHECKLIST for Luminaria
	

	Ensure you have a Luminaria Chair who will coordinate Luminaria setup the day of the event
	

	Line up a lot of volunteers to help with Luminaria, and have them have lighters all night to relight luminaria as they go out
	

	Determine who will lead the Luminaria Ceremony and customize the script (an example is provided in the entertainment section)
	

	Line up music for your luminaria ceremony - see the Darn Good Ideas Directory for some ideas in the file 

http://www.acsrelay.org/Darn_Good_Ideas/12-Music_Suggestions_For_All_Ceremonies.doc
	

	See http://www.acsrelay.org/Darn_Good_Ideas/ 12-Luminaria_DGIs.doc for ideas on how to set up luminaria, keep them from burning out/down, etc.
	

	Ensure that you have enough sand for your luminaria:

2 paper cups of sand per bag (8 oz, or half pound, since 16oz = 1 lb) – basically, each 50 lb bag of sand should do 100 luminaria.
	


Checklist For Day Of Relay (Things To Remember To Do The Day Of The Event!)
SURVIVIOR, SURVIVOR RECEPTION, AND VIP TENT

	
	SURVIVOR
	
	

	______
	List of survivors
	______
	Survivor buttons

	______
	Survivor forms
	______
	Survivor gift (T-shirt forms or carnations or whatever)

	______
	Flowers/ centerpieces
	______
	Scissors

	______
	Sashes
	______
	Volunteers

	______
	Ribbon/safety pins
	_____
	Passes to VIP tent

	
	
	
	

	
	VIP TENT
	
	

	_____
	Serving tables
	_____
	Table cloths & skirts

	_____
	Chairs
	_____
	Food & beverage

	_____
	Invitation List
	_____
	Corp. recognitions


LUMINARIA

	
	LUMINARIA
	
	

	______
	Cash box
	_____
	Plastic to set bags on

	______
	Luminaria forms
	_____
	Pens and Marker

	______
	Bags & candles
	_____
	Labels

	______
	Sand & scoopers for filling bags
	_____
	Matches/butane lighters (ASK TEAMS TO BRING THEM TOO) – the Grill lighters work very well for this

	_____
	Volunteers to sell luminaria
	_____
	place at track to fill/set them up

	______
	help light
	_____
	prepare bags

	______
	Volunteers to fill and place bags
	_____
	Volunteers to light luminaria
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