
Legislative Visit Toolkit



Your voice matters because decisions about your child’s health and 
well-being are too important to be left solely to others. To help make 
your voice heard as effectively as possible, this toolkit will help you 
prepare for a visit with your legislators. In addition to instructions on 
how to prepare for a legislative visit, we’ve included tips on how to be an 
effective advocate, a quick review of how the legislative process works 
in Colorado and how best to navigate it. All Colorado kids should have 
access to stimulating experiences that let them discover, explore and 
learn. These experiences are especially important in the early years 
because they build the foundation for the learning that follows. That’s 
one of the many reasons why we organized Speak Up for Kids.

1.  Preparing for a Legislative Visit

2.  During the Visit

3.  After the Visit

4.  General Tips for Being an Advocate

5.  Review of Legislative Process

6.  Recommending Reading for Grassroots Advocacy 

Please take some time to review this toolkit prior to Speak Up for Kids. 
We’ll have time that day to address questions and to clarify anything 
that is unclear but will not have time to cover these topics in-depth.

Building a relationship with your senator and representative is one 
of the most effective ways to influence the policy making process. A 
legislative visit is a great way to start a conversation. Through the visit 
you can establish a working relationship with your legislator and put 
a face on the issues you care about. Maintaining communication with 
your legislator throughout the year will help you to become a trusted, 
reliable resource for your elected officials. 
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1. Preparing for a Legislative Visit

Contact your legislator’s office to request a meeting. To determine 
who your elected officials are, visit leg.colorado.gov/find-my-
legislator and enter your address or nine digit zip code. When you 
call your legislator’s office, you may reach the legislator, his/her aide 
or voicemail. Identify yourself as a constituent and let them know 
what you plan to talk about during your visit. (Speak Up for Kids staff 
will work to schedule an appointment for you prior to the event. 
Please note that the fast-paced nature of the legislature could cause 
scheduling challenges, including shortened appointments, unavailable 
legislators, meeting with staff instead, or other last minute changes.)

Learn more about your legislator. It is helpful to know what committees 
your legislators sit on, how they’ve voted on the issues that matter to 
you, and what their particular areas of interest are. Limited biographical 
information and committee assignments can be found at leg.colorado.
gov/legislators. (We have included biographies, including committee 
information, for your state senator and representative in this packet.)

Dress appropriately for the visit. Business attire is generally recommended 
for visits to the Capitol.                                                                                      

Decide what you will say. To ensure that your visit with your legislator is as 
effective as possible, it’s important to know what you want to communicate. 
Identify three key points you want to convey, and build from there. Do you 
simply want to get to know your legislator? Are you providing background 
information on an issue? Are you asking your legislator to support or oppose 
a specific bill? Do you have an idea for a bill that you’d like your legislator 
to consider? Knowing what you want to say will help you to keep your visit 
productive and focused. (For Speak Up for Kids we will provide you with 
talking points on early childhood development and child health as well 
as pending legislation.)

Strategize. If you are visiting your legislator as part of a group, decide who 
will say what prior to your visit. Perhaps one person can provide background 
information, another can tell a personal story related to the issue, and the 
third can make a specific request. Strategizing ahead of time will ensure 
that you make the best use of your time and have the greatest impact. It’s 
also a good idea to appoint someone as a note taker to document what 
your legislator says during the visit. And consider appointing someone to 
take pictures that you can post to social media!

•

•

•

•

•
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2. During the Visit

Introduce yourself. Let your legislator know your name, where you live, 
and any relevant affiliations (i.e. a member association or coalitions). 
Legislators are typically more responsive to the people who live in 
their district, so be sure to let them know if you are a constituent. 

Be brief and concise. Especially during the legislative session, legislators 
are busy with committee meetings, hearings and other responsibilities. 
Therefore, your visit will be most effective if you clearly communicate 
your three key points as early as possible during the visit. Because 
their schedules are constantly changing, a visit that you set for 30 
minutes may turn into a five minute walk to the elevator. You want to 
use those five minutes as effectively as possible. 

Ask for a commitment. This will look different depending on the purpose 
of your visit. If you’re there simply to introduce yourself, then the 
commitment might be for a follow up meeting. If you have a specific 
issue to discuss, ask your legislator to clarify their position on that 
issue. For example, you might ask if they support maintaining funding 
for early childhood education. Other times you may be asking your 
legislator to vote for or against a specific bill or to sign on as a co-sponsor.   

If you don’t know something, don’t be afraid to say so. Establishing 
credibility with your legislators will help you to be an effective and 
trusted advocate. If your legislator asks you for information you don’t 
know, say so, and follow up after your visit. 

Rehearse. It can be easy to get flustered and forget what you want to 
say once you’re the in the hustle and bustle of the Capitol. By rehearsing 
beforehand, you increase the likelihood that you will say what you want 
to say. (Our agenda for Speak Up for Kids includes time to observe 
a mock legislative visit and to role-play your own legislative visit.)  

Create a fact sheet. To remind your legislator what you talked about 
and where you stand on the issue, create a one-page fact sheet to 
leave with them. The fact sheet should be concise and free of jargon. 
Using bullet points will help keep your fact sheet short and concise. 
(We will provide a fact sheet for you at the event.)

•

•

•

•

•

•
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3. After the Visit

Follow up with a thank you card. In addition to thanking your legislator 
for taking the time to meet with you, this is an opportunity to reaffirm 
any commitment your legislator makes during your meeting and to 
provide needed follow-up information. (We will provide thank you 
cards for you on the day of the event.)

Maintain communication with your legislator. Write letters, make 
phone calls, and/or arrange another visit so that your issue stays at 
the forefront of your legislator’s mind. 

Plan additional advocacy on your issue. In addition to legislative 
visits, there are many ways to advocate on the issues that matter 
most to you and your family. At Speak Up for Kids we will provide a 
follow-up toolkit highlighting additional things you can do to increase 
access to early childhood development opportunities and health 
services for Colorado kids.  

Share a personal story. When making policy decisions, legislators 
will often recall a story more readily than they will remember facts 
and figures. While you want to make it clear that your issue affects 
families throughout the state, your personal story may help the 
legislator to understand the issue more vividly.

Don’t attack your legislator or his/her record on your issues. While 
it may be tempting to criticize your legislator for votes they’ve made 
in the past, your conversation will be far more productive if you stay 
positive and polite. Don’t threaten your legislator by saying things 
like “I’ll never vote for you again unless….”  It’s also a good idea not to 
disparage government or politics. 

Don’t use technical terms or acronyms. 
You want your legislator to clearly 
understand what you are saying. Because 
they work with so many different 
issues during the legislative session 
and throughout the year, you can’t 
assume that your legislator will know the 
acronyms that are familiar to you.

•

•

•

•

•

•

Ask how you can be of assistance. 
Even if your legislator supports your 
issue 100 percent, they may need help 
convincing their colleagues to take the 
same position. By offering your support, 
you’re letting your legislator know that 
they don’t have to go it alone.
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4. General Tips for Being an Advocate:

Being an “expert” is not a requirement: It is important to recognize 
that the best advocate is not a slick lobbyist or public policy professional 
who “knows it all.” The most effective advocate is one who believes in 
what he or she is promoting and whose sincerity and commitment to 
the subject are readily apparent. Your expertise and interest in children’s 
issues makes you a trustworthy and effective spokesperson. 

Be yourself: Sincerity, honesty and a strong belief in the concepts and 
programs you are advocating for will come across loud and clear. If 
you are passionate about an issue, you already have the most important 
skill needed to be an effective advocate.

Know your elected official and their contact information: Between 
federal, state and local level representatives, keeping track of who 
represents you can be difficult. To identify your state senator or state 
representative visit leg.colorado.gov/find-my-legislator and enter 
your address or zip code. To identify your state board of education 
member, visit www.cde.state.co/cdeboard. Visit your school district 
website to find your local school board members. To identify federal 
representatives visit www.votesmart.org.
Things to Keep in Mind:

•	 Communicate with your elected officials!  You can write letters or 
emails, call them or meet with them in person.  In order for your 
representatives to represent you well, they need to know what 
you care about.

•	 When you talk with your legislator, remember to address them 
appropriately, for example Representative _____ or Senator _____.

•	 Always introduce yourself when you speak with your elected 
official.  Let them know why you are interested in the issue and 
where you live, so they know they know that you are a constituent. 

•	 Don’t be afraid to speak from your experience.  If you are a parent, 
let them know where your children go to school, what you are 
concerned about and how they can help.  Let them know your 
position and why you feel the way you do.  If you are part of a 
coalition or group, make sure you mention the group you represent 
and how many members your group has. 

•	 Be respectful! It’s important to remember, especially when it 
comes to politics, we are all working to make Colorado the best 
state for our children.  

•

•

•
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•	 Don’t forget, above all else, that your voice matters.  Don’t be 
afraid to speak up and speak out on policy decisions that impact 
you, your family, or your community.

•	 Understand the issue that you are speaking about, but don’t worry 
about being an expert. It’s important to go into a conversation 
understanding where Colorado stands today and how the policy 
could positively/negatively impact kids, but don’t worry about 
knowing every little detail.

•	 Develop a personal relationship with legislative champions. 
You can find out who chairs the committee that is dealing with 
the issue, or talk to the sponsors of the bill.  This information is 
available on the General Assembly website at leg.colorado.gov.

•	 Get involved in the policy making process as early as you can. It’s 
always easier to change a bill or stop something from moving on 
if you get involved earlier rather than later.

•	 Stick with the most critical issues from start to finish, know when 
to get involved in the details and when to rise above the noise. 

•	 Ask for something specific.  For example, “please vote yes on HB 
X,” or “please voice your opposition to X proposal”.

•	 Be specific and brief.  Many legislators do not have a lot of time to 
discuss the issues at length. Hearing from you in a strategic and 
concise manner is helpful. 

•	 Make sure your materials are only one page. It’s helpful to have 
bulleted materials that get to the point and are easy to understand.  

•	 Leave contact information for questions and follow-up. 

•	 Network with others. Educate community leaders, gatekeepers, 
and community members individually to raise awareness and ask 
for support for your issue. It’s always easier to make an impact 
when your voice is amplified by others who feel the same way 
you do! 
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5. Review of the Legislative Process
Brief Overview of the Structure of Government
While it may seem a little silly to get an overview of how our political 
system works, it’s been many years since most of us took a civics 
course.  The following information is intended to briefly remind you of 
the differences between, functions of, and separation between federal 
and state level politics.  

National Politics
The US government is 
split into three branches: 
Executive, Legislative, 
and Judicial. They 
split up the functions 
of the government so 
that not one person or 
group has dispropor-
tionate power. This 
allows for the system 
to have checks and 
balances. The legislative 
branch is made up of 
Congress (Senate and 
House of Representa-
tives); they make the 
laws. The executive 
branch is comprised 
of the president who “executes” laws by enforcing them and creating 
the programs that they order.  The executive branch also manages 
all federal level departments (eg., the US Department of Education). 
The judicial branch ensures that the legislative and executive acts 
are constitutional and settles disputes when it is unclear what the law 
says. The federal government has the power to handle defense, trade 
(national and international), immigration, the post office, copyrights 
and patents, coining money, collecting taxes for the general welfare of 
the state, and creating all laws that are “necessary and proper” to carry 
out the powers it was given. States handle everything else including 
regulating business and industry (although national government does 
to some extent too), crime, education, etc.  Although states possess 
a lot of power, the federal government’s law is the one that has to be 
followed if there is a contradiction between state and federal law. The 
federal government also has power to regulate business across state 
lines, due to its role in protecting the “general welfare.” 

Diagram from: http://home.sjfc.edu/cals/units/dominick/candb.gif
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Colorado State and Local Government Overview
Colorado state government is broken into the same three branches as 
the federal government.  The legislative branch is made up of the 65 
member House of Representatives and the 35 member Senate that 
collectively make up the General Assembly.  House members are elected 
every two years while senators are elected every four years.  Legislative 
districts are intended to include equal numbers of people to make sure 
every vote has the same weight.  This count is updated every ten years 
through the reapportionment process.  A legislative session lasts no 
more than 120 days starting in January.  The governor may call a “special 
session” where the legislators discuss issues introduced by the governor; 
typically they take up issues that are constitutionally mandated by the 
General Assembly, such as balancing the budget.  

The presiding officers in both legislative bodies, elected by majority 
party members, act as the President of the Senate and Speaker of the 
House.  The General Assembly is comprised of committees that focus on 
specific subject areas.  After a bill is introduced, it is assigned to a committee 
for consideration.  After discussion, it may be amended, recommended 
for passage, referred to another committee, killed (referred to as “postponed 
indefinitely” or PI’d), or tabled for consideration at a later date.  The 
General Assembly also appropriates the state’s revenue as well as 
overseeing the operations of the executive branch.  In Colorado, beyond 
the legislature being able to introduce a new law, the public can propose 
a ballot initiative by petition or collection of signatures. Initiatives can be for 
constitutional or statutory amendments. The difference between a statutory 
amendment and a constitutional amendment is that the legislature can 
change a statute (law) in the future, but they cannot change the constitution 
without another vote of the people. 

The executive branch is led by the governor, who is elected every four 
years. The governor is responsible for carrying out state laws, administering 
the executive budget, representing the state when dealing with other 
states or the federal government, as well as outlining an agenda for 
funding state programs. This branch also includes the people and agencies 
who work under the governor including the lieutenant governor, secretary 
of state, state treasurer, and attorney general.  The state government 
consists of 19 executive departments responsible for health, education, 
public safety, natural resources, agriculture, highways, and social services. 

The judicial branch of the Colorado government consists of a state supreme 
court, a state court of appeals, 22 judicial districts, county, and municipal 
courts.  Each of these courts handles different cases depending on the 
level of law that a case concerns. 

The chart on the following page can be found at leg.colorado.gov/sites/
default/files/bill_becomes_law_chart.pdf 8
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6. Recommending Reading for Grassroots Advocacy
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“Take Back Your Government: A Citizen’s Guide to Grassroots 
Advocacy”, Colorado State Senator Morgan Carroll (book)

“NAEYC Advocacy Toolkit”, National Association for the 
Education of Young Children: www.naeyc.org

“Early Childhood Advocacy Toolkit”, Ounce of Prevention 
Fund: www.theounce.org

“Be A Champion for Children’s Health”, Children’s Hospital 
Association and Speak Now for Kids: www.childrenshostpital.org

“You Have What It Takes! A Tool for Identifying Your Skills as 
an Early Childhood Advocate”, BUILD Initiative: 
www.buildinitiative.org

•

•

•

•

•
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Colorado Children’s Campaign
1580 Lincoln St., Suite 420

Denver, CO 80203
303-839-1580

www.coloradokids.org

Clayton Early Learning
3801 Martin Luther King Blvd.

Denver, CO  80205
303-355-4411

www.claytonearlylearning.org

Children’s Hospital Colorado
Child Health Champions

13123 E. 16th Ave
Aurora, CO 80045

720-777-1234
www.childrenscolorado.org
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that they be included in the record.

Who is lobbying for / against bills in Colorado?  You can look up information 
about who lobbies in Colorado, who they work for, how much they are 
paid, and which bills they are lobbying by going to the Colorado Secretary 
of State web site: http://www.sos.state.co.us/pubs/elections/main.htm
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