[image: image1.jpg]Action for Education
FLORIDA ASSOCIATION OF COLLEGES FOR TEACHER EDUCATION

==
T lction for Education





How to Set Up and Prepare for Your Meetings 
with Your Legislative Delegation

1. Plan to attend the FACTE member briefing on March 14th.
At this briefing, we will review talking points for your meetings and answer any questions you might have.

2. Try to schedule meetings with your Representatives on March 15th between 10:00a.m.-4:30p.m.

3. Learn about your State Legislators
Who are your State Senators? Who represents your district in the Florida House? What is their party affiliation? What are their Committee assignments?  Determine the answers to these questions and determine how they affect your concerns.

To determine who your Representative is, visit: http://www.myfloridahouse.gov

To determine who your Senators are, visit:  http://www.flsenate.gov 

4. Prioritize Meetings

We recommend setting up meetings with your legislative delegation.  You may also want to meet with Representatives from neighboring districts, particularly if your institution serves residents of many congressional districts. If any members of your delegation serve on any of the following committees please MAKE THEM A PRIORITY:

House: K-12, Post Secondary Education, Schools and Learning, Policy and Budget Committees
Senate:
 Education Pre-K-12, Education Pre-K-12 Appropriations, Higher Education, Higher Education Appropriations Committees
5. Requesting a Meeting

Before making a verbal request for a meeting, it is a good idea to make a formal request in writing by facsimile.  (A sample letter requesting a meeting is available.) Include a cover sheet with the request letter.

6. Meeting Request Follow-Up

After submitting a meeting request via facsimile, it is important to follow-up on that request with a phone call.  Call the office of your Senators or Representative, identify yourself, where you are from, the university you are with and the organization you represent (FACTE).  Ask the receptionist to direct your call to the scheduler.  When you are connected, again identify yourself and your affiliation.  If the scheduler is not available, leave a clear, concise message.  An example of a conversation would be:

“Hi, my name is <<X>>.  I am the Dean of the college of education at <<university>>.  I am following up on a scheduling request I faxed earlier requesting to meet with Senator/Congressman <<X>> when I come to Tallahassee on March 27th.  I would like to talk with him/her about the teacher preparation program at my institution and the initiatives we have underway to meet today’s demands for new teachers.  I am also interested in XXXXX  Is there a time the Senator/Representative (or the staffer handling education affairs) would be available to meet with me?”

7. Determine Meeting Logistics  

Tell the staffer if anyone will be attending the meeting with you.  Establish a time and place to meet. Keep in mind most meetings are scheduled in 15-minute increments.  Thank the staffer and tell him/her you are looking forward to meeting.    

8. Realize Meeting May be With Staff Person

Realize that you may be meeting with a staff person, not the legislator. The scheduler may tell you this when you first set up the meeting; don’t sound disappointed – staff are the ones really doing the work!

9. Have “Leave Behinds” Prepared

Before you go into the meeting, it is important to prepare “leave behind” materials.  These materials should provide a good overview of your teacher preparation programs, highlighting initiatives that you are especially proud of.  This is an opportunity for you to inform your delegation how your program is meeting the demands of today’s PK-12 schools. If you receive state funds, be sure to describe the grants you have received and the impact they are having. Short, to-the-point materials are most effective, as Members and staff do not have enough time to read through long documents. 

Information that would likely be useful to legislative offices includes:
· How many new teachers your programs prepare each year in shortage fields, such as math, science and special education.
· What methods are you employing to gauge your candidates’ performance through K-12 student achievement? 

· How you partner with K-12 schools to ensure that new teachers have the “hands on” training they need to be effective in the classroom

· How you partner with colleagues in schools of arts and sciences and/or engineering

· How you prepare new teachers to work with diverse learners, including minority students and students with disabilities

· How you prepare teachers for hard-to-staff schools, including urban and rural schools

· How you work with schools to support new teachers through mentoring, induction and retention programs

· How you utilize technology and distance education

· How you have revised your preparation programs to meet the demands of No Child Left Behind, particularly in relation to the “highly qualified teacher” mandates.

10. After the Meeting: Follow Up                                                                                                                          Always follow up a meeting with a thank you note and any additional information you may have promised during the meeting.  The best way to send information to Hill offices is via fax or email.

11. Good Luck and Have Fun!
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