
 
 

Guiding Questions for State Team Time  
Day One 

 
1. Introduce yourself: Name, Role, Institution 

 
2. Open the google spreadsheet to assist you in capturing when Hill meetings have 

been requested and confirmed.  The spreadsheet includes a step-by-step process 

for requesting meetings with your Congressional leaders.  

 
3. Go to your state on the spreadsheet.  

 
4. Review the Senate office meetings that are scheduled for your state team.  

 
a. If meetings with your Senators HAVE NOT been scheduled: 

i. Designate someone from your state team to request a meeting with 

each Senate office.  

ii. Use the meeting request template when requesting your meeting 

with Senate offices.  

b. If meetings with your Senators HAVE been scheduled: 

Review the day and time of each meeting. Determine how many of your state team 

members can participate in the meeting.  

If the meeting is virtual, determine if a Zoom link or phone call information has been 

provided by the Senate office, or if you are providing the link to the staff.  

If the meeting is in-person, confirm the office room number. 

Identify if the Senator or Senate staff person is participating in the meeting.  

Confirm meetings with the Senate office by sending an email to the point of contact. 

Provide the Zoom link, if necessary. Let the office know how many constituents are 

participating.  

 
5. Review the House office meetings that are scheduled for your state team.  

 
a. If meetings with your Representatives HAVE NOT been scheduled: 



i. Designate a constituent (person in the district) to request a meeting 

with the Representative’s office.  

ii. Use the meeting request template when requesting a meeting with 

your Representative’s office.  

b. If meetings with your Representatives HAVE been scheduled: 

Review the day and time of the meeting and determine how many constituents will 

participate in the meeting.  

If the meeting is virtual, determine if a Zoom link or phone call information has been 

provided by the House office, or if you are providing the link to the staff.  

If the meeting is in-person, confirm the office room number. 

Identify if the Representative or House staff person is participating in the meeting.  

Confirm meetings with the House office by sending an email to the point of contact. 

Provide the Zoom link, if necessary. Let the office know how many constituents are 

participating.  

 
6. Prepare for Senate visits. 

 
a. Identify a state team lead (someone who will introduce the team and close the 

meeting). 

b. Identify who will speak during the meeting. A maximum of four people should 

speak during the meeting. However, everyone from the state team can 

participate. 

  
7. Prepare for House visits. 

 
a. If more than one constituent is attending the House visit, identify the lead for 

the meeting (someone who will introduce the participants and close the 

meeting).  

b. If more than one constituent is attending the House visit, identify who will 

speak during the meeting. A maximum of four people should speak during the 

meeting. However, all constituents from the district can participate.  

 
 
 
 
 
 
 
 
 
 
 

https://secure.aacte.org/apps/rl/res_get.php?fid=4959&ref=rl


Guiding Questions for State Team Time  
Day Two  

 
Craft your state team script by adapting the below format for your Congressional 
Visits. 

 
a. Introduce the state team, AACTE, and your reason for advocating on behalf 

of educator preparation.  

b. Open your pitch by getting the members attention with a statement or quote. 

c. Introduce the Legislative Priorities by starting with one of the legislative 

recommendations.  

i. Make a personal connection: Share how you have developed 

solutions to the policy issue.  

ii. Necessary resolution: Point out the perils of the current 

circumstance, followed by the benefits of the legislative priority to 

both your Member of Congress and their constituents. 

iii. Legislative recommendation: Repeat the legislative 

recommendation on the issue and ask your Member of Congress 

for their position the issue. 

d. Repeat step c for each legislative priority your state team plans to address.  

e. If possible, ask for a commitment from the Member. Ask them what they 

are currently doing on the issue, and how they will help in the future.  

f. Thank your Member of Congress.  

g. Follow up with information such as the Legislative Priorities, specific fact 

sheets the office requests, and other resources 

 
Practice Your Script! 

 

https://higherlogicdownload.s3-external-1.amazonaws.com/AACTE/9462f00f-5abd-d893-aa11-2220152499e7_file.pdf?AWSAccessKeyId=AKIAVRDO7IEREB57R7MT&Expires=1631824291&Signature=LAxNWXuhjF1cXi4%2Fvvj1GMFQR8Q%3D
https://higherlogicdownload.s3-external-1.amazonaws.com/AACTE/9462f00f-5abd-d893-aa11-2220152499e7_file.pdf?AWSAccessKeyId=AKIAVRDO7IEREB57R7MT&Expires=1631824291&Signature=LAxNWXuhjF1cXi4%2Fvvj1GMFQR8Q%3D

