
How to Conduct a Community Forum 
 

Purpose: To mobilize the community to action regarding legislative issues which impact the 

social and emotional well-being, health, safety and overall care of those residing in long term 

care facilities. 

 

Suggested Audiences: 

 

• Facility Staff 

• Residents 

• Resident’s Families and Friends 

• Interested Members of the Community 

• Community Leaders 

• Area Legislators 

• Members of the News Media 

• Other Area Professionals from Nursing Facilities, Assisted Living and Residential Care 

Facilities, Home Based Care Agencies, etc. 

 

Grassroots Forum Planning: 

 

1. Form a planning committee. 

2. Set the focus of a Grassroots Forum. 

3. Reference the legislation you are focusing on (provide a general overview, brief description 

of each proposed piece of legislation and the position to be taken on each) 

4. Determine audience: Select those audiences most affected by the proposed legislation. 

5. Select and author method of notification of selected audience: 

 

 • Mail or email letter of invitation. 

 • Make personal phone calls. 

 • Prepare advertisement for local newspaper. 

 • Distribute flyers and handouts. 

 • Post on social media if applicable. 

 

6. Determine speakers/presenters. 

7. Set agenda for meeting (refer to following sample)  

8. Plan environmental set-up (refer to following sample) 

9. Prepare an information packet to include: 

 

 • Agenda. 

 • List of speakers/presenters with brief biographical information on each. 

 • Legislative proposals and background information. 

 • List of area legislators with addresses and phone numbers. 

 • Sample of letters to legislators. 

 • List of department heads and titles. 

  

 



Sample Environmental Set-up for Grassroots Forum: 

 

1. Welcome poster at building entrance…outside weather permitting. 

 

2. Welcome Table: 

 • Table attended by staff member greeting those that enter. 

 • Poster (on easel) with directions to area of meeting. 

 • Sign-in on registry. 

 • Provided “My Name Is…” tag. 

 • Given Information Packet. 

 

3. Set-Up Meeting Space: 

 • Arrange tables and chairs to enhance view and best use of space. 

 • Assign department heads to specific group or section of guests. 

 • Refreshments in several locations…avoid clusters/congestion. 

 • Department heads/hosts with special name tags. 

 

4. Format of Meeting: 

 • Socialization period led by department heads, etc. 

 • Program presentation. 

 • Questions & Answers in small group with presenters and department heads. 

 

Sample Agenda for Grassroots Forum: 

 

Agenda – January 2015 

 

10:00 – 10:20   Sign-In…Socialization 

10:20 – 10:25   Welcome by Facilitator 

10:25 – 10:30   Introduction of Department Heads 

10:30 – 10:35   Introduction of Speakers 

10:35 – 10:50   First Speaker 

10:50 – 11:05   Second Speaker 

11:05 – 11:15   Closing Comments…Administrator 

11:15 – 11:45   Q & A in Small Groups 

 

 

How to Conduct Facility Tours 
 

As you know, facility tours are an effective way to educate legislators about the services you 

provide in your community. A well-planned tour leaves a legislator with a better understanding 

of you, your employees, your residents and your business. It also sows seeds that may very 

important when a legislative decision about long term care is about to be made. Here’s a simple 

outline for planning a facility tour: 

 

• Contact the legislator’s office first to obtain several dates that may be feasible for him 

or her; then follow up with a formal letter of invitation. 



• Set aside the necessary block of time in your calendar (all morning or all afternoon) and 

notify your staff and residents well in advance of the tour. 

 

• Post notices in your facility so that staff, residents and family members are aware of the 

tour and encourage their support and participation. 

 

• Schedule some meet and greet time, either before of after the tour, to allow your 

employees and residents to meet the legislator. This should be an organized group 

meeting to maximize time. 

 

• Decide who will lead the tour – the Administrator or other members of senior 

management are good candidates. Be sure that specific supervisors are prepared to briefly 

explain the operations of their areas. 

 

• Determine whether there is enough time to offer light refreshments. 

 

• Prepare a brief facility profile and fact sheet on your issues so the legislator leaves with 

pertinent information about you. These documents should provide the most important 

economic and community impact messages about your facility and its services. (For 

example, number of employees and residents, services provided, staffing challenges, 

etc.). 

 

• Send a press release or involve the media at your discretion. 

 

• After the tour, ALWAYS send a thank you letter and offer your expertise to the 

legislator on future issues pertaining to long term care. 

 

A Word About Coalition Building: 

 

In general, legislators want to please a many voters as possible, and alienate as few as possible, 

by their actions. While they may look to you for advice on long term care, they will also 

appreciate knowing that there is broad-based support for your issues. This is where coalition or 

stakeholder building is important. 

 

Coalitions can be a formal alliance or, more often, an informal one that joins groups together for 

a common and specific purpose. Coalitions can be permanent or assembled on an as-needed 

basis. While coalitions are helpful in advancing joint issues, it is important to note that members 

of a coalition don’t always agree on every issue. In most instances, coalition members recognize 

the extent to which they agree and when they must part company from the group. 

 

MHCA participates in several state coalitions that have been successful in advancing 

long term care issues. Over the years, these coalition members have included other provider 

organizations, consumer advocates, educators and concerned long term care employees and 

family members. 

 



To build coalitions on long term care issues at the local (facility) level, you may want to consider 

the following groups: 

 

• Physicians, nurses and other health professionals; 

• Residents – both yours and other resident advocacy groups; 

• Other long term care facilities; 

• Senior Citizen groups; 

• Local business leaders; 

• Family members; 

• Employees; and 

• Civic Organizations such as Rotary, etc. 

 

Remember, when you help legislators generate constituent support for their positions, you gain 

their attention and succeed as a grassroots lobbyist. 


