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THIS GUIDE WALKS YOU THROUGH THE CONSIDERATIONS, DETAILS, 

AND HELPFUL HINTS TO KEEP IN MIND WHEN PLANNING AN EVENT FOR YOUR 

LEGISLATOR AT YOUR COMMUNITY. ONCE YOU’VE READ THROUGH THESE 

INSTRUCTIONS AND DECIDED ON THE TYPE OF EVENT YOU WILL HOLD (VIRTUAL 

OR IN-PERSON), PRINT OUT THE CORRESPONDING QUICK CHECKLIST AS A 

HANDY REFERENCE WHILE YOU PLAN YOUR EVENT.

Grassroots
Event planning
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Before Your 

1

  Is it Virtual? 
l Coffee with Constituents – a virtual coffee hour with your legislator and residents. This will be a very 

informal event and a chance for relationships to grow. 

l A virtual townhall – This is a more formal option. If you want your residents to learn about current 

legislation that is impacting them, this is for you! The legislator will be able to talk about current 

legislation or state budget issues and answer your residents’ questions. Do you have civically engaged 

or politically minded residents? This is the event for them!

l A virtual celebration for a resident’s birthday – If you are already having a celebration in your 

community room for a resident’s birthday, why not invite your legislator? (Via Zoom of course!) 

  Is it In Person (but socially distanced)?
l Lunch with My Legislator – Have a small group of residents or team members meet outside with the 

legislator to have a socially distanced lunch and get to know each other. 

l Chit Chat with Constituents – an outdoor tailgate/townhall where the legislator can spend time 

talking with and answering questions from their constituents.

2
  Visit their website
l www.assembly.ca.gov

l www.senate.ca.gov 

  Find out what issue areas are important to them

  Find out if they have supported legislation, events, or initiatives 
that have helped your community or senior living in general. (Ask CALA! Email Maddie: maddie@

caassistedliving.org)

Decide on the logistics of the event:1

Learn more about your legislator:2

event 

mailto:maddie%40caassistedliving.org?subject=
mailto:maddie%40caassistedliving.org?subject=
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  Contact your legislator’s District Office to make the invite  
(rather than the Capitol office) 

  Use the template in the “Sample Communications” section 
 of this workbook to send an email invitation to your legislator

Send the Invitation3

Follow up with the District Office4
  THIS IS THE MOST IMPORTANT STEP! When you follow up on your   

      invitation, it does two things:
l It creates a personal connection between your community and the legislator. This allows the 

legislator and their staff to put a person behind your community, instead of an email/invitation. It builds 

rapport.

l It solidifies the invitation and begins the process of communication to confirm the event.

  When calling the District Office, remember to:
l Identify the “who, what, and why” of your call

 Who are you – Your name and your title

 What is your organization – The name and location of your community

 Why are you calling – Invite the legislator to an event your community is hosting 

 If it flows naturally, be sure to include how many constituents reside in your community

l Confirm the date and time of your event with the scheduler

l Ask if the legislator will be bringing/including any additional staff members with them for the 

event. More likely than not, the legislator will bring one additional staff member. 

 It is important to get this information so you can prepare for the right number of guests 

 The number of people attending your event will allow you to plan speaking time, introductions, 

and agendas
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Confirm the event with your legislator’s office6
  48 hours—or two business days—before the legislator’s scheduled visit, 

call your contact (most likely the scheduler) in your legislator’s office and confirm the legislator’s visit 

  Be sure to:
l Virtual Events: 

 Confirm where to send the Zoom link

 Confirm timing and briefly go over the schedule of the event

 Ask if the staffer has any questions

l In-Person Events: 

 Ask how many people from their office will attend

 Tell them where to park

 Confirm social distancing/COVID-19 protocols 

 Give them a brief, short overview of what will happen 

    when they arrive/the event 

 Ask if they have any questions 

l In General 

 Tell them how excited your community is to host the  

    legislator

Prepare your residents, team members, families, and yourself! 5
  Send an announcement to team members via email to let them know that a 

legislator will be coming to your community or attending an event virtually

  Post flyers around your community to let residents and their families know of the 

legislator’s visit or event 

  Prepare nametags, packets, talking points, fact sheets, and other general 

information to give the legislator and their staffers
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  Your Community: 
l During the event, be sure to talk to residents and team members as you tour

l Remember that “the personal is political” and that personal stories are the most impactful when 

talking to legislators  

l Point out the unique, innovative aspects of your community. What makes your community special?

 Is it the residents? 

 Is it the way you have handled the COVID-19 pandemic and the grace and compassion of 

    your team? 

 Is it your programs and activities?

l Discuss success stories. The goal of this is to, again, showcase how your community benefits the 

legislator’s constituents.

 What has allowed Susan to thrive at your community? 

 Why is Bill, who has Alzheimer’s disease, so successful in your memory care program? 

 Why do Mary and her friends gather in the game room every Tuesday and Thursday?

 Do you have a team member who has gone above and beyond recently? Talk about them.  

 What roles do your team members play in the care you provide? 

l How you’re managing through COVID

 Hero team members

 Impact of earlier isolation on residents and how we’re all working to avoid that again

 Impact of vaccines

l Give your legislator CALA’s Assisted Living in California fact sheet. Contact Maddie for a copy.

l Let your legislator know that you (and CALA) are available as resources for them. You are happy to 

answer any questions, concerns, or comments

 Remember, if you do not know the answer, you will find it and get back to them.

  Your Legislator:
l Ask about them!

 What is keeping you busy in Sacramento right now? What are you focusing on?

 What do you see as the biggest issue that will come about in the upcoming legislative session? 

 Have you experienced Assisted Living/Memory Care/Continuing Care Retirement Communities 

before? 

 IF YOU ASK ONE QUESTION, ASK THIS ONE! And let CALA know about their experiences 

    or impressions (maddie@caassistedliving.org).

Talk About1

During Your event 

mailto:maddie%40caassistedliving.org?subject=
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  Before the end of the day, email your legislator and the staff that attended 
the event to thank them for their visit. In your thank you letter, be sure to 
include:
l The answers to any questions that the legislator asked (or that you’re working on it)

l Photos that were taken at the event

  Hear from your residents and team members:
l Did they enjoy the event?

l Do they have any questions about the event?

  Ask the legislative staff:
l Do they have any questions?

l Do they have any photos that you do not have?

l Do they have any feedback for you?

  Let CALA know how the event went:
l Email maddie@caassistedliving.org with any specific questions or feedback

 Is there a memorable interaction you want to share? Do you want to share what issues the 

legislator was passionate about? Were there any lasting impressions? Feel free to share any 

general information or stories that were important from the event.

l Fill out the debrief survey 

l Send maddie@caassistedliving.org any photos you would like to share for our social media and 

photo library

Send a Thank You Letter1

Get Feedback2

Check in with CALA3

After Your event 

https://www.votervoice.net/CALA/Surveys/7399/Respond
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Virtualevents 
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virtual
Event FAQ

In order to ensure that the virtual event runs smoothly, there are a few steps you 

should take:

1. Make sure your community room TV has webcam capabilities

2. Invite your residents who do not feel comfortable enough to use Zoom on 

their own to the community room

3. Test all equipment at least 24 hours in advance to avoid technology issues at 

the event

HOW DO I SET UP ZOOM FOR MY RESIDENTS?

WHEN SHOULD I SEND MY LEGISLATOR OR GUESTS THE ZOOM 
INVITATION?

IF I AM HOSTING A VIRTUAL TOWNHALL, SHOULD I ASK FOR RESIDENT AND 
TEAM MEMBERS QUESTIONS AHEAD OF TIME? OR SHOULD WE HOST A Q&A 
SESSION?

You should send the Zoom invitation out to your legislator/guest 24 hours 

before your event. 

Be sure to send the Zoom invitation out to your residents, team members, and 

families 24 hours in advance as well. The more attendees, the better. 

It is suggested that you take questions ahead of time to ease the stress of the event. 

However, if you decide to have a Q&A period, make sure to have a moderator 

To collect questions ahead of time, place a question bucket at your front desk where 

residents can write questions down for the legislator, or send residents an online survey. 

The term “host” does not necessarily mean event lead; it can also mean technical 

lead. It is always a good idea to have a few technical “co-hosts” who can 

work together to handle the technological side of the event. You should 

designate one or two technical leads to let people in from the waiting room, help 

with logistics (such as the mute or camera buttons), and answer any technical 

questions. You should also designate an event host or moderator, most commonly 

the Executive Director or a senior team member.  

WHO SHOULD BE THE HOSTS OF THE VIRTUAL EVENT? 
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  Decide on what type of event you will be hosting

  Pick a date and time

  Contact your legislator’s district office to invite them to attend
  Find your legislator:

 www.assembly.ca.gov

 www.senate.ca.gov

  Use the sample template to invite your legislator

After confirming with your legislator, begin to advertise with your community
  Post flyers

  Use the sample template to email team members, residents, and families 

  Create an RSVP survey that includes emails, names, and phone numbers

  Put out a questions box around your community and/or send out a questions survey

48 hours before your event:
  Set up a Zoom link

 Waiting Room

 Chat 

 Cohosts

  Pick a team member or two who will be technical co-hosts and handle the waiting room and chat

  Use the sample template to send out a final email reminder to residents

  Use the sample template to confirm your legislator’s attendance with their office

24 hours before your event:
  Send your legislator the Zoom link

  Send residents, team members, and families that have RSVP’d the Zoom link

  Send an email to all of your team to invite them if they have time

  Test your Zoom link with your cohosts to make sure it functions properly

30 minutes before your event:
  Make sure all support team—cohosts, host, and any other helpful 

       personnel—are on Zoom to get everything ready to go

  Test your technological capabilities 

10 minutes before your event:
  Begin letting guests out of the waiting room

SHOW TIME!

Virtual Event Quickchecklist

http://www.assembly.ca.gov
http://www.senate.ca.gov
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4:00 PM 
TOWNHALL WITH SENATOR SMITH

30 Minutes Before the Event

The Event Starts!

10 Minutes into the event

25 Minutes into the event

45 Minutes into the event

50 Minutes into the event

1 Hour from Event Start

10 Minutes Before the Event

All event hosts, and your Executive Director (if that is not you) join the Zoom event to 

work out all technological assignments.  

You can assign cohosts, muting capabilities, check microphones, etc.

Begin letting participants out of the waiting room and into the Zoom event.  

Begin the event:

l Introduce yourself as the host and explain the structure of the event 
l Introduce the Legislator and give a quick background
l Introduce the agenda:

 Legislator will speak and give brief remarks

 There will be a Q&A period with pre-submitted questions. If you have any new questions, 

    you can put them in the chat box and we will do our best to try and answer them.

 Stick around for the group photo

Legislator speaks and gives background

The legislator will begin to take questions. Ask 2-3 pre-submitted questions on topics that have been 

agreed to by the legislator (the goal is an interested and responsive conversation; no “gotchas”). 

Closing remarks from the host and a group picture

Thank the legislator for their time and see if they have any closing remarks

Event ends

Virtual Event
sample
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In-Personevents 
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In-Person
Event FAQ

l Make sure to have extra masks and hand sanitizer handy and ready to go.

l Use clear signage to mark one-way flow of traffic, seating locations, six-feet 

distance, and directions in general. 

l Set up seating in a socially distanced arrangement before the event so 

attendees know where to sit. 

l Use clear signage to indicate proper COVID-19 mitigation techniques. 

HOW DO I MAINTAIN PROPER SOCIAL DISTANCING?

WILL MY LEGISLATOR SHOW UP?

HOW MANY RESIDENTS AND COMMUNITY MEMBERS SHOULD ATTEND 
THE IN-PERSON EVENT? 

l Legislators have busy, ever-changing schedules but that does not mean that 

you are not an important constituent. Chances are, if you have confirmed the 

legislator’s attendance with the scheduler, your legislator will be there.  

l When you are confirming the event details with your legislator’s office, be sure 

to tell them where to park, when to show up, who to ask for when they arrive, 

and any other logistical items that are important to know. 

l Some legislators may prefer a virtual event over an in-person event. Keep in 

mind that you may have to shift your event format to fit their comfort levels. 

l That depends on your space, social distancing capabilities, your comfort level, 

your legislator’s comfort level, and logistics.  

l If you plan on hosting an outdoor townhall in a parking lot, the attendance 

capacity is higher than if you were to have an outdoor lunch event.  
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  Decide on what type of event you will be hosting
l Is it a casual meeting or is it a structured outside townhall?

  Pick a date and time

  Contact your legislator’s district office to invite them to attend
  Find your legislator:

 www.assembly.ca.gov

 www.senate.ca.gov

  Use the sample template to invite your legislator

After confirming with your legislator, begin to advertise with your community
  Post flyers

  Use the sample template to email team members, residents, and families 

  Email community organizations (rotary clubs, book clubs, schools, social organizations) that would 

       be willing to participate 

  Find a physical staging location 
l If it is an outside townhall, pick an open space or parking lot

l If it is a casual coffee/lunch, find a socially distanced seating area

24 hours before your event:

  Send a final reminder to residents, team members, and families

  Call the legislator’s office to confirm attendance and ask if they have any questions

1 hour before your event:

  Set up signs directing people to the event 

  Set up stage, tables, AV, and anything else you made to maintain 

       social distancing regulations

10 minutes before your event:

  Place team members around the event to help direct traffic, get 

       people situated, etc. 

SHOW TIME!

In-Person Event Quickchecklist

http://www.assembly.ca.gov
http://www.senate.ca.gov
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Communications
sample 
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Dear [ASSEMBLYMEMBER/SENATOR] [LEGISLATOR’S LAST NAME],

On behalf of [COMMUNITY NAME], I would like to invite you to [EVENT]. Celebrations like birthdays 

and anniversaries are exciting events here at [COMMUNITY] because it gives our community a chance 

to showcase and honor our residents. The event will take place at [DATE/TIME]. At the event, you will 

have a chance to meet the residents, hear from our team members, and so much more. Please allow for 

up to an hour, with flexibility, to celebrate and interact with our residents. 

Again, it would be an honor to have you at [EVENT] on [DATE] at [TIME]. I am looking forward to 

hearing from you soon.

Best,

[NAME]

[TITLE]

[COMPANY]

Dear Residents and Team Members of [COMMUNITY],

On [DATE] we will be hosting [LEGISLATOR] for [EVENT]!

The event is open to all [COMMUNITY] residents, team members, and family! This is a great chance 

to interact with our [SENATOR/ASSEMBLYMEMBER] and ask questions.

[EVENT TITLE]

[DATE]

[START TIME] – [END TIME]

[LOCATION or ZOOM LINK]

If you have any questions, please let [EVENT COORDINATOR OR HOST] know at [EMAIL].

We look forward to seeing you and [LEGISLATOR TITLE AND NAME] on [DATE]! 

Best,

[COMMUNITY] Leadership

SAMPLE EMAIL INVITATION 

to Legislator

SAMPLE EMAIL INVITATION 

to Residents, Team Members, and Community

Invitation
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YOU: Hi, [STAFFER NAME]! My name is [YOUR NAME] and I am from [COMMUNITY NAME]. Last 

week, I invited [LEGISLATOR] to my community for [EVENT] and I wanted to follow up with 

your scheduler. Is [SCHEDULER/CONTACT NAME] available?  

STAFFER WILL RESPOND 

       IF YES – THEY WILL TRANSFER YOU

SAMPLE FOLLOW UP

call

Follow-Upcall
AFTER STAFFER ANSWERS AND INTRODUCES THEMSELVES:

SCHEDULER ANSWERS – They will introduce themselves and ask about the event

YOU: Hi [SCHEDULER NAME]! I know you are probably busy coordinating the legislator’s schedule 

but I wanted to touch base with you about an event we are having here at [COMMUNITY] 

on [DATE] at [TIME]. We would love it if [LEGISLATOR] would join us.  

SCHEDULER: Thank you for the invitation, I am sure [LEGISLATOR] would be honored to join the 

event. I have to check their schedule and get back to you.  

YOU: I completely understand, [LEGISLATOR] is very busy. You can either call or email me with any 

further questions or to confirm attendance. My email is [EMAIL] and my phone number is 

[PHONE]. Thank you again for taking the time to speak with me. Have a good day! 

IF NO – LEAVE A MESSAGE

YOU: Hi [SCHEDULER]. My name is [NAME] and I am with [COMMUNITY]. I recently invited 

[LEGISLATOR] to [EVENT] and I wanted to follow up. The event is on [DATE] at [TIME] 

and we would love to have [LEGISLATOR] join us. Please feel free to reach out via email 

or phone if you have any questions. My email is [EMAIL] and my phone is [PHONE]. We 

hope to see [LEGISLATOR] at [EVENT]! Have a good day!
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Dear Residents and Team Members of [COMMUNITY],

REMINDER: We will be hosting [LEGISLATOR TITLE AND NAME] on [DATE] for [EVENT]. 

[EVENT TITLE]

[DATE]

[START TIME] – [END TIME]

[LOCATION or ZOOM LINK]

If you have any questions, please let [EVENT COORDINATOR OR HOST] know at [EMAIL].

We look forward to seeing you and [LEGISLATOR TITLE AND NAME] on [DATE]! 

Best,

[COMMUNITY] Leadership

Dear [ASSEMBLYMEMBER/SENATOR] [LEGISLATOR’S LAST NAME],

Thank you for taking the time to visit [COMMUNITY] and meet with our residents. It was great to 

see how excited our residents were to see you at our community. [INSERT A MEMORY THAT STUCK 

OUT TO YOU]. 

Again, it was great to have you visit. As always, if you have questions about our community, have an 

event that would be of interest to our community, or would like to visit again, please let me know. It 

was an honor to have you visit [COMMUNITY].  

Best,

[NAME]

[TITLE]

[COMPANY]

SAMPLE REMINDER EMAIL

Residents, Team Members, 
and Community

SAMPLE THANK YOU

email

Email

Email

reminder

thank you
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