Memorandum

To:
Allies
From:
Liz Ryan, Campaign for Youth Justice

Re:
Site Visit Toolkit for visits to juvenile justice programs, community-based alternatives to detention and incarceration programs and adult jails for Members of U.S. Congress and staff


We are asking organizations and individuals in States across the country to organize events for Members of U.S. Congress and their staff to visit youth participating in juvenile justice programs, community-based alternatives to incarceration programs or housed at adult jails.  

The purpose of these events is to raise policymakers’ awareness of youth in juvenile and criminal justice programs and facilities and to encourage them to help protect these youth by becoming leaders in reforming the juvenile justice system.  For federal legislators, the major vehicle for juvenile justice reform is the Juvenile Justice and Delinquency Prevention Act (JJDPA).  The JJDPA was first passed in 1974 and most recently reauthorized in 2002.  Due to be reauthorized in 2007, the current JJDPA reauthorization bill is now 4 years overdue. Reauthorization legislation has not yet been introduced during this congressional session. For more information on the Act, please visit www.act4jj.org.
In this packet, you will find the following documents to help you prepare for and implement a successful visit.  Please feel free to modify any of these documents to suit your specific needs.

· A step-by-step guide to carry out a successful visit;

· A sample proposal letter to submit to the program/facility;

· A sample invitation letter for the elected official;

· A sample media advisory to invite local media to cover the event; 

· A sample press release to be issued after the event; 

· Sample thank you notes for facility staff and the elected official; and

· Recommendations for the reauthorization of the JJDPA.

We look forward to working with you on this project before the end of the year!  

Sample Steps and Timeline

Program/Facility Visit for Federal, State, and Local Elected Officials 
Initial steps:

· Identify and contact a nearby community-based alternative program or adult jail that would host an event (see sample proposal letter)

· Contact the scheduler or district director in the district office of your area’s Member(s) of U.S. Congress 

· Identify additional local leader(s) to attend, present, and help coordinate the event 

· Choose the date and time for the event

Follow-up steps:

· Contact the program/facility to obtain rules about permitted outside items (i.e. is outside food permitted?) and to identify any potential problem areas

· Identify the type of event you would like to have (i.e. meal or activity with youth, class visit, facility tour, etc.)

· Send a formal invitation to the Representative’s scheduler (see sample invitation letter)

· Meet with the individuals participating in the event and locally involved groups to discuss the purpose of the visit (i.e. what parts of the system would you like to highlight)

4 weeks out:

· Confirm with the Member of Congress that media will be invited

· Identify any materials that may be needed for the event  

· Identify and contact local organizations or corporations that may be willing to donate to the event (i.e. pizzas for a meal, notebooks for a class visit)  

3 weeks out:
· Gather any materials needed for the event
· Contact facility to ask for any additional specific instructions, including dress code
2 weeks out:

· Finalize the media notice and press release 

· Create specific agenda for the event - who will speak when, when the elected official is arriving and who is meeting him/her

1 week out:

· Send out the press advisory (see sample press advisory)

· Check in with the facility a final time to ensure that all is in place and ready to go

Day before event:

· Call local media to remind them about the event and to inquire whether they will cover the event

· Pick up any last-minute materials and ensure logistics are in place for anything arriving the day of the event (i.e. food)

Day of event:

· Send out press release (see sample press release) immediately following the event

· Be sure to take your photo ID and no potentially hazardous or dangerous materials/objects

Follow up - after the event:

· Send thank you notes to individuals and organizations who contributed and/or helped make the visit a success, including the elected official who participated in the event (see sample thank you notes)

Sample Proposal Letter to Submit to the Facility

Facility Visit for Federal, State, and Local Elected Officials 
[Date]

[Name, Title

Facility name

Facility address]

Dear [Title Name]:

Thank you for speaking with me about hosting an event with the youth at your [program/facility].  I am writing to officially request access to [program/facility name] on [date and time] to host an event.  

The event will consist of [insert description of the event].  The following individuals will be attending the event [insert names of participants and titles].

Please let me know if you need any additional materials or if you have any additional questions.  Thank you!

Sincerely,

[Name] 

[Organization]

Sample Elected Official Invitation

Facility Visit for Federal, State, and Local Elected Officials 
[Date]

The Honorable [Name]

[Position]

[Address]

Dear [Title Name]:

I am writing to thank you for your continued commitment to our area’s youth and to invite you to attend an event taking place on [date].

The event will take place at [program/facility name] and will include a meeting with youth who are involved in the justice system.  Each year, juvenile courts handle an estimated 1.7 million delinquency cases and the daily census of youth under age 18 who are incarcerated is 97,000. An estimated 250,000 youth have their cases processed in adult criminal court each year and, on any given day, an estimated 10,000 youth under the age of 18 are inmates in adult jails and adult prisons.  Unfortunately, these numbers run contrary to findings by the Centers for Disease Control and Prevention’s Task Force on Community Preventive Services and the Office of Juvenile Justice and Delinquency Prevention that show that trying youth as adults contributes to increases in recidivism and crime. [Insert any relevant State statistics.]
The visit would also come at a critical time as legislation to reauthorize the main federal juvenile justice law – the Juvenile Justice and Delinquency Prevention Act (JJDPA) – is currently due for reauthorization in Congress.  For more than 36 years, the JJDPA has provided direction and support for juvenile justice system improvements and significantly contributed to the reduction of juvenile crime and delinquency.  It is critical that Congress act soon to ensure that efforts to improve upon current law are successful.

The event will consist of [insert event description here].  We would welcome your involvement by having you visit the facility and [put the specific request here, i.e. eat a meal, participate in a class]. 

Please let me know if you need any additional materials or if you have any additional questions.  Thank you for your consideration and we look forward to working with you to arrange a successful visit with these youth.

Sincerely,

[Name] 

[Organization]

Sample Press Advisory

Facility Visit for Federal, State, and Local Elected Officials 
***MEDIA ADVISORY***

CONTACT: 
[Media Contact Name]



[Organization’s Name]



[Media Contact Phone Number]

 
  [Elected Official’s Name] Visits Local Youth in [Program/Facility Name]

WHAT:
[Title and name of elected official] will visit youth [participating in program 


name/housed at facility name]. 



The purpose of this visit is to [insert event description].  

WHO: 
[Elected official] will be joined by the following community members and 



juvenile justice experts:  [name other participants].  



[Elected official] will be available to speak with the media directly following the 



event.

WHEN:          [Date]



[Time]

WHERE:        [Program/Facility name]

                        [Address]

For additional information on this event, please contact [organization name and contact information].

Sample Press Release

Facility Visit for Federal, State, and Local Elected Officials 

FOR IMMEDIATE RELEASE


CONTACT: 
[Media Contact’s Name]

[Date of Press Release]





[Organization’s Name]










[Media Contact’s Phone]

[Elected Official’s Name] Visits Local Youth in [Program/Facility Name]
[City, State] - Today [Title and name of elected official] visited youth [participating in program name/housed at facility name].  During today’s visit, [elected official] [insert event description].  

Each year, juvenile courts handle an estimated 1.6 million delinquency cases and the daily census of youth under age 18 who are incarcerated is 97,000.  Many confined youth have committed non-violent offenses and can be rehabilitated.  However, researchers estimate as many as 250,000 youth have their cases processed in adult criminal court each year.  On any given day, an estimated 10,000 youth under the age of 18 are inmates in adult jails and adult prisons.  This data runs contrary to the Centers for Disease Control and Prevention and OJJDP have actually contributed to increases in recidivism and crime.  [Insert any relevant State statistics.]

[Insert quote from official]
[Elected official] was joined by the following juvenile justice experts and members of the juvenile justice workforce:  [name other participants].  

At the federal level, the major vehicle for juvenile justice reform is the Juvenile Justice and Delinquency Prevention Act (JJDPA).  The JJDPA was first passed in 1974 and most recently reauthorized in 2002.  Due to be reauthorized again in 2007, the current JJDPA reauthorization bill is now  4 years overdue.  For more information on the Act, please visit www.act4jj.org. 

Sample Thank You Letters

Facility Visit for Federal, State, and Local Elected Officials

ELECTED OFFICIAL
Dear [Title Name],

On behalf of [organization name], we would like to express our sincere thanks for your recent visit to youth in [program/facility name].  We deeply appreciate you taking time out of your busy schedule to make a difference in the lives of these youth.  Thank you so much for helping ensure that these youth were not forgotten during the holidays.  [INSERT FOR FEDERAL ELECTED OFFICIALS: We also encourage you to support/cosponsor the Juvenile Justice and Delinquency Prevention Act and work towards its passage by the end of the year.  We look forward to working with you to continue to protect these youth and make our communities safer.

With Gratitude,

[Name

Organization name]
PROGRAM/FACILITY
Dear [Title Name],

On behalf of [organization name], we would like to express our sincere thanks for your help in organizing the recent visit of [elected official]. This event would not have been possible without your support, so thank you for working with us to make a successful event.  We look forward to working with you on other events with youth in your facility.  Again thank you very much.

With Gratitude,

[Name

Organization name]
CONTRIBUTORS/PARTNERS
Dear [Name and title],

On behalf of [organization name], we would like to express our sincere thanks for your help in organizing the recent visit of [elected official].  Thanks to your support, we were able to [put accomplishment here, i.e. facilitated a classroom visit and pizza with 30 youth and the elected official].  Thank you so much for helping ensure that these youth were remembered during the holidays.

With Gratitude,

 [Name

Organization name]
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