SCHEDULING VISITS WITH YOUR MEMBER OF CONGRESS
NOTE:  Remember, federal resources may not be used for lobbying, which includes asking that a Member of Congress support legislation to extend funding for the F2F program.  Thus, if you are visiting a Member of Congress (or their staff) in your capacity as an F2F employee, you must keep your conversation strictly educational.  If some of your salary comes from unrestricted funds, and it is okay with the organization you work for, you can lobby in another professional capacity, OR you can lobby in your personal capacity.  In the latter case, you should use your home or cell phone to call congressional offices, leave your personal/cell contact numbers, and use your personal email address.  It is okay to say that you work at the F2F, but stress your personal interest as a constituent parent and, if applicable, someone who benefited from F2F services.  Again, it is fine to visit a congressional office in your capacity as an F2F director/employee, as long as you do not ask that a Member take a position on legislation or funding.  Otherwise, you should visit in your personal capacity or in another professional capacity with unrestricted funds.
First, to find out who represents you in both the House and Senate, and get all their contact information, you can enter your zip code at https://www.contactingcongress.org.  You can also reach any member of the House or Senate ("Member") through the U.S. Capitol Switchboard at (202) 224‑3121.  Here are step-by-step instructions for making an appointment with a congressional staffer:
· Call the DC office: Telephone calls are taken by a staff assistant or receptionist.  Introduce yourself as a constituent and provide the name of your organization.  And ask for the name of the LA (Legislative Assistant) who handles health issues.  If they are not available and you are offered their voicemail, ask if you could get the staffer's email address instead.  If the receptionist will not provide it (many offices have a policy against doing so), ask for the spelling of the health LA's first and last names before being transferred to voicemail. With that information, you can email the staffer after you leave your voice message (see below).  
· If you get through to the staffer: Explain that you are a constituent coming to (or in) Washington DC for a conference and would like to meet. Let them know the dates and times you are available. Briefly explain what you would like to meet about (e.g., policies affecting CYSHCN, the federally-funded F2F in your state) and why these issues are of interest to you (you are a parent, work at an F2F).  Ask them for their email address and whether there is a phone number where you can reach them in case of a last-minute scheduling problem.

· Voicemail message: Same as above but leave your cell phone number and email address (be sure to speak slowly and repeat the information). 

· Email message:  Even if you leave a voicemail message, you should email as well.  State who you are and the purpose of your visit (as above) including all possible dates and times you are available to meet.  Include your home address so that the staff knows that you reside in the Senator’s state/Representative’s district or state.  A sample email is attached. The following are the formats for staff email addresses.  
· Senate Staff = firstname_lastname@senatorslastname.senate.gov -- i.e., tom_jones@smith.senate.gov (staffer Tom Jones working for Senator Smith)
· House Staff = firstname.lastname@mail.house.gov -- i.e., tom.jones@mail.house.gov. 
· Try again if you don’t hear back:  You may need to email or call again if you do not hear back within several days.  Do not be discouraged if the staffer is unresponsive; staffers are usually swamped. 
· Once you get an appointment: Follow up with an email to the staffer to confirm the date and time of the meeting.  Provide your cell phone number in case they need to change the appointment at the last minute (common on Capitol Hill). Attach some basic educational information about the F2F program (see attachments) and about your state’s CYSHCN and F2F. Gather other materials to bring to the meeting. (See “Before coming to DC,” below.)  Also, please email brooke@capitolworksllc.com and megan@capitolworksllc.com to give them information about your meeting.
Additional info about scheduling:
· If possible, visit a Member's office with other people from your state/district. Make sure that all the people from your F2F, state or district ask for only ONE meeting with each office.  (You may need to split up to accommodate schedules if you are visiting more than one staffer/Member.) 

· If possible, schedule meetings at least 30 minutes apart if they are in the same office building, 45 minutes apart if they are in different office buildings on the same side of the Capitol (House or Senate), and 45 minutes to one hour apart if they are on the other side of the Capitol.  Each meeting will probably take 20-30 minutes, and you need time to travel between offices. Plan to arrive at the office building at least 15 minutes before your first appointment in case there is a line to get through security.  Once you are in one of the buildings on either the House or Senate side of the Capitol, you can walk underground to other buildings on the same side without a security check, but if you go outside, you will have to go through security again. 
BEFORE COMING TO DC:  
If you get an appointment, you will need to bring some materials from home. Please remember to bring your business cards, as the typical Hill meeting begins with trading cards.  In addition, bring the following (in rough priority order):


· A fact sheet or pamphlet about your state’s F2F. 

· Some case stories to illustrate the types of challenges families face and how your F2F helps them, and some testimonials if you have them.

· Photos of your children and other children and families.

· Info about your state’s CYSHCN population:

· You can get this info in printer-friendly form from the Catalyst Center website at https://chartbook.ciswh.org/statedata. [To avoid getting too much data, consider filtering by “Demographics” only or by “Demographics” and “Factors Influencing Health Insurance Coverage.”  The “printer-friendly” version can result in many pages.]
· For a simple percentage of the children in your state with special health care needs, see https://www.childhealthdata.org/browse/survey/allstates?q=6546 

If you are not able to put together all the materials mentioned above, don’t worry. You can save some information to send with your post-visit thank-you email.

And last but not least… Bring comfortable shoes for walking the hard marble “halls of Congress.”

BEFORE THE MEETING:
· If you have time, it is a good idea to check the bio and other material on the websites of the Members of Congress you will be visiting to see if they have a special interest in a certain health or medical issue, are in a relevant caucus, or serve on a relevant committee.  Each member has a website at www.lastname.senate.gov or www.lastname.house.gov. (If there are two Members with the same last name, and you get the wrong one, add the first name, e.g., www.kevinbrady.house.gov.)  Or you can access Members’ websites via www.senate.gov or www.house.gov. 

{A sample email message for requesting an appointment 

is attached as a separate document.}
Tips for Conducting a Meeting with Members of Congress or their Staff
(Do not be put off or feel insulted if you have to meet in the office waiting room, or even in the hallway.  Congressional offices are short on conference rooms.)
· Leave extra time before the meeting.  It might take as much as 20 minutes or so to get through security to enter an office building.  (See below about using the tunnels to avoid multiple security checks.)
· Identify a lead speaker for a group.  If more than one person is attending the meeting, decide ahead of time who will take the lead in the conversation (introductions, why you are there), and make sure someone is designated to make any “ask” (e.g., to support F2F funding) if no one else has done so before you are about to leave. 
· Get the staffer’s business card or name and contact information; give them your business card.
· Be aware that the staffer may not have any background information/knowledge.  At the beginning of your discussion, ask the staffer if they know anything about Family Voices, their state’s F2F or the federal F2F program.  Most will not have this knowledge, so be prepared to give a brief overview.  
· Emphasize your most important points early in the meeting.  Staffers usually don’t spend more than 20-30 minutes in a meeting and sometimes get interrupted. 

· Bring information about your state's CYSHCN and your F2F. Materials to bring include pamphlets or fact sheets about your organization and F2F -- data on number of families served, a newsletter, a pamphlet with photos if you have one, a sample of information you provide to families; a page or two of paragraphs describing different family situations and how the F2F helped; information about the number of CYSHCN in your state and their sources of insurance; and documents about legislative issues to be discussed (Family Voices will handouts on issues but you may want to customize them for your state.)
· Make the meeting personal and memorable.  The most important piece of information you can provide is YOUR story and other family stories. Begin with information about your child and family and why you care about the F2F, and relay stories of the people you help at your center.  Keep your comments brief – let the staff member guide you to elaborate if they have the time.  

· Be direct in making your specific request (e.g., to cosponsor a bill), if you have one, but do not expect a direct answer.  Most likely, the legislative assistant (LA) with whom you meet will not be able to make a commitment for their Member on the spot.

· If you do not know the answer to a question, just tell the staffer that you will get back to him/her about it, and/or provide the contact information for the policy team.  (See next page.)

· Thank them for their time and let them know you will follow up. You might want to ask them when would be a good time for you to follow up – “next week, perhaps.” 
· Ask if it would be okay to put them on your mailing list for newsletters, etc.
The 2 most important actions you can take are to –
1. Tell your personal story and that of others helped by your F2F.

2. Follow-up – Email a thank you and reiterate your willingness to provide any necessary information or to be available to answer any questions. After your thank-you email, try to stay in touch to make sure you are on the Member’s radar screen.  (You could send them newsletters, or news stories, or any other information you think might help them to understand what your organization does and the needs of CYSCHN and their families in your state.)











Logistical tips for Hill visits:

· WEAR COMFORTABLE SHOES!!!!  The distances between buildings are greater than they appear on the map, and the buildings are very large, with hard marble floors.  You might also want to bring a water bottle and snack.  (See info about food availability below.)

· Allow time – an extra 20-30 minutes – to get through the screening at building entrances.  Usually there is no line, but sometimes there is a long one.  If the line is very long, and you’re in a rush, you may want to ask a guard how to get to another entrance to the building.  

· Use the tunnels.  All of the buildings on each side (House/Senate) are connected underground, so if you have an appointment in another building, ask someone how to get to the tunnels.  This will also save you from having to go through an entrance screening again.  Note: the House and Senate “sides” are not connected underground.
· The House buildings’ room numbers denote the building and floor of the Member’s office.  The House buildings are Cannon (room numbers in hundreds), Longworth (room numbers in 1000s), and Rayburn (room numbers in 2000s).  The second number denotes the floor.  Thus, an office on the second floor of the Cannon Building will be numbered 2xx; second floor Longworth -- 12xx, second floor Rayburn -- 22xx.    

· The Senate buildings are Russell, Dirksen and Hart.  The room numbers may be preceded by SR-, SD-, or SH- (for Senate Russell, etc.).  The room numbers themselves do not denote the building, but they do denote the floor.  Thus, an office on the second floor of the Dirksen Building will be numbered SD-2xx.  Dirksen and Hart are connected to each other on every floor, and all the Senate buildings are connected underground. 
· Don’t be surprised by how young many staffers are, especially in the House.  Many are not of parenting age, so it may be especially challenging to describe what it’s like to have a child with special health care needs.  You might want to ask if they have any family members or acquaintances who have a disability or chronic illness.
· Refreshments:  There are vending machines and snack bars in all the buildings.  On the House side, there is a food court in the Longworth Building and a cafeteria in the Rayburn Building. For details, see https://thehouse.misofi.net/shopportal.asp?pageid=823.   On the Senate side, there is a large cafeteria on the 'B' (basement) level of the Dirksen Building ("Dirksen Cafe"). Cups & Company, on the 'B' (basement) level of the Russell building, has hot-food and salad bars; the American Grill (a.k.a., Senate Chef), on the 'G' (ground) level between Hart and Dirksen, has fast-food, salads and frozen yogurt).  See https://www.aoc.gov/senate/restaurants for hours and other details.  (Note:  You will not have access to restaurants in the Capitol.)
· Contact info for Family Voices Director of Public Policy:  
Janis Guerney:  202-669-5233 (cell) or jguerney@familyvoices.org
APPROXIMATE TRAVEL TIMES BETWEEN CAPITOL HILL AND AIRPORTS
Below are APPROXIMATE travel times, including likely time to wait for Metro and to walk between House and Senate office buildings from: 
National Airport:  

- via cab:  < 30 minutes (double at morning or evening rush hour)

- via Metro:  probably less, but allow ~ 1 hour for House side; ~1 hour 10 minutes for Senate side (including time to get to Metro stop from airport)

Dulles Airport via cab: ~1 hour 10 minutes (double at rush hour)

BWI Airport via cab:  ~1 hour 10 minutes (double at rush hour)  

There are also two train options between BWI and Union Station, which is about a 10-15 minute walk to the Senate side of Capitol Hill and about a 30 minute walk to the House side.  See http://www.bwiairport.com/en/travel/ground-transportation/trans/amtrak and http://www.bwiairport.com/en/travel/ground-transportation/trans/marc. 
{SEE MAP OF CAPITOL HILL, NEXT PAGE.}
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 means Metro (subway) stop. The color of the nearby dot is the color of the Metro line(s) going to that stop.  
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