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Panelist Prep Packet


Preparing Policymakers for a Positive Experience
Your policymakers – your panelists – are really the linchpin of your town hall. Ultimately, the goal is to engage them in the issues, hear their perspectives and gain their commitment to help in the short- and long-term. 
You also want this to be a friendly, positive experience that allows them to show their concern about the issues and desire to find solutions. 

That’s why it’s so important to properly prepare policymakers to participate in the town hall. Doing so will help them become familiar with the issues so they feel comfortable participating on the panel, but prepping is also a great opportunity to inform them about your issues and work in the community.  

We suggest you prepare a Panelist Prep Packet to be given to participants as soon as possible after their participation is confirmed. In addition to sending the Prep Packet, offer to schedule an informal prep session several weeks before the town hall either in person or over the phone. In any case, panelist prep offers an opportunity to continue building relationships with policymakers that can last well beyond the town hall. 

[image: ] F5 Tip: Combine your panelist prep session with a site visit 
Hold your panelist prep session at a location you plan to highlight during the town hall. This will make the issues real and the preparation more meaningful – not to mention that during the town hall policymakers can say they saw the program first hand. 


What Would a Panelist Prep Packet Look Like? 
Choose your materials wisely – concise and compelling is most impactful. You don’t want to overwhelm panelists with so many materials that it’s difficult for them to identify the most critical information they need to know for their successful participation. So look for overview materials that are visually pleasing with concise, compelling information. 

The following materials can be included in your Prep Packet folder:

Right Side: Information about the Town Hall 

Town Hall Event Information
· Confirmation/thank you letter that:
· Reviews the event set-up and outlines issues to be covered
· Is clear about when the event will start, how long they will have to speak, what the expectations are (prepared vs. audience questions, First 5 Pledge Cards, etc.), and who you hope to have in the audience
· Includes contact information for the person who can answer further questions about the town hall and the issues, including day-of contact
· Agenda that lists all of the other participants, including expert presenters and panelists 
· First 5 Pledge Card for policymakers

Town Hall Issue Information
· First 5 Issue Papers (double-sided) on each town hall issue:
· Front side: State level issue paper
· Back side: Corresponding local level issue paper
· First 5 Talk. Read. Sing.® Brain Development Card (double-sided in English and Spanish)
· First 5 Association fact sheets on each town hall issue
· Issue-specific panelist questions
Left Side: Proposition 10 and County Commission Information
· Background on Proposition 10, the Children and Families Act of 1998, and county commissions 
· Information about your county commission and grantee partners. For example: 
· Highlights from your annual report
· Fact sheets that provide an overview of your stand-out programs
· Highlights/personal stories from grantee partners or families about issues or programs
· Contact information for the person who can answer further questions about your county commission

[bookmark: _GoBack]You can find samples, templates, and “how-to’s” for each handout above throughout the Toolkit. See the “Event Structure,” “Participants,” “Planning,” and “First 5 Policy Tools” sections for more detailed information. 
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