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This nemogpndun ttansnits three Guides 1ntended for use by State and
. areawvide agencies in the development of their water quality nnnegeuent -
programs. The Guides are numbered and titled "Effective Public Meetings,"
."Hbrking Effectively with Advisory Coumittees," and "Effective Use of
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Ihe-e Guides give plannera and. oche: 208 agency staff useful, in-depth
- information about running effective public meetings, making the best use -
of advisory committees, and using sound media techniques. Each is
organized to provide basic practical tips as well as guidance for orga-
~ nizing a public participation.progrtn.over the long term. Thass Guides
.  are. meant to be used as reference materials with'a full range of ‘Sugges-
‘59 fit many specific local eituationa. .

.3¥These Guides conplement the Public Participation Bendbggk for Hhter
-Quality Management, June 1976. Further’ questions Tegarding their use
should be direc;ed to Inez Artico, Office of Public Affairs (755-0720)..
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'ou are c!ﬁrgod with.ptwiding for, o If you agree, this guide mayiglp you ) .o Im ri':any areas, State agencies are less
. encouraging. and assisting pablic 2 make your public meetings better. It well known than their local agency
. participation in water quality management presents detailed guidange on: _ countegparts, making it more difficultto .
planning. Most of you are probably using _» ignite citizen interest. And, sometimes -
advisoty committees, public meetihgs,” ® when to hold and when not io hold a statewide water quality issues seem Iéss
public education etforts, and an public meeting - . important than local problems. State
occasional survey. Many of you are relying : ‘agencies need to be more selectivein
heavily on public meetings as your -, @ howto integrate public ings with their use of public meetings than local "
_ principal means to invoive the public. . other citizen pamcnpahon tecquues . agencies. Still, they do have a use at the
Theorulcally they are the best means to State level, particularly in water quality

reach large numbers of people withvaried ‘o' how to select the right type of meeting planning for nondesignated areas, and

interests at one time. They avoid the . . , ' . even occasionally for statewide plarming:
“elitist” label of most advisory ® howtodesignameetingformatfor ~ Throughout this guide you will note™ -
committees, where membership—and, - different purposes instances where the choices for State
theretore, patticipation—is controlied. On ‘ . . agencies are different than those for local
the surface, public meetings are the ® how to prepate for a public.meeting - Agencies. Whenever there is po
easiest of all citizen perticipation \ “distinction, the guidance applies equally

j - techniques—schedulethem, geta = e howtoconductameehngtoassure 10 both.

. meeting site, publicize them, throw some that you and the participants get the friost This guidé is writtenfor public meeting

- informational rnaenal together andholid’ . outofit . ] ‘planners, |eaders, and moderators—ifrom
them. . . : the inexperienced to the highly

So. . .why a guide on public meetmgs" @ how to useand respond to citizL-'n experienced. The inexperienced should
Weli, there is considerable - comments within the context of your . * find most of the information theyneedto
disenchantment among agency personnel planning efforts. "7 puton effective public meetings. An
and citizens about public méetings. They " annotated bibtiography in the appendix is

 feel they are not effectivéTorums for ° hoﬂtoassessme?\geﬂectlveness provided to help incredse both your
citizen participation. Agency personnel . knowledge and your confidence. The
olten hoid thent as something ““which ® howTo prepare m&as for public experienced shoyild find it a valuable -
'must be done.” The citizen response is meetings. 4 . "refresher course” —helpful in evaluating

w-—-m;m'tostaymy And yet, mast of us . ypur experiences to date and in tryingnew
have attended some public meetings * This guide offers a step-by-stepseries - approaches. All public meeting pianners
which were stimulating and valuable. .- of choices. There is no single, tried and may wish to consider using the Public
Pubhc meetings can be practicgl and . tested public meeting model. What modei - Meeting Checklist (see Appendix).

* useful forums offering pecple the ' you chdose depends on what you wagt o, Before proceeding 16 the Apecific
opportunily to become better informed . accomplish, citizen inferest, timing, J -7 guidance, it seems appropriateto. . .
andtocunmemanwb;edsplaced : availablefunds.thenaturedtheuasu o -

. betorethem lfevmonomblocmus be addressed, and your own wi ngn S defmepubhemeehngs—to&ssure
- valuable, the impllcdm is that they all / Sto respond to rticip§its in’a meeting that both the author ang the reader are |
can be W they. . formet. So, thig guide propases choices talkmg about the same }hltpd .
. ' L for each step in the public meeting . v
- nodeawdyused‘mlywtmm development process. The choices your ~. . .summarize requiregnents offe U.S.
| olherdman perticipation technique make are less importantthanyour Environmental Protection Agenéy(EPA) as
) w&ﬂdwurkaswdl. understanding of the reasons forthem'and 1o when-public meetings must or. should
. . the¥ proable effects. be heid, and )
. .are fully integrated with other citizen /‘I'hemrmfmthlsgunda 15 citizen ' R v "
perticipation techniquss andwith water participation in State and ansawi water . . .summarize EPA requirements for )
q.nlnymnagemut planning, and \quality management planning. Fc. .ne . public meeting development and conduct .
most past, it will be useful to both State . whenever they are held.

~ -

- areuw/devalopedandmlomcﬂo " and local agencies. However, State

’ﬂtaspec:ﬁcsmmlon . agenciesdohavepublicmeeting . e .- K
- . ) _ pmblumpeuﬂnartomv&stpeople‘ T T . o
E C - . are unwillihgof @ to travel long : . -
m . L . distmcutoa te-sponsored meeting. 8 - . : ‘
L S ) /"\\ N . . -

‘ ' Lo, N . - * 1 - .
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Public Meetmgs
_Defmed

public meeting nsmyagencr
assembly of persons, open

to everyone, heid to /nform and/or invoive _

the public in the formulation of a pian.

A public Mm is a formal and highly

- structured pu ic meeting. The public
includes all i Is and organizations,
other than the sponsoring agency,

possibly affected by or having an intesast
in the planning process and its products.

;/ ; )

-

=

4

*

<3 Formal (i.e., public meetings or -

_ planning process—40 CFR 130.40(a).

WhentoHold
a Public Meeting -

E PA éntend_s that public meetings and Cond UCt?
including hearings be
important parts of a continuing program of

’
citizen participation in water quality EPA

management planning. EPA’s intentions .
are found in its rules and regulations for* 1 informational materials concerning -

this process. The réquirements are: »-public meeting subjectsare to be
K . provided at the earliest practicable times

¢ ataccessible locations—40 CFR 105.4(a).

“Requirements
For Development

futes for public
meetings are.**

1 An opportunity for public meetings or -
hearings at key-points in the planning

prooess—-40 CFR 131 20{aX1). 2 Agencies must have arrangerﬁents to

provide technical and information

2 Stae-conductad public hearings for assistance to public groups—40 CFR

review of water quality standards at least 104.4(b)." :
once avery three-years—40 CFR ) . R ]
3 Agencies rRust maintain a current list of

130.17(a).
- + interested people and organizations for |

meeting notification and distribution-of

hearings) public participation prior to any ‘materials—-40 CFR 105.4(d).

* substantive pi revus:onHO CFR T , v
131.22(d). "4 Anotice of each hearing or public

meeting must be well publicized and ",

* mailed to interested or affected people
and organizations'as soon as the meeting
is scheduled. if it is a hearing, notice must

4 Public meetings or hearings for
potential designation of areas and
_agencies for water quality planning in a
" State—40 CRR 130. 13(dx3)(l-u)

. the hearing date—40 CFR 105.7(d).
5 "Appropriate” pubhc participation -
(which might include public meetings) .5 The location and time of public hearings

pnor tp Wm of a State’s com'nu"-‘g should consider travel.l;lardship -
accessibility by public trinsportation, and

assurance that a cross-section of citizens
will attend—40 CFR 105.7(e).

?

6 Information to be discussed ata ~ .
- .- - hearing must be available to the public for
@ reasonable time prior to the meeting. If .
the‘information is complex, a summary
_ Fact Sheet must be prepared and
. dnstrlbuted—40 CFR 105.7(f).  °

~

7 The notice of a public heanng must
contain the meeting agenda, a time
schedule, and any rules to be,imposedon
- - those testifying—40 CFR 105.7(g)3

Public hearing witnesses should be

. scheduled in advance to permit all to @

- - : / testlfy Consideration should be givento
. eveéning and weekend meetmgs—40 CFR

’ ' 205.7(h). .

ANy

- ) 9 Public{earmg witnesses need only

' identify themselves (i.&., no qualifications
are required). Witnesses may be redunred
only to submit for the record one copy of
their statements—-40 CFR105.7(i).

: \ * Code of Federal Reguiations, Title 40, SubdwapterD
] 9 Parts 130 ahd 131 Navermber 28, 1975.
I Codod’Fedeml Regul::%@ntlew Pant 105,
R . . Augus123, 1973 A
’ = b ] - o

~. be mailed at least 30 calendar days before



THE PLACE

‘OF PUBLIC

MEETING

. Pﬂcmmwmm

themgeives, but part of a continuing
mmmdpdmmmscmﬂ
discusses the piace of public meetings in
that program, specifically.
® Mmmﬂdnholdmbhcmm
. andwhen not?
"o Whutypasdwbhcmoetirmm
there?
® Houdounynldetoounfpmsdm
dtbsnmuplﬁmm"?

¢

When
Should We Hold
- Public Meetings?

most obvious answer is Whenever
they are required. EPA says that a
public hearing should be heid whenever
the opportunity for a pubtic hearing is
remlred by PL 92-500, and in other
"appropriate’ instances, if there i is
significant citizen interest. When in doubt,
continues EPA, hold the hearing (or at
least provide some other opporfumty for
citizen participation).
Consider holding onewhenever ..

ywmtomformpeopleorclearup
mnmdusundlngsonammportampand
the plan,

. .you want people's comments to be
heard by athers with similar or opposing
views,

.you want people wnth dlﬂerent pomts
dvuew to discuss their opinions in order
to mcreaset!mrandyour understandmg. '

.you wam to reach and fisténtoa

Iarger number of people_than members of ‘

advisory committees, and/or
.

. .one or more issues have reached the

-’ point where several different interests

would like a meeting for information and
discussion.” - .

10

s

‘When Should

We Not Hold
Public Meetmgs”

"l'here are at least four situations where
you should reject a public meeting: .

First, don't hold a public mesting when
your purpose is primarily public
education. News releases, newsletters,
fact sheets, speeches, slide shows,
motion pictures, and personal
appearances on radio and television wﬂl
work just as well. ;

Second, don’t hold a meetmg ifitis
unnecessary to fiave comments from each
person or interest graup heard by all\l '
others. This is especially true at the start
of a planning process when youwant <
recommendations about what should be
studied. Personal interviews,
corresponder'\ce. teiephone -
conversations, and discussions with *
representatives of a single organization -
are likely to result in better information. 7

Third, don't hold a public meeting when
there is insufficient time to consider
seriously what is said before youmust

~ make important pian decisions. Generally,

you should schedule such a meeting at

_least 30 days before a decisionpoint. f

you cannot meet such a schedule, the
publi ic is better served t by distributinga .
summary of those decisions andto rely on-
the comments you received in other
citizen participation forums {e.g., advisory
committee meetings, Survgys, interviews,
and correspondence).

Fourth, dont hold it when you have
nothing new or nmportagt to pr N
There are times in any planning oc&csm
which information gathering and analy’sns
would not interest many people. If it is
important to maintain Litizen interest
during these **dead"” periods, the use of
newsletters, speeches, and ather public
appearances is more appropriate.

-
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What Ty
of PUbllC Meetlngs
Are There?

"rhe(e are both informal and formal
public meetings, depending on the’
meeting atmosphere you want to create.
- There is a wade variety of formats to
facilitate meeting presentations and
discussions (detailed in

Chapters 2 and 3).

Informal Public Meetings

ms for people tq talk over and argue
varnous points of view are, by definition,
informal. While they have structure ’
an agenda, leacerstup, aschedule :n¢
issues 10 cover). the primary criterse.:.
that an informal meeting puts people at *
ease. Informal meetings may be for any
number of people, but shouid provide the
flexibility to break up into small
discussion groups. ‘ :
Meeting Purposes
While the primary purpose of informal
public meetings is to encourage

discussion and even argument, they may _

also be usefut to clarify information. In
water quality management planning.
informal meetings may be appropnate
during -

°

1 the development of the Work Plan

2 mm phases in the planning pr}cess

sOch as establishing goals and'objectives.

identifying and designing alternatives for
proieds and management, assessing
nding the tinal plaf.

Meeting Structure Vs :
Informal meetings are organized around
four basic principles. First, theyare
structured only enough te encourage

discussion. Second, napartucupam \

comments are considered fi fal and
definitiye unless the.speaker says so.
Third, participant consensus on anv issue
is neither expected or sought. Fourth,
some form of record is made and |
maintained. (See Chapters 2and 4).

Formal Public Meetings _
Forums for large numbers of peopie (50 or
more}—to present or Clarity information
and/or to hear testimony representing
definitive positions—are, by definition,

formal.
2

Meeting Purposes

Within the water quality management
planning process, formal public mestings
may be appropriate:

1 to introduce and stimulate interest in

‘the planning process - .

2 toinform people and clarify issues prior

to another formal public meeting held to
hear comments and testimony

3 prior to decisions at critical points in
the planning process, such as near the
conclusion of each of the planning
phases.

-

Meeting Slructure

Formal rr- vetnngs are«amzed around
several basic prirciples. First, they are -
structured to permit everyone to express
fully his or her position. These meetings
generally followrigia agendas and have

How Do Public
Meetings Relate to
Other Parts of the

Contlnuung Citizen
IPfr“tlm pation

rogram?

blic meetings do not corﬁpose a

citizen participaticn program Sucha |
program should have advisory :
committees, public educstion efforts, -
surveys, and public meetings: The .~
effectiveness of each element can be

greatly enhanced if supported by the
others.

Advisory Committees

- EPArules and regulations for water quality

management planning require that the
planning agency be advised by a policy
committee which includes representatives
from the public. In addition, gPA
encourages establishing another advnsory
committee—of citizens. Some agencies
have also set up a third committee .
especially to advise on technical matters.
While detailed guidance on advisory
committees is provided in 208 Guide No.
2, there are suggested principles for
advisory committee l"elatnonshnp to publnc
meetings.- 3

First, either the policy or the citizen
advisory committee should approve, and,
if possible, help with the planning and
conduct ot each’public meeting. As
representatives of organizations or
interests, committee members add a
valuable perspective to judge whether,

when, and what kind of a roegting is

#néeded. i ~
Second, policy and citizen advisory -
.committee members should attend and be

highly visible at all meetings (for example, /

ad rénsmg theplan |

F)
3 cons_ideration of highly visible, .
-controversial. and/or unresolved issues. 3

rules for the presentatior ant! receipt of
information. Second, ali comments are
considéred definitive unless the speaker
indicates otherwise. Third,-participants’

> - communication with each otheris largely. ¢ -

St

< ' o hmited to questions and answers. Fourth, preslndmg. making presertations,
EPA rules for public meetings and mvolvreatrr:engti::ll ass:j)rre?;l::‘gznxnl{s
_ hearmgs are followed. Fifth, for. meetings - te are considered. that resentatnons
- . held to réceive comments and testimony, P
. . . averbatim record is made and are‘snnpie and ees:ly undelfstood. and
g maintained (See Chapters 3and4) their presence will emphasize the
) . ) TR T importance of the sessiof*to the
! . .
SR i Meeting Format ~ ' pa;‘%cxsa{ﬂ s'h | advi
. L Formality need not mean dullness. There - -gersescho’::?ataten':?;y ;t;rlnar'r:ttee
’?‘3_ . are many format'_s inctuding the traditional

. . . . ) hnical points to facilitate
public hearing the information meetifig, technical points to !

the forum, and the coitbquy. These are ungerstanding and discussion. '
. ' _ described i Chapter 3 - Fourth, both policy and citizen admsory ’

. . - ) .

- <
. . . ’

RN -

. .
¢

4 ' - )




committes members should encourage
the people they represent 0 attend.
Finally, the comments received at each
meeting should bs presented at the next
mesting of the policy and citizen advisory
committees for discussion and
recommendations. ]
Public Education Efforts
- Stimulating, timely, and well-placed
information is.necessary to assure well-
atténded public meetings and to publicize
the results. Agency staffs in citizén
participation and public affairs
coordinate their efforts. Suggestions for
publicizing mootmgs are presented in
cmxmzms The 208 Guide No. 3on.
media relations provides more detailed
guidance on effective public education

-Surveys .

In a citizen pannupmnonpfoofafﬂrandom
surveys are occasionally conducted to
identify the goals and values, determine

. awareness-and understanding of water
quality issues and the planning process, -
obtain selected factual data, or test

" alternative plan solutions. In addition,

. sotmeagencies have used an elite type of
survey—the Deiphi Panel. Thisis a group -
dupensselddedtormtvaamssue
responding to a series of questionnaires’
mluggtdanswmwhrchothetsmve
given. .

i you use surveys. * you should use the
questions and responses as public
meeting issues. Because you cannever |
be sure that participants represent all /J
community interests, sutvaysarevaluable
tovd-cheorrdmercummusmame

meetings. Survey results are important

. urlunmmameumgstoplace
comnentsmpetsoedw&

*For most nstances of Gata Gathenng { more
qmwmammmu@:m
s mquirement is imposed by the Officeof -
and Budget. Agencies should consult -
with their sppropriste EPA Regiongl Coordinetor
m‘mm .

-d

INFORMAL
PUBLIC

MEETINGS

is section diecusses the design,
prepamion and conduct of informal _

<
‘The Design
' Selecting the
Meeting Theme and TOplCS

There arerseveral criteriatduse in
selecting meeting topics. First is the time

.available. The tendency to cram too many
topics into tgo short a period, often resuits
- in participant frustration. An informal -

meeting-should last no more than three
hours and should cover only one topic— .

defined narrowly enough to permit 0®

participants to discuss two or three
questions on that topic. If you cannot so -

confina the agenda, you should cons-def ]

scheduling additional sessions.
Second, the topic should be tumely,
appropriate to the planmng phase ‘*
currently undetway. Moreover; because
full disgussion is a principle of informal -

public meetings, you must sehedule them -

sufficiently in advance of when decisions-
are made to permit ful! consnderatlon of
comments. . . R

Third, the participants should consmler
the topic important. Test their interest by
discussing it with members 3f the policy

" and citizen advisory committees and with

representatives of'groups likely to be * -
concerned with the issues. If you find little

" interest, consider alternative methods

such as advisory committee discussion,
personal interviews, and surveys, of
redefine the topic.

Topic Examples

The list of potential top:cs’ is Iong '

¢ Idenmymg and ranking water quahty
problems

) Rellating water qual ity problems and
goals to the commiunity’s other problems
and goals

® Using water quality managemem to

. pursue other community goals (e.g.. in

growth, recreation, anrqualnty)

® Assessingthe impact onthe’
community of employing alternative water
pollution control technologies
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. & Assessingthefi nér'i;:ia'l impéct onthe -
community and its individual residents by
nmplemem:ng altematwe water qualrty

. management projects .-' T _ .

-

® Assessing the capability of 'anem'ative
water quality management agencies o .
implement the plan (&.g. financiat . .

- capacity, practicability, managerial’

- capacity, responsiveness, &nd

_accountability to the public) 3

., ® Assessmg alternative ways, tcﬁfmance

< : . State program. -
@ Determining the desired uses ot -
sparticular bodies of water ; L
o N Selecting

® Setting target dates-and'schedules for '
pollutionabatt_emm o L

® Assessing the sdcial. economic, and
environmental impacts o‘l alternative plans:

0

® Discussing speqflc issues such as
extendingSéwer trunk lines:into an area.
locating fand disposal sites and sewage
treatment plants

- 7\_..‘

~

" ® Discussing the basic assumptions

behmd technical anatyses (for example,

pOpulanon grth pfO]ECtIOI"S)\ ., ;
. :

if you are a State agency-andg,re
consxdermg a public meeting od
_ statewide issues, orient your t
- «local water quality probtems (in &hearea -
-~where the.meeting is held) reiateﬁ*the s _
e bompellmg reason to try something atSe.

a Mesting Format

There are many ways to structure an
informal public meeting, but thxs qui o .
summarizes only the most common
formats. If you want to experiment, consult
"= aprofessional i in group discussion
dynamics, perhaps at a local university.
There are several factors to-tonsider in

_ —- selecting a meeting format. First is the-

time available. Complicated meeting

(Minimize l.nforrna

to how S gathermgs they may view new and

simple format, unless you have a

~ . . +

v ‘\The Workshop : SN

P Themostcommomnformal pubhc

agénda is three~pan:

~

o rneetmg format is the wagrkshop. its

o

structures are not approprnate foratwo-to-
. three-hour period Second, the structure
should permit maxnmum dlSCUSSIOﬂ

uniess you feel that participant knowledge
water quaiityimprovements _ .. - ""is low.) Third, you need to know how much
experience participants'have had in such
_meetings. If people are usedtoinformal

- innovative formats as manipulative. Use a

1 An opemng sessuon for all pamc:pants.
* 15tg 30 minutes; for a description of the
- meeting purpose and presentation cf
information necessary for discussion.”

LS .
w2 Discussion sessions, 60 to 90 minutes,
in which participants break up into small

, Some Specialized Terms _ | .

The'layman may lind some unlamiiar technical terms in this
gmde Here are a tew with a brief explanation of how they origi-
natect -

Charrege - This term s used by, spec-alxsts n pubhic meetlngs
ta describe an informal session or senes of meetings where a’
group must resolve a specmc question within a given iime.

The. word means “cart™ in French and onginaled with

'arcr'ltecnue studenis in Paris who were assugned in teams to

desxgn pro;ects uncier pressure of adeadiine Wheén the compie-

tion date arnved. the unversity would send a cart to the student

Quaner 16 prck up therr project scale models Gradually the word
“charrefte” came to mean a team effort in a rﬁeehng. to reach a

solutton to a queshon by a certain deadline

Samoan Circle - This phrase s used to describe a Iarge

. gathening wriere pammpams in @ room can express their views

“alter being seated in'turn at a central tables They normaily le/:we

s the table atier _speaking to make room for others.

The nventor of this expression Lorenz Aggens of the North-
easrem flinows Planning Cormmission, said he comed it one day

based on his {ecollection’of a popular book about South Sea
islanders, not necessarily from Samca The'natives used to sail
their outrigger canoes to an island for periodic tritral meetings
and confer while seated in a large circle After several days,
many natives would grow restless and leave after naming deleg-

‘ates 1o represént them in a smaller circle. Today the Samoan

4

- Circle technique is usefﬁl in meetings where no moderator is

present
Delphi Pane! - Qriginally Delphi referred to the place where the
oracle of Apollo ‘inancient Greece foretold the future.

The modern phrase was populatizedin the 1950's by the F\‘and

'Corporatnon whose “Project Delphi was an Air Force-spon-

sored study to estimate the probable effects of a nuclear attack.
The technique involves the use of questionnaires to obtain a
consensus of opinion from a panel of experts apout some future »
event or problem. The method of forecasting is now.wrdely used’
in govemment -and industry ‘to study problems in defense, -

'science, and other areas. .

E
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groups to tatk over various poiiits of view
- onthe questions asked. :

~
-

3 Aclosing session for all participants.
approximately 30 minutes, to hear
summaries from all discussion groups.
‘You can organize workshop discussion
- groups in many different ways. The most ,
‘common format is for each group to deal
~ with the same topic and questions in the
same order. This is.most appropriate when
il participants share an equal interest in
. ali the questions. ) :

A

.y
3,

.\ Athird variation is to physically rotat
% each discussion group. Periodically, the

.

-

A second variation is to make an
absolute division of group discussion
responsibilities. Group one would discuss
only the tirst question, group two the

second, and so on. P
le

~ group fMoves to a new spat, but the.

moderator and resource people stay inthe »
same place. While this " ‘musical chairs’™
takes time away from discussion, consider

it when expert guidance is needed to :

guide discussion and there are too few

Avariation is to give each group .. experts to sit in each group. .
different discussion priorities. For = . . . .
exampie. if there are three questions to be . The Conference . ‘

" discussed. group one might discuss them -

in1, 2. 3qrder; group2in2, 3,1 order,

is format is -

_ At critical stages in the planning p\;ocess.

think about a day-long meeting. It permits
more extensive presentation of -

_ information and discussion. It atso allows

?

iffer consideration of fnore topics and
agenda of que: questions. But use the conference
participant trust'each other and the. _ " sparingly, few people will give many tull
agency permits a division of - days to discuss water qUality managemen
responsibilities. A issues. N - .
- . AR S ’
e . ~ = &

Conferences combine education and '
+ discussion. There are several formats:

The lecture/discussion—Speakgrs
and/or audio/visual presentations are
made in the moming. with discussion in
small‘groups in the afternoon or alternate
lectare and discussion throughout the

. entiregday. . - o :
The panelldiscussionl'\n the
education portion of the mesting, a panel
“of experts from different professionsor
~ representing different points of view
discusses the topics and questions
followed by a small group discussion.

. The symposium/discussion—in
presenting information to the participalts.
experts speak to the full assembly onth
topic. A question and answer period
- follows each speech or after all.the

presentations are made. Small group
discussion follows; with the experts

. participating. .

-

The No.gnin_al Group '

i if the primary purpose of the

Some Workshop Innovatiohs

p is to assure that all

e
The Samoan Circle

When the groupv is large

./'
and the subject so controversial that no

3!

citizen ideas are identified and ranked according to importance.
~ the nominat groug might be considered. The format does not
. permit dsws-on?orher than to clarify). assuring that no one will
domimate the discussion and that everyone has the opportunity
to, list his concems withiéut chailenge or judgment.

Each member of the group is given a skt of blank file cards and
asked to list one idea (in response to the question) on each
card The group moderator then goes around the room, asking

_ each particppant to express one idea which is writtenon achart ~
. or blackboard This process continues until all ideas‘, are’

Each member is then asked to review the group's list of ideas
and. on a card., list the ten most important iq him in priority order.
~ The moderator again” goes around the room, asking each
participant to state his most important idea. repéating this
process until each member has stated his ten most important
ideas. .
The pnorities are tabulated o obtain a group sense of what.is
most important. o : e

>

. ‘people are reluctant to_break up into smaller groups, cons{‘d

- else. if an individual desires to speak and there is no vacant

_left at the table or until a previously agreed-upon closing time.

one would be accepted as @ disinterested moderator,’ and
er
the Samoan Circle - The meeting room chairs are set up in
concentric circles. In the center—the smallest circle—is a ro_qnd ' ‘
table with five or six chairs. Anyone may speak, but todosohe .
must come to the table and take a seat ce
The individual may then join the discussion. make a state-.
ment. ask a question support or refute Ll.he position of another at
the table. or try 1o raise a new topic. When an individual is
finished. he Jeaves the table and his place is taken by someone .

chair at the table, he stands behind ope of the people seated
and takes his place once the individud is finished. People may
return to the table as often as they wish. . ) : . .

The Samoan Circle discussion continues until there is no one

Yy .

-
&

N
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The Charrette . . X © Y SE ALK . .
- - : L Denicimut Subgroyupe, usullly 10 98l he task Charrettes
s -In most informal putfnc meetings. Yoy only toexpectthe  have hgen n to'iast _frunw's":oaaétz ac;fs" !but that Ras usually
to discuss and debate ideas. The time ls'\wO!\h"’1 ions (Thet is . Deenig o 8 comPiete (it Simple) plan ang.implegentation
grougi lo reach consensus or make . WB ot the ~ Strategy In'weter Qualty Management planfing. a two-1o three-
> the task of advisory commitiees.) Certain cor¥ when youask  98Y 3ession pe8Ps Ve gucoe e Saturdays: may be suffi- ’
planning process. however, may be strengqhe,:{;ﬂ may prefer. - Cient. The charrett® f’q'm-'es-"nxi;mm agency staff participation
the citizens themseives to agree On soiytions ¥ epian Poterr  80d sypport and usually Sists of informetion presentations.
This may help you build support for carrying M;,‘d ranking of  disCusgiong and PEJOAtioA of 4o positions among discus-
tidl citizen fask areas include identification alblan( While  Siongroups | - ! R )
problems, and selection of altemative projects _and solutions. *  Belore decidind 10 USe the charrette, however, consider
' 'you can ask your advisory Commtiees 1o recom” ;e .| Careully the conSeMONERS. Pagicipants are giving up a sub”
there are imes when it is important 10 involve r{ﬂ which partici-  Stantig| portion of their eg timgto help you Soive a problem
The charrette is.an inlormal meeting tormat 19 set of recom - MOSt of thern will Lthe S 1o Spept their B men-
pants are asked o come up with a proguct of ° key—to i aaf_ioﬁs’of, &fa"i“im\ﬁiwﬁ'incéthemas to why they had 10 3
. mendations. Representation of all intergsts is "o govemment -~ be ¢ The particiDar wil]. expoct 29ency personnel 10 ~
- .Clude the :'?:m 9l?qt¢:d ré;pfesentalms dﬂ"';t necessarily -mwe W&T&:‘ir delibarations, revealing ali informa-
. agencies, special interest: groups. Size is . break in A affectING groginre 1o jons.
important, because the participants will o . mto which could. CUEY -_.,glt'ﬂ?..l.pg reco <danons . .
‘ﬁ/ V"l':\',‘.x ‘."
x‘ . N 'a\ ¢

i\
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- yuals likely tp b affected by or

Identifying indiv!"ted in the impact. For gxample,  *

Potential inter®” oricultural production, ”
.Meeting Participants Withifl atioratfypes iNClude'tarmer

T T 108" gions, farm J8bOT groups, .
. Despite your best public meeting assod, ses and theif 23SSoCiations serving

promotional efforls, most people will D"smf,:e ¢, agricultura collegen servi

ignore them Citizens are interest-, the 7,55im services. SOVEmment agencies.

oriented. If they have an interest to exten” s mef groups- : )
" prorfiote or protect, they may join with and¢? L

others, be responsive to the positions of N

an organization with similar interests o8 dor . :

without joining it, or—in rare. : m:tnnfiﬂing Participants -

* circumstances of crisis—take part in
" some demonstration of sotidarity. If a
" person is not involvéd'in one of these

Ways 10 ety potential paiticipatns by
3y izational type include: -

orgaf

wayst,_he will probabiy not attend a public ne }f»identifiwggrmany' owill -
meeting. nl : gentified themseives by attending
: . ings, €OF L
o Sl
S L RS , . r torums.
Participation in piblic meetings will come - the 3. ;aiir g legal action. Theioca?

iwew;r;fpefs are qce*L?m SoUchs'fo(
ideril "0 thEM. o |

v

largely from or through organized groups.

In identifying potential participapts. apply
this pringiple. While you must invitethe
-general, “unaftiliated” public, concentrate -

/

your efforts on identifying organizations ./

Ve

. R ’
isory committé® ‘dentification--aSk
2-A% s to list orgaNizations and

which represent people likely fobe " mem! % als according W9 type,
affected by or.interested in watgr qualiiy indiv! ’ ,g: -
management planning. v hall i ficati . MR
" Identify interests. First, categorize the 3‘sn0':;rba IL:zd:t?;:; wig:;:-'de? ity wz'ék
likely impacts which mig. t result from ' knwﬂgpfgzemaﬁvﬁ to s each type, @
decisions on any proposed public their f and then ask the mes@:éhe.;ied
.meeting topic and questions. Examples rame? to propose others, e‘t y 1centifi=
‘are agriculture production. water-based peop!? e v
recreation, property taxes, land use, forest N iStS——g
preservation, employmee:tl. fishangd « . 4 Ge”e;?;t:‘;mf ;tencya ‘spltt:he \
wildlife, transportation, etc. Allow for rﬁai|if'gi°r-‘s . nd other
categories to be added as you jearnmore. <. institlﬂ o

[

Second, identify for each impact . -
Q

; R egeari:h——pefuse Oérnmgmfy’

.15

‘the types of organizationsand _

[ 8

-

’

.
I

.

e |
. _33\
* . irfformatign publications, directaries. and
. the Yetow Pages- _

N ’

ow

PR

.
‘Some grganizations and individuals have
-a sthigywide interest; others confine
themg gives to a regiom; and stilt othersto
-a'loga) area-You should identify them by
type and geographical interest. FOT.
areawide plaaning(desigpated and
“Nondegignated areas), you are concermed
With grganizations and individuals who
Primarity have regional or |oca$ interests.
r'Statewide planning, concentrate on |
those who are concerned with stdtewide’. .-
iSSUEs_ . e L
Once you have identified potgntlal v
Partigipants by type, make certain that all
types are represented on the invitation
list. If e list is Meager in any category,
fepeat one or mere of the abave
identifjcation methods: *

.
;-

¥
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Selecting.Meeﬁr!jg Sponsors: -
In the majority of casdilyyoudr:agency wil
Spongor and hostthe pablic meeting.

There may be situationg‘ﬁ_ﬁow er, where - -
¥YOu should consider asking another
Organjzation to be the sponsor- Oneis

whe,, your agency hags’geogme so
identi; ed with one side’of acontraversial

issue that potential participants on the
other gide are skeptical of receving a fair
hearing Asking @ neutral. well-known, and
respected organization fo spansor the
meeting may nelp increase your agency's )
Credibyjity and detuse criticism .

Angther situation concerns State
agencjes. Peopl€ may ignore your public
. Meeting simply Decause they know littie
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'@ has suitable paskiig facilities, free if at

about you. Meeting sponsarshipbya '@ havethad experience as drscussron -

* . neutral anJ respected local organization Ieaders-—demonstraxmg an ability to draw all possible’
wilt help cqpvey the local importance of people but. facilitate rather than dominate ' e
. the meeting issues. the convérsation. and clarify and @ isin alocation which assures the
~ Myouask another orgamzatron to surrmarize what is being sa'id ¢ safety of people as they walk to and from
sponsor a meeting you should be | R the meetinghalt -
prepared jo involve it in meeting design, " @ -are cammitted tothe purpose-of the o - v
preparation, and conduct " meeting S ® has space-for socializing, adequate
’ - restrooms and drinking fountains, andno *
% : o are willing fo panticipate in a moderator - batriers to the movement of handrcapped

orientation sessjon ( see Chapter 4). people.

‘

- Selectung Leaders Speakers
and Discussion Moderators
Meeting Leadershrp

* ‘Welkrespected individuals in recognizéd
. positions of authority anrad more people’.
to meetings than do staff members.
Agency chiefs and elected officials are .~
- good candidates to ¢@n public meetings. .
You should consider them for all
conferences, at least to introduce the
topic. For workshops. however, their executive.
leadership can placethemina r o You should consider paylng the out-of-
prematurely difficult position. Workshops = pocket travel expenses for speakerg and
arp expioratory affairs. and some . moderators, particularly for volunteers.
participants may pressure high ranking .
officials to commit themseives beforethey : ' . ~
realistically can do so. Other candidates
to chair workshop meetings include the -Se Iectmg the T'me
chairperson (or well-known members) of Place and Space *
advisory committees, the head of the
areawide pltanning program. the chiefg of
key components of the program, and
leaders of major local organlzatrons

Preferable, public meeting places include .

“ schools, libraries, convention facilities.- * -
and communlty cent‘ers Private clubs and.
fraternal halls are-not usual ly appropriste
because people may perceive them :
{rightly or wrongly) as exclusive.
. You can rarely hold meetings on T
statewidé issues in a sufficient number of
places to confine participant trave! time tg .
30 rinutes one-way. Most organizations
and individuals with a statewide interest
live in the State capital or in.major
" metropolitan areas. Inasmuch as they are
the most tikely participants for your o

. slatewide public meetings, cSnsider

) ‘holdmg the meetings there. -

An alternative is to ask (and fund) a
Tespected, well-known statewide
orgamzatnon {preferably with local
chapters)} 1o sponsor a series of informal

. public meetings throughout the State.

Another alternative is to hold occasional

reetings of citizen representatives of

: .oca‘ programs i the statewide program
s largely the completed puzzle of many
local pieces, both the State and-the local
programs would henefit from occasional

To the extent possible, select members of
the policy and citizen advrsory committees

.asmoderatars. . -

Invmng Speakers and Moderators

As soon as the public meeting is
scheduled, invite these key participants
personally, followung up with a format
letter signed by a weli-known agency

Criteria-for Choosing a Meeting Time.

Meetings need people. many people. If
you want a diversity of interests
represented. hold the meetings during
nonworking hours. During the week hold
meetings in the evening (but ngt on
Friday) or during the day on Saturday
(usually appropriate only tp an all -day

\

Speaker Criteria ~ ° . |
Speakers should be selected to mcrease
understanding and to stimulatg \.\._
discussion and should:

\ R
: . ‘ _ session). | meetings orrState issues and geeir local
® have recognized lopic expertise “® "\ Schedule meetings at _!east 30 daysin " eftects 1f you choose this alternative,
- . advance to minimize personal calendar consitder paying the travel expenses of the

ional citizen representatives.
Finally. alternalives inciude advisc. /
groups (particularly when group members .
~ communicate with their constituencies),
vaeysé and individual sessions with
"1 Slatewide interest organizations

.conflicts and to permit sutticient time for
~ meeting preparation Aiso. consuit
e . appropriate community calendirs to avoid
® acapt their remarks to the knowledge - . confhctrng events which might lower
and experiences of the audience attendance

® pubhcly be perceived as spokesmen
fora pamca!ar pomf of view

/anerua for Choosing a Place

Public meetings ate not covéted sociat
events. Some people will trave! long and °
far because they want to be heard. Others

@ limittheir remarks | {o] the meeting topic . . :
- and queshons -Criteria for Choosing the Space
- Yau must have adequate space for the

@ discuSs or debate their DOIMS with general meetigg and for individual group

m_ﬁﬂdmﬁlmms will attend if they have an interest. the seasrons {separate them in individual
place is convenient,_dnd they are rooms, by sliding panels, or by much Ay

Moderator Cntgﬂa comfortable when they get there. Hold space .see Chapter 4). ‘

* Moderators should assurethe full ¢ your meetings in a place which: oo %
" expression and exchange of ideas. and . : e 55) B

should be.indivlduals /Mé : - ® is central to the majority of potential Co - :

‘ participants\i.e., not morey%an 30 ‘ e : .

@ are reoognrzed as "neutral” to the _minutes travel time one-way); this may < \\ -

questions posed (or can assume aneutral -

stance)

2

> @ . nowledge abom the toprc and

Ve

‘reqwre more/than one meeting on the
same’ lopIC at dlﬂerent locatnons )

® s accessable by p-ubhc transportation
durlng the meeting hours 1 8

-4
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want to know. The wording of the question
is equally Truciat. It should deal only with
.one issue. be brief but peovocative, and ¢
@void ambiguous or hard-to-define terms.

Y - e
Developing Meeting
" Background information
x paflnc-pants are to contribute -
: mamndully they must receive or have |
E to necessary background
information beforehand. In the meeting
itset, sped:ers and moderators should
assume that participants have read the -
summary background information. The
tnmetslooshonto repeat it -
Decidawhat :rrl‘ormat-on will be made
readily available to meeting participants. *
Assume that pamclpams have timited
'hmhmamn the topic. Determine

wll Toxt Provided by ERIC

-

.
.

'mEKcmf““"“‘"‘:;é:r’ o

N , -
® What backgfwndof the_areaand \

~ water quality problems?

. ® What information to defi nethe topic

®° Wnat information on the relataonshup ol

the topic to the total progranf?

= y x - R o N P4 . ’.‘:-? ‘T‘A
The Preparation. P ) - -
DevelopmgtheAgenda A BN R . < '
agondaHerearatwommpiesol , !
m:dndulmg L - -
I - ~ . )
= r— —— : . - = :
S ¢ . TR ' ;.

Evoni‘ngMeating’ L - - S All-Day Meeting — -

- , . . - ., " - . N . ) N b‘
6:30-7:00 p.m. T s-oo-oaonmt 5 '
mmmmm-msmmm . comumﬂorf.*egrwaﬁon g
_mngregsﬂy ‘ 9:3)-101 am. )
7:00-730p.m. - wmﬁrmﬂondﬂwnwng thetopic and
Mmmmdmmruwpo#umtmw - questions.tobe discussed (and why), introductionofthe -
mwmdm(mw)nmdw : speaketsammamptiondmemedngbmm
mwmmdwm assmmuutgm:ps ) '
assignment of groups ¢ - 1015—10:mm .
7:30-7:45pm. ° g7 . - . o g .
. Break : e .

v T4590pm. | - . :

- Small group discussion o 12:00-1:00 pm. - . N .

: 9:30-10:00pm. . ¢meh(dywdon‘tpmdemhdfennbnmﬁonon o
membrpmsamhbmmgmp. _ restaurants) ) L
mmmmhmdmmmmdhm - 1002:1A5pm. - L. 0 G : >
lhumnsdmmuubomoﬂed . Snnngapdusambnsmml e e e

o - 2:15230 pm. / . L
PQT P Bfeak - o . " = ~_‘} . )
.4 s ’ 2:30-3:45 p.m. ' T
. . N ° Smatlgroq: scussm smnonll o \ )
5 3:454:00 p S . -
i -Break ?-_jf' —
4:m4.30p.m '
legrwpsessnniorpresermmﬁmhgr
{: " participant written evaluation of meetmg. announcement of how
o - _ themeeungremusmllbereported . s
¢ _ | : o
\ 2 ’ % S \ e
L o $°-, ;N )
.In choosing the topic questions for [ Whatbackgrwndonthe total planmng broad publucd:stnbutuon in most-
discussion, decide carefully what you ” progiam? instances, you must summarize -\

information for public meetings. Be brief

. and straightforward, reducing all technical

oonceptstosnmpielangmge(see e

- Chapter 4).

~ Make longer and more techmml
information available at easuly accessible
locations.

. - Information Distribution 3uggestions

. and questions and why they are '
* important? . ' First, mail the summary informatiaptoail - -
_ , : . organizations and individuals i to
o wriat stalistica! data" . the meeting and make it available K
S

® What technical explananons of terms
and concepts'?

Consult members of the policy and citizen
advisory oommineas for the answers.

others on request. Such a massive

- distribution might stimulate more peoplé

to attend. - -
Second, mail the Surmmary information

only tothose requesting it-This is less -

costly than the first method but it might .’

that peopie will not have sufficient ) -
lnlormatson Development Criteria. timeo review t mformatron prior to the
Infotm:onpfodwedb/mdforthe - Mmeeting.

plannerand for the decisionmakeris
oenefalmoo Ienﬁhyand technical foll 7

Third, ask newspapers to pubhsh the
summary mfc;;unon—or write a story and

C -
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announce its availability. o
Finally, make both the mrmryand

more detailed information available for

public review at convenient (no more than,

.30 minutes travel time one way)-

depositories throughout the area—agency

ofﬁces. city halls, cdinmunity organization -

- offices, and information centers, and -
public and umversny libraries. All Rlaces
should offer facilities for reading, and ..
copying services at reasonabie cost. - -

r

Getting the Public:

- to Participate = -

Innovate! Peopie are bombarded with

. invitations, offers, notices, advertising,
. an&televns:on

Publrcrty Cntena

_FArst. post the-invitation yisibly—where.
-people can be expected to see it- Second,

make it provocative so that peopie will
want to attend _D_lrect the invitation's
theme to people’s senses or their

. pocketbooks. Third make your publicity

sufficientty broad to assure'that people
_representing many dlﬂerent interests will
'see il. Fourth, to make certain that Key
people attend. direct personarattentionto
them. A public notice in a newspaper's
classified ad: §éction satlsfues none of -
these cmena

Publicity Methods-- . .
Possible ways to reach the public are
almost endless. Here areafew
suggestions. They are presented in fwo
parts methods to invite representatives of
important interests: and ways to stimuiate

*_ participation from the general public. .
. -\

-y

Inviting Interest Groups ‘

You should probatyy begin with awritten
invitation to everyone identified as being
potentially affected by or interested in the

issues to be discussed. Policy’and citizen

advisory committee members sheulq
encourage the people they represent to
attend. )
You'can smplemem these methods by
speaking to various organizational
meetings and placing articles and/or

_ advertisements.in orgamzatronal .
newsletters (if their publication schedule

permits).
Finally, atleast a week before the
meeting, you other staff personnel, and

* advisory committee members should

_personally contact people whose
pamcnpahon IS important.

I nr nn Others

l: KC -dla—newspapers. radlo and
I On—ate. the pnrnary condunts to

- country band The «

. { ® an easel ‘(with ne(wsprint and felt-tip
pens)ora blackboard (wrth chalk and

and afape'recorder - .

the broader public. Although costly.
newspaper dispiay advémsmg is often

. effective. You can reduce thecosts by  *

piacing ads in widely-read neighborhqod
“throw-aways.' rather than in large
metrcpolitan dailies. Radio and television
spots may reach a large audience. But

*»they may not since public serviceads
- often are aired &t times when few people

are listening or viewing. While paid -
televrsrorradvemsmg is costly, radio ads
may not be., .

News releases may be used by
newspapers—._dependmg on the paper's’
policy and how your agency has -
distributed news releases in the past. If an
agency empioys the release method ..
sparingly, the newspaper editor may
sense its importancefor a forthcorrﬂng
public meeting. Press conferences may
be appropriate, but the issues to be
discussed must be newsworthy or a
meeting speaker.well knawn. .

In general, you can enhance media
suppon for citizen participation.inthe

* water quality planning process through

frequem informal contacts with reporters

. and edltors to talk about |ssues andtheir
' lmportance e 5

. Thereare other rnethods lo am'act
people.to public meetings. Uhlrty
companies might enclose rmeeting” -
invitations with monthiy telephone gas. .
electric, orwater bills—all the more.

eftective if the issue to be discussed is the ™

financial impact.of plan alternatives.
‘Sehool officials might permit their

, Students to take home meeting mvutatlons
- totheir parents. And, don't ignore the
“sound truck” or overt publicity stunt. O_g‘e_ »

agency drew a large crowd to a meeting

* by offering free watermelon, aspeech by

an EPA "bigwig.” and music froma

guidance~INNOVATE! ~ * . -

-
-

_Making

Meeting Arrangements

For the General Session .

In adetion to chairs. tables, lecterns, and
the i 'youma'y need: A

N mrcrmhonw—at both the podlumand :
- mlheaudrence : '

erasers) :

® afilm or slide projector (with or without
sound), an overhead projector, a s¢reen,

18

-

® spacafor wall displays

~ < : .
@ an adequate sound system so that
" Speakers can be heard frgl_-n any place in
the room .
Some places maYprov:de some o II of
this equupment as part of the basic
rental—or for a nominal fee. Audio/visual
equipment rental frrms exist in most
communities, but rf you need projectors or-
tape recorders, make sute you hnd
- experienced operators.

For the Small Group Sessions

- In addition to chairs and tables, each
.discussion session requires:

P

@ "an easel (with newsprint and?elt-tap

- pens) or a blackboard (wuth chalk and

erasers)

-

® paper and pencils for the participants

‘® masking tape or thumbtacks, if the

~faciity allows them,-td display what .
" people have said. '

LY

Fmal Arraegements :
At least sevetal hours before the meetmg
(preferably the day before). complete the
followmgtasks -

‘. 1 Assur%thedeli_very, sening up. and

‘testing of all sound and visual aids.
2 Assureall physical arrangements of
chairs and tables (see Chapter 4}.

7 * . ’ .

3 Assure adequate ventilation and room
temperature (check the rules on srnokmg. _
v fdisnot allowed, identify where pevple
cangoto smoke. If, it is allowed, consider

" setting up smoking. and. non—smok:ng

: areas)

4 Arrive atthe meétin{;_place early

- enough to make certain it is unlocked, the

Iights are on.‘ etc.

Orlentlng '
Publlc Mee?mg Leaders

Rec0rdmg the Proceedmgs
" Informal public meetings. both in general

" and small group sessions, are normaily .

recorded in two ways. Fitst, they cim be
tape recorded, providing a complete
record In informal sessions, however.

. participants may not wish'to be recorded

when they are discussing and debating
issues in depth. Moreover, taping has.
fimitations: some voices may not be:heard,
and valuablestaff time is later needed to -
listen to the tapes.

-
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Or, youcanauion paoplotobuhtho
‘m:ndmllgrqpsmmto
wwﬂmm
disagresments. A potential problem with_
mmdlﬂnlmm
fney not be identified. .

Some agencies have combined the two
methods recording the comments and
havwnpaopiammizotfnmﬂnmpes
are played only if the group’s recorder
wants to verify a statement.
—.. Fyou use tzpe recorders, assigna "
person to operate each one. i you select
peoplotowrmma. llniﬁanzeunm
~with the subject.

Oriontm‘qm _ '

.Discussion Moderators

Al leest.a week before the public meeting
convene all the discussion moderators to
-dssmthemrposes of the meeting, the
topic and q:emlona and their
respongibilities as group leaders. .
Following this, each modemlor shoulct

h

' premreadnsemsum outlme (oryw

might prepare adraft) -

® prepare afew appropriate questions to
start the discussion . .
® prepare briet opening remarks
concerning the discussion-purpose,
‘expected results, importance of the topic,
‘and the responsibilities of the participants
(i.e, sssumption that eachpersonhas
prepared for the rpeeting. wants to share |
ideas, will acéem criticism of those ideas,
will be as specific as possible, and will
respect the opinions of others). -

Thechydthe meeting, ca!l the -
discussion moderators together againto

revaanpuarrewor&‘bulmes and proposed s

‘\

S < ~
5 b
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. representatives to help them conduct

.- meeting should have little protocol. Avoid

- made ofily 10 provide essEftial

meetmga All moderators must 1}
understand and effectively use grouﬂ

The Cénduct ~

'K process dynamics (detailed in Chapter 4).
ﬂm‘  hgs artived The meeting will i moderators seek more detailed - .
lhortty‘bopin. Hﬂotsmm guidance, theycanconsultoneormqaof '
guidance-in greeting the participarits, the references presented in Appendi> B.
conducting the opening session. leading 2 | o2y
discussion, and directing the closing . . Di L
irecting the Closing %+ -
session. You will find more detailed . Session.

suggesfidns inChapters 4, 5, and6°
‘ ha“ ) TheclosungsesS:onshould ihelude: \f

- Greeting ] ._ \_ «
the Participants \ @a summary, froma representative of-
The meeting coordinator should: each.- small group, of the comments,

\
ohaveenough peopie inthe entrance area
" 1o gfeet people, thank them for o&pmg;
and direct them to a registration desk to
..mgn{mnd obtain Pirrtormational materials ,

“agreements, and disagreements

‘@ the opportunity for group participant
rebuttal to or amplification of the summary
comments, if necessary

K rmetlng evaluanon by the participants,

® have enough people for registration so
if desired

thatmmehastostandnnalmelonger .
than a few minutes, and make sure the

spacensadeqmta

® consider oﬂéring coffee, tea, etc. to
people as a way to convey informality and
appreciation for attending .

@ consider s@:g name tags
(preprinted. for those who havg’
preregistered) {0 make it-easiér for
participants to identify each other

R

e announcement of how the meeting -
results and their use an .
back to the*pammpants. s

W

@ have visible name platesfor eachs:peak;gl :
- ,-- )

@ give special attention to media. o ' 5
- L .‘
. interviews, identify participants, and
understand what is going on.

Conducting the’

Opening Session v
In making mtroductory remarks, the teader
should project the idea that the meetingis -
aworking session An informal public

excessive use of welcoming remarks and’

- general statements by people in authority., . 2
Instead of formally introducing speakers
and other dignitaries, you can pass out a
written summary of their expenences and
achievements. * L

‘In inforrhal meetings, speeches '
statements, and media presentations are

|

. |
mformatvon—supplemental or remiorcmg . o j

" to'the written background information . i

previously provided—to stimulate -, PR
discussion..{See Chapter 4 for eﬁ'ecttve o
Oral presentation.) : .

Leadmg Discussion. : B ;
\Dnscussmn is at the heart. ohnforma!
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FORMAL.
- PUBLIC
MEETINGS

-

" The Design

Selecting the
‘Meeting Theme and Topics .
Firgt, determine that the topic of the

1 is timely totheplannmqpmcess

engaood in.
Socond. consult with policy committee
.. members and members of citizen advisory
groups to determine that the topic is
relative and significant.
Third, when the purpose of the meeting
' ustohwcntnzeqcaﬁmﬂ& be sure the
topocmonetmtuhzenscan infact,
mﬂuence. .
5 Fourth, whent rposedthe
moetmg is to informand edycate, selecta

‘topicthat lends itself to ora!)presanmlon '

before a larga audtence. \

Topic Examples and Timing

Formal public meetings may be
-appropriate: -

el oneaftheirtd'damaseinthebhnning

20

‘process but before récommendations are
made tothe decisuonmkers

cnearthe sndof thetotal plannmg'process

befo:e fingl recommendations are made

e a'nhe begihnirig of & phase in planning
‘whasyour purpose is to communicate
' necessary information, clarify mfomntuon.
andlor stimuiate interest. and paruclpanon

¢ at any time when the subject is of great
: mterest or issues are controvats:al

‘«o:onseparatopart;d_theplan(for
example, nonpoint sources, the

_ management program, the plan’s

. relationship tothe regulatory pcogram).
_Myou araastateagency planner and
are considering a formal public meeting
on statewide issues, focus your meeting

- topuc so that it relates local water quality
problems to the overall State program.

Because formal public meetings limit

dlscussm they do not constitute acitizen

 participation program within the’ letter or

—

should not last more than three hours -

spirit of Section 101(e) of PL 92-50C.
Their primary value is to supplement other
citizen participation etforts and to validate
or refute what was heard in other forums.

Selecting a Meetmg Formmat™

Traditionally, formal public meetings have
followed a predictable format. Speeches
are tade; audio/visual presentations are
givert questions are answered; comments
‘are heard. Such meetings are criticized
more than any other type of meeting—by
cmzqns and pianners alike. Criticisroes are
that few people attend, presentations are
dull,
in miany planning programs formal
meetings may dominate citizen
participation They theoretically al iowthe
planning agency to reach many more
people at asingle seating One formal
meeting is cheaperto produce than. .
seyeral informal meetings which nnght be

that nothing new is said. And yd, 7

more appropriate. “

pite the criticism, a few well-placed
!mmgl public meetings are crucial'to an
effective citizen participation program.
You can stimulate people to attend; your
presentations can be'interesting and
lively, new comments can surface. in
selecting a mesting format,.consider:

o the time availabl rmal meetings

.
R

@ ways to assure that everyone will have
an_opportunity to be heard (if thatis the

¥ meeting purpose)

o ways to stimulate and maintain audience
interest. )

Here are some of the most common
formal meetings:
’

The Public Hearing -
“The pubiic hearing is important to
areawide water quality management -

~

planning. Once in anyplanning process is '

probably enough, however, geographical
considerations may necessitate several -
hearing sessions in different parts ot the

. area. Hold the public hearing near the end

of the pianning process—for definitive

A
ry._3
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citizen comments on final plan  ~
recommendations. in this way, the
pubho hearing is the climaxto the cmzen
par&oapatnon effort. The public hearingis a
forum for pecple to express their final
definitive posmon onthe

recommendations for the record. Ifthere .

has been active-and intensive citizen -
participation up to the point of the public
hearing then the desnred result fromthe
hearing itself is—no sugprises. In
other words, while theﬂ
recommendations may not have’ .
" incorporated ali citizen desires, you can
respond to each hearing comment, “Yes, .
we considered that.” -

The hearing itself normally is conductec
. inthree parts an opening statemem .
which includes a summary okthe major
recomihendations and a confirmation of
hearing rules, questions and answers on
the recommendati and citizen
statements. While most pubh 4

_ have experimented with breakmg the .
" group up into smaller sessions to hear
and record testimony. i there are many
people who want to speéak, this maght be
pretferable to lengthening the entire
session either'on the same or: e’
‘days. One agency e a
microphone hooked up to a tape recorder-

preoplewho wish to make a A

ement—but not in front of the total
ience.

" To avoid confusion you can ask people
to let you know their intention to make a
statement. They should do so in writing,
either by maii or immediately preceding
the hearing This also helps .:issure that
ITDQt ements will be well reasoned and

‘You may make ine orderof
spaakers random or perhaps in the order
in which they signed up. Ifihere is still
time at the end of the meeting. you can
call onothers who want to speak.

I you expect many people to speak, set

atime limit for each statement. You must
_publish this rule as part ofthe hearing
notice and jnvitdtion. Encourg ers
to e their positions ly and
submnawnnencopyofthef T
.statements for the record.

Keep the hearing.record open forat
least two weeks following the session to
permit people to revise their statements,
and to permit citizens who could not -
attend to submit their statemenits.”

s . y®
“Public hearings as defined and required in water
Quality management planning arg different from public
mmchmaybemmdbamfmnm
Jeother situations, the public hearing is
freq]: KC ed 28 a0 official session conducted by

uiToxt .mmnm

S . 14
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educate, and/or clarify. it can achieve its

. Synchromzedshdeltaperecorder( L

G

my andspeakmgabuhtydebateanrssueor

' Idea for Faoilitating mments’

proposal . »

. Omaoanoyuaeslho to make i'helnq.u'ry _ ' . p
:n?:f b&ﬁ'”m People representing various interests
enoot;gwgo w,n?mu_ﬁ,e number question, on behalf of others in the
and make theirstatemsnt into a tape “audience, key agency officials absut
recorder. ' " .. | . various aspects of the plan and
— ' - | - proposals— good as an.information

. . : meeting precedmg the public hearing. Lt E
The lnformat'log Meeting -

A i ) The Collquy
_This type of session is only to inform,

This format can be developed from a
lecture, symposium, panel, 6r debate.
Once the formal presentation is made
previously selected "rOn-expert" :
representatives of the audience engage
-the experts in dialogue—asking e
questions, maki~.g points, and, in general,

Jpurpose when the topic is of significant
public interest and the information is
presented in an interesting way.
Information meetings may be beneﬁcnal
preceding a public hearing to increase

f::o?:n:emahonnsd ]ar:itt’::tg.;nfy saying thinns ihat others might express*
ambiguous points. Several formats are This"'exp .¢/nonexpert” discussion can

e increase citizen understandmg
possible: |
.The Lecture . The Forum - 1

" nis format serves a dual purpose. both to
inform and to gather public comment in a
large group session Because of theshort - 4
time available and the numbenof s ;o
* participants, the.information de liverea L
must be brief, and not every person may
have the opportunity to comment fully-
» There is also littlesghance for discussion.
Despite the drawbacks, the forum can
be effective—particularly near the end of a
pianning phase, when citizens should
have the opportunity to comment on p
Z interim recommendations which will affect

A well-known person gives a speech’
‘intended to educate, explain, or influence.
Lecture candidates include a high EPA
official, awell-known elected o
representative; a high State governmerit -

icial, or a recognized expert from
outside government.. .

NS
A

The.Syrnposrum -

it's an imposing label for a simple

variation on the lecture. Four to six

experts, representing different disciplines -
orpoints giview, each speak on some

. future p1an g. If citizens have -
aspect of the joplc. participat other ways prior to each
The Panel ’ forum, you might expect resuits similarto *
' those of a pubhc hegring. .

Four to six experts, again representing
different disciplines or points of view,
duscuss the issues surrounding a topic
“before the audience. They do not make -
speeches. A lively pang! di iscussion can

"A forum can be based on any ofa
number of formats used for mformatnon
. meetings: lecture, symposium, panel, *
fhcks " debate, or inquiry. When the

_hold audience interesti-" » session is opened to comments from the

' audience, speakers are riormally called
The “Aic o upon as they raise their hands rather than
Frequently a well- produced motion - - - asking them to make a formal request to -

" speak However, the meeting moderator- .
. maysetatime hmut for each comment to
agsure that the maximum number of .

. phople will be heard '

picture, or a lecture/slide showor a

presentation will inform more e?fectlvelw
than any other rnethod .

=

. The Debate )

Individuals respected for their knowledge -
s N ' .

.. . B . . &
R + n; . . .

+ animpsanial m::ngolhoar tohear testimony and

mkobmm:mmuonﬂmtmmh T
sSuchCirumstances, lowmummﬂ!yhhnmdor
oamlndmologalmlu mm

2

. »_;} s

o
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. The Pﬁblic Forum . » 1
- An Innovation S

»

A cass history from water rasources suggestsv'haw the forum

‘format might be adapted to a specific issue.

The setting. The U.S. MwCorpsdEngmeusphmeda‘

resenoir to protect downstream farmers from fiooding. The plan
also ¢ca for a new water supply for a water-deficiet com-
munity and for fishing, boating. and swimming. The proposed
reservoir was vigorpusly opposed by upstream farmers whose
landv\mldbetakenmdpcoductwnandbyagmpdetmron-
mentally concemed citizens who viewed the reservoir as damag-

’ . ing They obtained an injunction to prohibjt further @iservoir -

planning. Because ol the downstream flooding problems, the
Corps and the State agreed to study ﬂood control alternatives to
the reservoir.

The dorum Citizen mterest in the pmblem was already
established. The various mterests—downstream farmers,
Jupstream farmers. recreationists, environmentalists, ‘and those
wanting a new water supply—were clearly identifiablé. Before
mﬂmncm the addmonal Mﬂhe State and the Corps ap-

-knew and who represented .their viewpoint.

~

o

proached representatives of each interest individually to make
certain that their concems were expressed clearly. The studies,
conducted within the context of those concems, produced tive
altematives. To present them 1o the public. the State designed a -
forum/ debate. Representatives of each of the five major interests
were invited to debate the altematives beforea public meeting. -
Prior to the meeting. the speakers-met to negotiate among them- :
seives the debate rules. State and Corps professmna! personnel

would participate only to explain the alternatives and o answer _
‘questions on them The forim was’ attended by an gvertiow ..

crowd of more than 300 people. Discussmn was spirited. The
debate itself lasted two hours. Members of the audience were
highly attentive as they personally identified with speakers they
Folowing the
debate, the forum was opened to comments-from the audience.
Press-coverage of the forum was substantual including a live
radio hook-up. ‘ . . -

S

=

-
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Identifying Potential ,
Meeting Participants

Participation at formal meetings will come
largely from or through organized groups,

" 50 you should place greater emphasis on

irying to interest the general, unaffiliated

_ citizenfo attend This is particularly

important for the pubtic hearing. which is
the last chance for someone to speak.

.For both public hearings and forums, try -

to assure broad interest representation
When proposals are being considered,
comments tend to be dominated by

persons who oppose the ~g
_recommendations. People supporting the,

recommendations may be silent ornot ,
evenshow up. As a result, an erroneous’
impression may be created thaf
opponents outnumber supporters. This
could lead to honest mistakes by -
Joumahsts covering the story The result is

" bad press about an unresponswe

agency. ;

Balanced represen ion is not so
urrponam for information meetings.
Interests will be variously represented
depending on how strongly people feel
and’how maotivated they are toward -
becoming better informed. But since

citizen statements are not a part of-

¥

-
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information meetings, there is no probiem
of comment balance. A major goal of
information meetings is maximum
attendance.

Methodsfor

- ldentitying Partnclpants

The methods sugg.sted for ldentlfylng—
Ppotential participants for informal public
meetings generally apply toformal ~'5 . ..
meetings as well. Salf-identification,

" advisory committee identification, ‘snow-

ball"” identification, general mailing lists,
anfi research are all appropriate: if you
schedule a formai public meeting

‘relatively late in.the planning process,
self-identification assumes a more

prominent role. Most people will have

’ alreadyevudenced their interest by

participating in some way.

Selecting Meeting Sponsors

In the rrajority of cases, your agency will
sponsor and host the formal public
meeting, It definitely should sponsor the
public hearing—one of the last chances to
go public with its recommendations. -
Agency sponsorship is not so important
for information meetings and forums.
Occasionally, sponsorship by a neutral,
well-knownand respectedtorganization ¢
may add to the credibilitysof the agency
and the planning program.

It you are in a State agency and want to
hold an information meeting or forum
local organization sponsorship helps
convey.to potential participants the local
importance of the issues and helps
overcome your fimited recognition in
mMany areas. . N

N

)
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Selectmg )
Leaders and Speakers
Meeting Leadership' =

Formal public-meetings need leaders who
are respected individuals in recognized
positions of authority. They stressthe  .:
importance which the ageney g:ves to the
session. and they may helpto atfract more

people to the meeting.

- Your agency or the chairperson of your
governing board should always‘lead the
public hearing. They will preside over final
plan decisions., Leader car;}dldates for -
information meetings and forums include
the chairperson or well-known members
of advisory committees; el cted.ofﬂcnats&
the head of the areawide ganning .-
program, the chiefs of key comporients of
theprogram, and feaders of majoriocal -
organizations. Even if agency directors or -
goveming body chairpersons do not
preside at information meetings and'
forufns, you shouid encourage them to
make bgef presentations.

{
Speaker Criteria
As with informal publm/meetmgs

. speakers at larger gatherings in more

formal Settings Should have recognized
expertise, be publicly perceived as

" spokesmen, be able to relate their

remarks to the audience, and be willingto
be questioned. In addition, speakers at
formal public meetings should have some
experience in addressing large groups.
While ability tn speak well, interestingly,
and provocatively should be a criterion, it
is sometimesdifficult t&apply.
Elected officials, agency exectives,
and advisory committee chairpeople and
members are also speaker candidates.

- ~

15 .
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S Emermm o= ~The Preparation
. disciplines—pegple recognized by e, Developing the Agenda- -

prdessm or narne for thair experience,
achievement, and/or schofarty positions. -
They add credibitity to the meeting and
may present a more obsective position.
Invite speakers personally, following Lp
with a formal letter signed by your agena/

The agenda must include a clear, concise
statement of the meeting's purpose, the
schedule of events, the speakers, and any
~ special meeting'rules. (For example, ,
whether questions will be taken, a time

d.reaof limit on statements, whether people must
indicate beforehand their intention to
Selectlng the Time, . speak, the order of their statements.) -

Place, and Space

Criterla for Choosing a Moeeting Tme

The same consuderahons apply in
choosing a time for informal and formal

. public meetings. Some agencies have
scheduled public hearings for two or three
sessions op the same day—i.e., a morning
ang/for an aftemoon session, and an
evening session. The advantage is that it
gives peopie more options about when to
attend. The disadvantage is that
repre@entatrves of government agencies.
may attend the day sessions, while most
c:ttzenorgamzauon spokesmen must

Attend in the evening. This’ reducesthe
.opportunity for people to hear each other.
HoWever, most public hearingsare . .,
*swinging door” events—that is, people -
come to testify, and then ieave.

Critan}lor Choosmg aPlace

The criteria: s::ggested for informal

meeting places apply to formal public
meetings as well. including the comments
_on special problems of State agencies.

The place must be centrally located,
accessible by public transportation, have
suitable parking. be in a safe iocation, and -

Developing Meetmg
-Background Information

Guidance for developing and distributing
background information for informal
public meetings-generally applies to
formal meetings. The information must
help cipants to get the most out 'of the
meeting i’ must be summarized in brief
straightforward, and simpie language.”
_Bothrthe summaries and more detailed
.informatign must be easily available:
Background information may nat be
necessary for the information meeting. Its
purpose: is information-giving. However,
you must provide information to audience
participants in the Inquiryand the

comment from a sound base.

'Gettl thePubllcto
- P ipate ‘

.Publicity Criteria
The considerations for informal public
meetings are also appropriate here. Make
- the invitation visible and provocative and
ivE It as much exposure as possible.
Assure the public that key people will

have facilities. There must be attend.
adequate space iprthe seatng . While an official public notice is not
ammangement desired (see Chapter4)and  (grribyy effective, insert it for the public

for registration and social activity. hearing (in addition to other methods).

‘Public notices ofticially document that you
tmed the pubhc.
Publicity Methods o A\
Those suggested for informakpublic
‘meetings also apply to formal ones. The{
include written invitations, advisory ,
iy ‘committee actions, speeches to /
organizations. articles or ads in '
organizational newsletters, persapal,-
contracts;, use of the media, pamphlets
sent home with children, and pgbhcrty
stunts.
You cannot assume that plan
, supporters will testily at public hearings.
“ . ' You must encourage themto do so. Also
‘ - rohrtoprmmanenduhstsfor
.organizations and individuals interested
earlier and encourage their pamenpatnnn

N

Colloquy (see page 14) toassure that they .

it some key organizations have not
previously participaced, personally
encourage them to anend

Making

Meeting Arrangements
Equipment needs for formal meetings are
similar {o those of informa! meetings.
Microphones, an easel or blackbeard,
space for wall dlsplays. and auduolvnsual -
equipment should be available. - .

Recording the Proceedings

There are three methods for recording the
proceedings of formai public meetings: a
court stenographer (who records all
testimony verbatim), a tape recorder (the
tapes must be transcribed), or personne!
to summarize the comments. The
appropriate methods are identified below:

- Informa-
g Public tion
Method Hearing Meeting Forum

Steno-

[

grapher Yas No ' No
Tape .
. Reooryef Yes Yes Yes
Personnel
. 1o : S
Summarize.  No Yes Yes
by
. -
7
a [N
"\
~
¢ )
L]



PO . € Nea R . - .
The COﬂdU Ct T may be nervous about speaking beforea mImemesting nules inClude a ime: nmmt
oup. You can rm;Le them more at for each statement from the audience, you
ease by placing microphches and lectems " must rigorously enforce that rule to be fair
to hold papers at several locations in the -/ to everyone. A gentle enforcement method
Hisles. In forums where formally prapared is to use a musical triangle to remind a .
statements are not made and information speaker that this time is almost up. If the™

.Howngreotmepamapmuanddued
the session are important, Here.is some
guidance; mledwmm

Chagter 4. meetings where only questions are asked, . - speaker does not get the message you

Greeting the Parttcnpants consider having several portable must interrupt

You should -, microphones that can be used wherethe __ "I'm sorry, Mr. filibuster, but we have to
- person recognized is sitting. The . go on to the next speaker. We do want to

' P moderator should repeat each question consider yourentire staternent, ani
° ha.reenough people in the entrance area ;
1o greet peopie as they come in, thank ~ asked before it is answered to assure that hope that yourwill give it to us in witi

thean for coming and direct themto & it was heard correctly. . . , ‘ either now or dynng th_e» next few da / !
ragistration desk. ‘ ' " a . -7 Inmost public meetings, all participants
o ' , ~ Keeping to the Agenda will respect the rules. The time has
enough registrati _ In afotmal public meeting. your principal - passed when agencies feared disruption,
¢ :\:n that mp:,:&zo stand itr'ro:I::e " Toles as leader are as a traffic engineer -~ demonstration, of personal attacks at
longer than a few minutes and timekeeper. People come to the many meetings. These situations could
: ] o _ meetmg'expectmg that it wilt beginand . occur, however, and you should deal with
. consider offering refreshmants' L endontimeandthatnoonepartofthe them immediately (see Chapter4).
agenda will run on so as to short change
. give sml anemm toma another part. - Closing the Meeting .

- representatives to help them conduct Principal speakers will normally adhere In aformal publuc meeting it is futile to try
interviews, identify participants, and to the time allotted to them if they know .. . to summarize what was said. Instead.
understand what is going on ‘ ' betorehand how much time they have. announce (1) the schedule for.completing

. T - . What doyou do when a speaker mwer the remaining planning steps ard where

" @ consider setting up a press room for the his allotted time? Some judicious X future citizen involvement fits in, (2) any -
media if subsiantial meeting coverage is Pplanning before the meeting helps. For citizen participation events already
expected ) ' - example, place a small timepiece onthe . scheduied, and (3) how, when, and where

' - o~ . lectern Rt allows the speakertopacehis . theresults of this meeting will be
Directing the Session . remarks and is a gentle reminderof reported. It is helptul if future planning
Easing Anxibties - allotted time. You may also? assigna ;gaczs are dci’a?‘rfammed and distributed as

person to sit in the back of the hall and ground information given to the
In public hearings orforums, pamctpams _ time the presentations. The speaker is participants and/or if thgy are displayed

introduced to the timekeeper andtoldthat ~ ‘onalarge chart.
. the timekeeper will signal approximately o R
‘ . two minutes before the allotted time -
- expires. The timekeeper will make some
N\ . mutual upon sign. .
- ’ i - In ¢losing a question-and-answer LI . £
N o period or an informal comment session
" (asinthe forums), approximately five
N .minutes before the end of the period you
'& . ‘ " ."should say something like: . ’
) . "We're close to the end of our time. I'll -
- ’ " take two more questions (or comments)— -
the gentleman franticallywaving his hasd "
~_in the third row, anc'the woman in the © e -
yel dressintherear.” . ° - : . ‘
i a upon beforehand by thie e T
v principal speakers or meeting leaders, '
- B “"We promised you that we wouldend’by . L ' R
10 p.m Andwe will. However, Iseeso o - T
many people wishing to speak who have _ . .
not had a chance that our speakers have ' : -
agreed to stay until 10:30 to talk informally - - .
with anyone who wishes to remain.” ; :

N
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DYNAMICS OF

.PUBLIC

MEETINGS

b
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: Tamummmwm
Wommonbrtlnpwlic.m,

formally to the public, using graphics 1o

'ﬂﬂnmmmm

mmmmm
. .

- .
o,

"ertlng -
_Information for

the Public .

Criteria for Writing
Information

"Awntor‘sputpouis: to be read arid

understood by his audience. Writlngaboul
water quality planning is difficult. To deal
with the complexity and be understood
professionally, planners, including -
engineers and scientists, have developed
their own language. Now they are asked to

transiate that language into words that will -
o Usa conversmonal English. For exanple.

be readily understood by '
nonprofessionals, that will stimulate -~
people to read on, and will highlight the

- points citizens need to know to assess °
: pastandmmreplannmgdecusnons. kis

difficuit because citizens vary greatly in
their knowtedge about water Quality
issues. Given these circumstances, -
consider the following criteria in writing —
for the public. First, ‘write for not more than
an 8th-10th grade reading level. .
Saecond, your information should run no

" longerthan 5 pages, double-spaced
.-(apprmnﬂelylSOmeﬂs) #f you cannot’

condense your material to 5.pages, ~-
prepareaone-page"smnmryofﬂ\e '
summary.” :

- Third, make the more detaitedand

téchnml information readily available for -

review. Include 3 list of references to thig -

. information and indicate where and dunng

- whathows:ttmybeseen

-» -

<3

Specmc Spggestsons |
Wherever possible, use pnctures rather

thanmda . -

Prepareanwhne ltwnllkeepyoutom
. sub;ectandavond  unnecessary, points.

'-Koepyousemancesshon. Usepenods

more than semicolons. 10 to 15-word
sentences are the maximum. Use brief

Begin with something that will aftract

attention—a a provocative question or an
astomshing statement.

EarlYonstaiethepointayouintendto

- Kyou haveto uﬁe atew complex terms or
concepts, help the reader understandby -
deﬁning them with analogn&

Use descriptive illustraﬁons.and

> examples; try to relate them to the
experiences and feelings of your.
audience. . o ¥

use “do” for "*accomplish;” “because” for
"in view of the fact that”; *how do we'want -
to use and enjoy LakeElsmor' for “what
water quality goals do we wart for Lake
Elsmor "o

Usethe actwe(e.g.. “we beheve that" or-_
"*scientists believe that” (instead of the
passive(e. g “it is believed th ).

Play around with variations i in grint and
format (e.g., different type faces.
undemmng. capntalmatnon)

Unless a member of the technical staﬂ
has had experience writing for the public,
“geta profess;onal writer ta prepare the v
first drafi—after talking to appropriate
technical personnel. The writer and the
planner can then 18mtly review the copy

\ . ‘ s
.
. . .



q

~ eNeverreadareport

.Speaking Fonhélly

to the Public

you are to speak at aéncmeetmg.
here are some suggestions which may
be helpful. .

ePresent useful information Don'tjust .

repeat material included in the written
background information. Assume that
most people have read it. Hsghhd'n or
expand on points in the background
nuenal—orpresent new mbm’dm

oLimit your tak to- 10 mmutes. 15 minutes

* at miost. A 10-minute Speech is about
1200 words or a littie more than 4 double- -

spaced typed peges.

‘: _Preparing-a Speech
- *Prepare an outline stating subject,

purpose, and leading ndeasandsub-ldeas
msequenca .

eBegin witha provocmve cpestlon oran
astonishing statement (although not the -
same point that was written in the’ :

" background information),

ePrepare your speech. In fact, write it out.
This grves you confidence and it will
assure that you will say everything

, neomrymthmnnhm limit. Useshon

serntences, deﬁneconplextmm

- -iliustrations and examples, and use the
" active tense.

b1

OPractice your speech You might rehearse
before others or into a tape recorder to
check for length, logic, understanding.
interest, rate of delivery, voice level, and
‘conversational patterr:

¥ you expect to do considerable public
speaking and are nervous or unsure of
yourseit, consider a public speakmg
course.

P

1]

e o
aFAquq ‘

" Giving the Speech

There is nothing wrong with readihg a
speech. Some speakers speak from notes
which include an outline and key words or

" phrases, even though they may Have

initialty written out the entire speech Do

_ what feels most comfortable to you. In

speaking d

Breathe normally.
. b

o‘Varyywrvolumé. pitch, and speedto. -

avoid monotony.

oSpeak distin&ly and use correct grammar.

oleoydwhands‘én a lectern or at your
sides, allowing gestures to flow naturally.
*Stand comfortably to mai'ntain balance,
moving about if it is natural or if you need-
to get c!oserto your graphncs

ol_ook at the audience. Don t concentrate
only on one or two fnendiy~lookmg faces.

- I you are not a good speaker orare

completely uncomfortable before™an~

- audience, you may want to find a different

role for yoursef,

Using Graphlcs to
Tell the Story.

ou cangeta lot of mileage out of using

pictures to help tell your story. You
can use various types of graphics to.
actompany written and oral presentations.
There are different techniques for oral
presentations, and graphics can be used
as working tools in small d:scuss:on

groups.

Types of Graphics

Charts ’

Mafrix Graphs

Some display numerical relationship; the

matrix graph presents time-sequence
neasurements.
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Theremvzmousdagmnmcformsbr
prqsamngplamanddqsmﬂwycan
display relationships conceptually or in
terms of physical reality.

Showing Concepts -
Thoblloumgwpleptmmsasm'ple
,bonoq:wreldmhup. _

You can build on this diagram (using .
overlays or successive diagrams) to show
more complex relationships. Thesarrple
at the left adds a stream. The one at the
nﬂﬁmmmmmnmg




' Diagrams can alsodepict aprocess. For. .
exanple, they might display the process
planning stages with feedback ioops.

.Ihe following sarmple, called a section,
illustrating parts & the visual and noh-

. can help citizens visualize what might. - o
happen,ast s '
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meholppooplovbmnzo | fr ' ‘“" ,

. plans, particularly when a simple pian is
. built upon to add imore and more features

o , L
(using overisys or successive drawings). S P
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Photographs
Photos show existing conditions. if earlier
.~ photos of the same subject are available,
"cqﬂ'bmethemwlm wnemanestotell a
_ story \

<

Humorous illustrations sorr}etm]es stress
a particular point farbetter than the wiitten
'word. Moreover. they can entertain as well
as mform e . X ‘.
leferent Technrq ues L
for Displaying Graphucs '
All of the suggested graphic methods are
easy and aporopriate for written materials.
- While you may not include photographs in
handouts (because of reproduction
- methods and cost). try them in printed
. beochures and major reports. :
S Gmhmwnbeusedmseveralwaysat
‘the pubiic meetmg: -

® - mounted on large display boards
® converted into slides

® prepared for usein an overhead
projector (if prepared-on transparencies,
_oveﬂaysddlagramsandplansare
possrble) _ .

-

' E KC e graphm toillustrate a speech, ©

> E\ ;
make them largé enough to be easily seen
by people in the back row.

Graphics .

as Working Tools 4

. .» Graphics can be usedto makea complex
+ issue more understandable. The overlay

technique can be used when there are

LA 3 i
kQ‘.‘: " e[ﬂua"hm
1 ,,ions

e Nose

e
- -

‘exercise, the types of impacts that might
result from alternative locations can be
discussed. Avariation on this method is
for each group td have one large map

-(covered with an acetate sheet). Using

crayons, people woark together drawing

+ _various routesand locations. duscussmg

i

different levels of information that bearon 3

the points, rssues and quesuons being -

. dlscussed. where there are numerous
solutions to a particular problemand
.when people can affect both problem

- analysis and solutions:by adding,
subtracting, or changing information.

Several years ago a INational Forest - - .

District used overlays to enable forest
users to nego'tuate among themselves

7"

-

non—compemrva places for various forms =

of recreatron. Fishermen, hikers, campers,
bicyclers, and off-road vehicle enthusiasts
were given simple maps of the area to be
developed-—each map wrth a transparent
overiay for crayon markmg The * ¢
parficipants drew lines. talked about them
erased some of them, and drew new
-lines—repeating the process until they

- had come up with their own plan.

In water Quality planmng, maps and
,colored penclls can be distributed to
participants to igcations of treatment

- facilities, sewer trunk lines, and effiuent
drsposal Sites. de before and after the -
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Seating People
Effectlvely d
n amc'e which appeared in Pubiis

A Admm:st'm/o" Review argued that
P ‘not tt.e persons or subject. but the

"t arrangement 6f chairs determines the

‘fuccess ot a meeting """

- ‘Seating arrangements must be
appropriate to the commumc,anon
purpose of the meetng.’ Formal pubhc
meetings are one- or two-way

icommumcahon affairs, Informal public
meetlngs are o?hnrdrrecnona\

,

. or:
; € ) L B
. Formal Public '
. Meetings
| Informal Public -
. Meetings’

el " / » B
. Informal meetmgs Téaders and speakers
e inforrnation to'people in'the audience
who in turn direct questions or comments
tothe ieaders. In informai m2etngs— .
particularly the sma!l drst:ussx":':mgynpr
participants shou! dbe able 1o t
_ each other easxly
Y
Seatlng Arrangements
for Formal. . o
Public Meetings ©

‘One- or two-wey communication-is s-erveﬂd/
- by arrangmg s€ating theater or classroo
style. ( Dragrams are presented on page
27) . :

ﬁ’ﬂf“ r Style -
If yoaL(ixpect large numbers of people
(more than 100, theater style 1s most
appropnate. For a lagge group the:
classroom style requires so mychmore -
space that the people toward the rear

.

1

‘Doréld:{sdA‘.cesrm “The Adme-ustration of
© S Agmanistranon Reviow,
-Jatl: lCrary Wapo 7177

}guld be a Iong way from the speakers

. For Small D:scu‘Ssron Groups ‘
3 Thereare  three’ factors to consrder "r 3}

| —

.

J

idble., .

Fora theater arrangement try to use a

- site where chairs can be arrangedto

advantage Fixed seating. -arrangements

as in a school auditorium ace seldom \

appropriate for formal meetings .
Arrange :he)uhalrsm sem-circular

rows rather than in straught ines. This

focuses attention on the center table.

Make several aisles, particularly if the

‘audience is to have an opportunity to .

speak. Allow enough space between rows

- so that people can move freely.

Classroom Style '

Ttless than 100 peopie are expected, ihe
Classroom style is less formal and more
r‘omfonable -

The Podium \_____\ ’ S

The principal speakers may talk from the :
tront of the room either at the same level
as the audience or from a stageor .
platform Some observers feel a stage
expresses too much of a “'we-they"
confrontation. However. if the meetnng IS .
large. much of the audience may not see

" speakers at a podium on the same level.

’[ . . *

Seating Arrangements
_for Informal Meetangs

'n the general sessions of informal -~ _

. Meetings, theater or classroom style’
arrangements are appropriate.

C g

making seatrngarrangements for smatl
discussion groups.

First, how many people will be in each
session. Discussion observers have
found that . v -
® Fthe groi'pisSto 7. pamcrpants
nerally sge ik to each other,

- 1]

s rf;me group is8 to 12" 'quret

pamcrpamstalkonlytothe ‘top” pegple
and

s -

»

o the greup has more !han 12 people
fromSto0 7 tend to dominate the
discussion . oS
‘ b

Ob\'!0l1§ly asmall group is-better. but it
piises protlems—getting enough
quamneq moderators and recorders or
enough space separation to prevent
interference Among groups. ‘

Second shouid the panticipants be at,

L~

‘lables? Tables project a working
_ envirgnment They permit peopie to
. sp_read

t materials and to take nc ‘.
R resizgraiowe tes g o

v .

easily. If the discussion groups meet in

- the same room as the general session,
' don't use tables unless people are seated

at them from the beginning. Rearranging
the meeting room wil! waste valuable
time. ,

. The Design o .

T hird, how should you arrange the chirs?
/'_\cnrcle draws people together. Since . * «
there is no “preferred” seating in a circle,
all participants are in a equal basis.

I you ‘seat people attables, round ories
are preferable Most round tables are not
larger than five feet in diameter and will
accomodate six-people comfortably.
Square tables are the next choice for they
also bring people together. For larger -
groups, rectangulartables can be put.
together to apbroximate asquare: The -
diagrams suggest alternative -

" seating arrangements, scaled to indicate -

generally how many pedple you can seat
coinfortably (ailow approximately two to
three feet between each participant).

Space Requirements

The room size \s important. Aflow enough
stace for peophe to move abouit freely and
not feel closed i Space requirements

can be tailored td\seat various room -
configurations, b deally you shouid

allow’ .
Seating Sgyllef Requirements  Example
Theater 6-7sqft . :700sqt
“ per person ‘per100
Classroom 19sg.ft. ©  * 250sq
e . rson . .- per50
~ - Discussion ft. - 200sq. 1t
. : rson pef10
v
%
. ‘ : -7 - i
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. /
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. Dialogue:
The Exchange
of Information -

ig section Ms Wimfor ,
making small o‘oup discussion
effective. _

The Nature of

*Ad Hoc Discussion Groups
An informal public meeting brings
togetherforabddpenodagroupd
people representing a wide variety of
interests. These participants constitute an
ad hoc group—that is, they are called
together for a specific situation. People
entér such groups with théir own '
expectations, perceptions, personal
stature, roles they will play, and attitudes.

. Untike coiitinuing group processes (as
with advisory committees), there is little
opportunjty in ad hoc groups to work out

and accommodate ‘‘personal agendas.® In ‘4

ad hoc groups, discussion will not always
beadeﬂyThemﬁllb'emymnions.
_some of which are beneficial. Conflict is -
inavitable.....and
Consensus pooplo.btwgu

together briefly is rarely pessible. People
express opinions with little chance that
they can be reconciled with different L
ommmedmasstmlym
 discussion goal is in water quality 3
planningis - .
Toobmmlhetdl amculabon of mnsand
(peﬂups)tomchsomssnseof
agreement and disagreement

* Consensus is not a goal.

Facilitating'Discussion -
This section is directed to the small group

_ discussion moderator—suggestions for
making discussions productive. The
remarks that follow are intended to

. . stimulate moderators to be creative and

- résourcetisl. To get theé most romthe
groups. the moderator must movethe
group toward specrﬁcobgectwes: ‘draw out
al! participants; kaep t ion
balanced:; clarily comments; a

" summarize. in doing this, the of

must also maintain a low ng. : ’

Beginning the Session

. Open with a concise, articulate, and
strong statement about the discussion A

'wrpooe.theimponm'udmmpic.md

the responsibilities of the participants.
Then ask participants to identify .
themseives and encourage peopie to
each other on a first name besis.
(Use of name tage—the first names in
bold letters—makes identification easier.)

Keseping to the Agenda &
The purpose of an agenda is to get all ~
topics discussed, but it need not be
foliowed rigidly. There will be times

" it is better to permit the group to exploré

fewer questions than to abort a fruitful
discussion by insisting that they move on

-tothe next agenda item. The first
" requiremnent is to set the rules, as

““We have an hour and forty-five minutes to
discuss three questions. I'd like to seta
lirmit for oach--mmy minutes. Then we'll
have fifteen minutes to summarize.-I'll tell
you when the time is up. Then we can
decide whether we should move on.”

The discussion on a particular question
may be so provocative that the group
oouldmemrehfm Youcansay

“Necessary” Excursions - -
“This discussion really seems to be

 gefting soméwhere. But we might not
conplete»huwrwaraaskodtodmfm

spendnmhmet:momt But...your

cormnmsarewgoodmlaon'tmw _

{urn them off” As a group, we ¢an agree fo

. suspend the agenda for the time being, or
. wamghtsetat:mlmwtonthrsq:est:on '

" What do you think?"”

Comment Rep‘ebtuon . - -

At other times, you may see the’

discussion bogging down because people

are repeating themselves or what others

have said You can say. '
hY

! . -
“Let me.see if I can s:.'mmar’?z%’thepoints :

that we have made. {Summary) Is there

. anything someone would like to add

befora we move on to the next question?”

. ' Or. youcansay '

Straying Irom the Question .
Some participerits may say things which
appear to have little to do with the’
question at hand You shouldallowa
limited number of such comments. They
reinforce the dbsired natural, calm,
informal atmosphere. But don't let them
get out of hanc. You can say:

*Can | interrupt for a moment? Your points

' seem to be (Summary). Can you be a bit

more specific about how we can help the
planners deal with those points in
answering the (question)?” )

Ll

““You are making strong pomts (Summary)
But they seem to me to be straying from
our question. Does anyone else agree?
Should we add them to our agenda?”

Separate Agendas
A few participants may brmg up matters
that are outside the capacity of the water
quality planning agency to resolve. People
who do this usually feel sostrongly that .
they will continue to repeat their concems .
until they believe they are heard and
someone will do something about them.
Try to respond to their problems even
thougf'rthe agency has no responsnblluty
gre. Ybu can say. :

Yo have h:t on a matter that cohcéms .

- Iot ofus. Unfortunately (agency) can't do.

“anything about it directly—at least'as far" * |
as tknow."’

andetther

‘Could you see mb after the session? We
could talk about how and where to get

your point made "

\ A .

S oor / . .
Lo

| will, however, bring it up with the -/
agency staff and see if there might be
some way to help. lprom:se you an
answer "

Keeping the Discussion Balanced

Try to involve everyone. Don't let anyone
. dominate the discussion. Try to give all

' |deasafa|rheanng. Whennbecomes

-~

Y .
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clwthatthomhumolvodn

opinion, move on to the next agenda item.

Yomtnkmkoepmgthedm

balanced is easier if you know

beckwo&\dmdimermd majority -
dpmiclgam& -

Thé *'Silent” Participant

Try to draw out the * sﬂem pamc:pant"
Once the silent participart sp¥aks, help-
build his confidence to speak again by

: clqﬂylng and perhaps defending his
comments. | (
The Non-stop Talker _

At the cther extreme is the participant who
goes on too long. Yoy cah shut him off by
putting a time limit on all speakers or by

asking othér participants to comment on
wlmsbeonsmdbytho ‘non-stop talker.”

msmmocswss:on
thmnmmnyousense
 'that the discussion is going only cne way *
- and yet you know that there is another

~ pointof view? Youcanssy. - s
“Could ! interrupt here? What I've t;?n

~ hearing is (Summary). Fror what I' been
mm:nmmwpeopledont
wAmlm?" o

On mora dsrectly

W aminute. lsn‘l there another,pomt{\’

M'(Shteltl R

Uﬂng Conflict

Differing opinions—reasoned., fa:riy calm,
" focusing on ideas—is what discussion is .
all about. Your task n@mm all
opinions are expressed and that

- participants understand the areas of |
Wu\ddm

C‘Jérifying

One method to help assure this
understanding is 10 use a blackboard (or
display board)to list the points of
agreement and disagresment on various

. issues. You may goa step further—
clarifying the nature of the comments by
listing nts and disagreements

' according to whether the group considers
them fact or opinion. At times it is helpful
-to have the group consider the strength of
the agreements and d'rsagroenmus—by
Ilstingthom in priority order.

-

- %, - dane no matter how hard
pprtu:lpanwtty When

. &
Claritying Comments
You must assure thet all
mhuornottherehcﬁ
understeod. Occuiomny will seei
participants confused because they are
not ta ngabanthuamethlng

Bythe Moderator_
One method to resolve the problem is for
you to clarify what a participant 8aid.

By the Group
At other times, you can ask members of

the group to clarity points which
apparently are confusing others.

nts,

1

Summarizlng Comments

Frecpently you must summarize what has
been said (1) when it appears that no new

© points are being made, (2)atthe

Imiondadnscuasnondany -
ion, and (3) at the end of the session

. inpreparation for rppomng back to the full

group.
The session rocorder can greatly

facilitate your summary of points at the .

endofa dtsamiou

Dlncussion Failure
At times, a discussion gr g

[y
i

pwillget little
andthe

h a situation

Occws.rclax-—and wmlnextnma

* k.3

e

0’6

Deallng
wnth Hostility -

\ . ‘ TN
ln both formal and informal public
mestings, the conflict of ideas is
desirabie; hostilityisn't. !f permitted to get

out of hand, hostility can disrupt the

meeting, prevent the group from achieving .

its goals, and sénd people away
determined not to attend the next
meeting

Hostility has many forms:

- demonstrations, challenges to someone's

matives:or integrity, personal derision,

- sarcasm, constant interruptions, or

attempts 1o monopolize the discussion.

y

Opemng Staternent

. inboth formal -public mesetings and the

- among us. | want to stress, however, that *

general session of the informal meetings,
You should forcefully state .1e rules from
the outset »

[

~ L\

“Our purpose tonight is to provrde the
opponumty for everyone to express his or
"her opinion. We expect and want diversity .
and the identification of all diferences .

" we can onlyachieve our purpose if we

-

A‘:'

Ky

3/'

- il
4 v
\ . .

A

limit our comments to facts angiideas, angd
not get mvolved in personal crigicism.” _

No Anger .

# hostility surfaces, remain calm. Tempers

can't be cooled off if the moderator loses
hns cool, tou

Mesting D/srupt:on )
Af times, hoatlllty from d small- number cf
peoplemaybesogreat(eg a
demonstration) that the future progress of
the.meeting itself is thraatened. Offer to
meet separately with the disrupters to talk
about their concerns. Sometimes, '
" however, that won't work. Then you shoujd
consider calling a recess. The value of th

. approach is that you ara enlisting the

asslstanceofthe majority, who may be
. able to convince the mmonty to change its
tactics. - . -

Personal Attacks

————

When a speaker begins to deride another.‘ '

you must stop it quickly.



'INFORMATION -
FEEDBACK .
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/-\ -3 ' .
e - N \ .
Y] “isatpnnimutodby . N \ . '
,llmwwmmmmm o ' .
* neturning a pert of a system “output™ to be Ty
usad as later "input.~ Planners have CITIZENS' .STA.FF DECISIONMAKERS .
-dnnodwmm«mtnmo—n ' SRS ‘.
this case tcx. . | .
omcmmm(mt)are comments |——84  Reporting ‘Q—QT.JnmdDoclsbns
' mpoﬂedbdochmnﬁeninafonnm < ’ o ‘
mllbamod(mmt) and '
ore*pontotambliclm,ﬂwircommm y '
were actually used (a new cutput). " " .
N ' ) @— Hfepotting
- @ Schematically, nﬁm’nﬁoﬂw:n : —,('aﬁ!tk)
)
. & ./;/ ‘ - ‘- : ~- S,’
. - V4 P cC 7
- ol R
- S . .
& :
ey — _ - e :necni'zenAavisoryCo:n}nmee,
-Pr|n0lp|e.s Of Report,ng ‘ particularly if it is responsible for :
Information ‘Commentsto the mmgﬁwmmm;yw )
: ic ipation processes
ack Decisnon-maklng cthesunitsarcor i wil ke e own
| » | BOdy _ \ recocmtendatuons .
Flrst YOu must report all public meeting - - -the agencysmﬁ. particularly if it is
comments to the appropriate decision- directed to consider public comments in
nﬂumbodymamadiyuse&dbnm itsplaming‘activities ’ .
Second, the decision-making body has se'ectmg the :
z igation to-consider ail substantive AppropriateBody ° pn.sbhcdﬁcsals(na representatives of
mmsdoamtnmntlmme Eartymthoplanmngpmcesstheagefw oovammumnsmmastadoptme :
. - decisionmakers must incorporate all _ Mmbhshlmesofcommmeat-on plarg)tokeepthem:rﬂormedabancmzen
.. . Citizen opinions'into the plan, butsum&ly bmamwﬂwdec:s»onﬂnkm _attitudes. . i
.mmmmmwmqosa This requires identifying the - -
_ mekes citizen participationasham. - organizational units that will cons Repomngslnuldgotomethanoned
-, Third, you must feport haw the citizen citizens' MOqtmsmclude: _ izational units and, you
comments.are actually fed tothe \,tellpa ing citizens which bodi o
' public in timely faghion, using reporting. - ® thePothvaﬂ‘:amttee. consider their comments. S
O estoinsure that the i ion - particularly # it must adopt or recommend < - ' T
EINW oo } mmmmm : 38 . ) -
._"" Deomeis e e ) D ) ) ﬁ’ l& "
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Written Summary/Orai Precentation Mlﬁ# S N
Theagency staff reviews sll comments, L. : . .
syrnthesizes them and prepares a . 1. Wmddlﬂnﬂngdopm thelake? | 45 . N in 1961

narTative summeyy which highlights the . _ <
koypoums—ag ,{mu’--m be 2 meptnpbnowbouon : 413 . 12,000 a ysar °
considered and those that “should™ be .
considered. The principel adventage here Wﬂm T e ‘ B SN
is that the information is reducedto - - o R [
~ menageable-proportions. The - 1. Weshoukd be abie to swim in#t, - 1,6,10,14,20.30 . Fewsu:rywur
disadvantages are that staff interpretation c > ’ -
mymskaypocms.orMmbnbu “§ .2 Fshing regutation shouid 36, 40.58. - : "FishandGamew-ll !
enforced better, ; be advised. ‘

. - b° . .
Listing Afl Comments | ‘ — , .
Usuua&mrwyduﬂlomﬂ.lhm" T . : .
siaff reviews and summerizes all . Sumfy RN ’ wnnncalfdannﬁcmon Left blank for response -
Ccomments, categorizing them by topic and Comments | - ofwhomade the . }decmon-rrakmgbody
type of comment (e.g., question, fact, . . < " comment. A numbered —dnless the sta¥ has the
desire, opinion). The chart aiso identities - -~ © = mhrence to specific - definitive answer.
mmmwmmam L . W’*"”m‘:’d’d -

. T .

'l'hemltagestothasnutaodnmdm S R T _ . -
_ finformation is reduced tomanageeble © .0 o . P - )
pmpommwuspoaﬁedlyldunum - ; o o
decasaonrmkoronthemmm o . 7 L ' -
mwandrepomngushm Ly ' : . . o -
consuming for staff and the summanies o ‘

may misstate some positions. S T : o " o
Providing the Full Record -
Ttndocs’m-nakmgbod/ngwm . : o .
.copies of the meeting notes, the verbatim S -
- transcript (for public hearings), or tape '.‘ o R .
transcripts. The advantage, here, of - ) - 3 W
course, is that alf information is - A . i
mattbmusmnuprm : N ) ' : '
fittering The di is that

infofmhation may Wemd ' : . .
.hwpaq:lemﬂfmdlt . < . _— -

-
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‘Reporting -
to the Public

_ Reporti all
Citizen Participation -
Processes -
The public meeting is only one avenues of
* reporting formats thet follow mightbe
used for all such processes (for example,
advisory commities deliberations, survey
results, individual interviews and '
. wmuumltﬂhuponwmq
. peaple should indicate how and to what
- extent public meeting comments are
,uppomdorw.dbym
-mou.dmoth-rm

. Formatsforﬂmrﬁng
There are at least seven major methods for
reporting to the public. More than one
might be used to assure broad coverage.
Specitying the Use
¥ you use the summary chart for reporting
to the'decision - making body (see pages
&lﬁumcrm-wnhmom
. column’filled in—can be a"*feedback”
" report to the people. All the charts should
bé mailed to mesting participants, the -
‘media, and other interested people and
be availabié for rexiew at convenient
The advantages are that it is a brief,
easy-tonadmtandpeoplea’nso'e .
_MMrmsmm
-portrayed. The principat disadvantage is
, ﬂnmprodmsonanthsmbmloncoas
‘ m:owbstamal A

Srovid: n1g Summaries
T Yous. wna-zethe de:sion-making
boay s-respases e sngthemto
mee’ ngpaT . Da™s .ncothers -
-interestec < .- 3 wih s.mmargs of the
meeting Tne advanragu s that*~is
methud reve its what the decisiun—making
.body consicers ‘nportant in other words,
" ifacomment is not addressed. the
. - implication is that it 1s not important. The
4 dlaadvauageus(hat this report may also
bull:yand too much o read—with high
printing and distributic~ ¢ sts |

VE

. mmmlmmb

T W“—e“ﬁwldhg- In 'Vuﬁdhnnooordsmd . .
'Ywmwhuobrimaionu

mbumwuamm

the comments mede.
mmhmmmm
and review the lull, unfiltered record. The .
dissdvantage is that very few peopie will
readit. | ) '

&mﬁtnglhmm : é'>
it the agency has a newsietter; it is a forum
for summarizing meeting comments and

responses. The advantages are thet (1)
broad distribution has already been

-

" established; (2) it forces concise, well-

written summaries that are likelytobe -
read: and (3) the costs are minimal. On the
debit side, newsletter space constraints
mlynotallowadomataoxpomtlon if cost
is a factor, the newsletter summary can be

- information from the previou
. hew information subsequently developed. -
- . Two pages.are devoted to each project

* citizen comments (segregat

_- Overthe course of a three-year project,

the District publishes up to seven editions

ol its brochure, each incorporating .
s editions and

aiternative being studied—the left page
presenting factual informationonthe . .
altemnative, the right page su ing

ng .
to"'pro” or “con’) on the alternative. The
District updates each edition—adding to
the-factual | information and listing new
citizen comnents as they are received in

‘ publicnnetingafmmammory S
. committees, and from interviews and

eorroopondome.
Qheraoendu have also bulltthistypo

of mbuqmord by using a citizen
~ workbook. The agency provides factual

information and copies of its decisions.
Citizen participants record their awn and

combined with other methods (i.e., peaple ~~  Other public nts. . .
couid specifically request the more’ The public record is a valuable tool. I
waterqmmyplanmng,youcanaéa

’-dddbd tupgrttothe ﬁu:plo")

thfngNuwsRobasosandlorPrm
lthomuosd:sansedafenewmnhy
thenndarmyhdp On the other hand,
media interpretations could distort the *
recocd or ignore it. Reserve news feleases

_orpreucmferemesforsmﬁcam

M never rely on them alone. -
Floponlng to .,ubsoquent Publn, -

" Mestings
' Oralpreserutmperfnps .

!upplunentadbywmtensunmnes.on
Mmmsandatpmvuous meetings and
how it was addressed shwldbermdeto
people attending the current public

meeting. This bnngs people uptodate,

andsetsagoodtogobnhemetmgat
hand (i.e., peoplecmsaehontmym '
have an impact). But this method only

reacmsthepeoplemendingandmybe r '

tune-coosumng.

Buliding the Public Record:

,_anrthoowmda!wo-year mulh-phase

planning process, citizens will come an

©_ga Afraquent complaint is that each time - .~
" new people enter he or she must be

- oriented to what went on before or they

areq:todmmo!vedussms.One

'nnﬂndtowpsdvemuproblemnsto

bmld.pubﬁd‘!.mdpenodicaﬂytpdatea
mbhcmcocd :
TheSeaﬂeDtstndofmus ‘Army
Corpchnglmmesmmrnd. :
called the “Seettie Brochure,” as-past of
mm:anprmmm

either the brochure or workbook models ™

to supply or information at the beginning ' -
and end of each planning phase. ,

On the other hand, there are =~

" disadvantages. First, water quality -
. planning may be'so complicated that the

record itssif can be too compiicatedto
use Second, the public record eventuauy

::&omestonmdabie Third, publication” -
: distributlonoostsarehngh T
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. ouwmmnamy
- m-mmw
5 Diaifhmemmdodw
| Didthey deal with the issues we wanted
) mmdwwmmnwim

mmsmwlcm:ng

m-onmwmneedod :

cﬁmnmonmesm

Sompierhant public results, i.e, -
' mm i

-

L. S
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_ EV’éluating IR

Informal

Publlc Meetmgs

reareﬂvnetmicapproachesto ‘
evahm;ngimomnl mestings: by the

pal‘hclpams. b/thomﬁ. orbyathird
A-mﬂv

)

Partlcipant Evaluation

g Mlateverymrooalsforpubllc meetings, .

people will continue to attend onlyifthey .
find the meetings interesting, provocative,

. and usetul Participant evaluation is -
) nma\dedto.bodbacktomeorganizm
_theextammowmchmeus;i_opmnuda

and expeaathns.

OralEvaIumon
Setasademtimeatmeendofme
meeting to discuss.the process. Ask )
peopletocommm.

Yy thenmpoﬁanoeatﬁmlevancedﬂm
. topucandquesnons ,

_.\6_..-

‘o the ralevanceand interest ofthe
information presénted . A

. e &nirmpabilifytpdealwith‘the,f

Questions in thetime available *

. o the gmup dtscussnon format
6 the opponumty for each pamclpam to .
speak .

° leadersh:p‘&l’recuonandsv.ppon
= physteal arrangements T

Theproblem mth oral diswss:on(m
addition to taking up valuable meeting-
um)nsthssotmpeoplennyhesdatew
mtlcxzemﬂ'orlofothera T

WrittenEvdudlg; -

Near the end of the meefing, give -
pﬁ'tiapantsaqmmrotocouplete
(vokmarily)onmm

" 41

-

People may answer the questions before:
ey leave or mail it back Evaluation
questionnaires are usually"&eslno tor
muftipie choice questuons tomake -
‘tabulation ancanalysis easier. Many’
peasiicipants will resist the highly -
Structured format which prevents them
from commenting or expanding on their
answers. ltis agood ideatohavea -
structured questionnaire include an open-
ended question”Written evaluations are

. useful only.if you bave time toread,

: analyzg and use the responses.
Formats vary wndely -A tworquestion -
evaluation used somet:mes by the League
of Women Voters: ,

® whatdadyouhkebestabomthe
‘meetmg? - :

‘e whatdid
,\.-rneetmg?

like least about thé

icipants tothmk and .
" choose. Aggregating the responses will
tell a great deal about vanous parts ofthe
meeting . :
Structired questnonnaites may be shon
and'simple—or they may be more -
complicated and lengthy Here ls one

- sample®

-

'

. WMMimeMA
A Skl
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’o Wetethepartlupantsprepared’? ,
o What information did they appear fo
havadfﬁwrtywlth? :

® Wasthere aﬂiaemxlmeto dea! vmh
the questions? .

thetemyqoup hommw \Mtere

did frony? .. -~

Y ] D|dthefonnahelporhmder

"dnscussuon"‘ R
7

- “"-1cbangesshouldwemake"

ERIC

o Provided by ic |

’ mdependent evaluator establishhié own

criteria and techniques after you bnef him
on the meeting purposes. ~ :

| Citizen Conwnents _

1. How did you like todey’s mesting? twas o x .
e 5 . ' 3 20 1 v 0
T excellent . fine - good _ fair notsogood | - poor - very poor .
" 2. How did you ke the wiitten background information given to you? It was I
"6, 5 - 4 . 3 i 2 1 0 _
 eicelent T - fine good | fale . ricg 80 good ~ poor very poor
3. Were you interesied in the meeting Jopic and discussion questions? ) < : , .
B - 5 . T A -3 2 L0,
~ very much quite abit : _ not 3o much s rotat al
" 4. How many new th _dld'ypuloun'ﬁomﬂndbcmbn? T . o L
. .6 ;@ 5 . S I 2 1. 0
, many ' - - several , quldlhw ~ some . not mgny few .. none
- Didmdile*bnbbehiﬁwuobbms?hm X : F ’
5 4 3 2 ¢ 1 B 0.
_ mm&n " of some help notboholpful - useless
auowwelaoyoummmammmommcmmmdw . .
6 5 4 " .3 2 1 o
very well ' _ fairty well _ average - poorly
7. How would you rate your discussion moderator? s ‘ , .
S 6 5 : .4 - § : .2 ce1 0
excailent . C good “tair ' B ™. poor very poor
8. How wouid you rate the meeting facilities? _ e P & . -
6 5. 4. '3 2 1 0
excellont . ' ' , fair N poor * very poor
T o mtsumaoywmmfumnmmm? : \J . -
1o,uywhmmyom«nwmmm . ' . ,
Staff Evaluatlon _ .Anafyzmg szeh Comments- Evalq atmg | ;-. ;
Whethefornamepamcapamsevaluate ' Hpamapamsalsoevaluatethemeetm
FEETRATSE, Formal
2ers [l T (e J | ing sren
e N orsi . mmwmm | Pubhc Meetmgs
should conduct their own evaluation. fufuremeetym 5 (/‘ L P .
Oral DiScussion ™ _ Third-Party Evaluatlon L %?:sep:f;th:vgtr:&berofpeg:n
s Iqmr-gthernewng, have them focus . 'Occasional ,an independent evaluation 'a on IS rarely
onsuchmesnmss ' oaf € ofwmggﬂmm is appropriate. if - {?mg'ggﬁnﬂg”um,gk?xg' :f,‘;";,{?{’
S - meetings have been ineffective, a third ) . . :
. Dndwegawwqu@med? Wnot. why  party(a professiondl in group process) _Evaluarion Criteria
not?_ R - can adda new dimension. Let the - Numbers e

First, didthe m:_g;ber of people expected .
actually show-up? If not, what are the

- reasons? — date conflict, poor location, -

“poor time, topic of insufficient interest, -

_ ‘mdrfference, madequate pubhcut)’?

. Aftentiveness .

-~ 4
Second, did the people appear restiess?
Was there a great deal of commotion? Did
people come and go? If any of these .
problems existed, what were the reasons?

: . f\. i o ,
Th:rd. were the citizen comments relevmt

_ tothetopic? if-not, what were the

reasons? Were there any surprises? At e’
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- . ﬂ"# . . - . I P .
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Foti‘mmmgorgaﬂmcaiwamo
W«oMrwﬂMondafannl
bomhddFormnp!e.ddattmw T - SR, o,
* subsequent meetings increase afterthe - -".' 7 oL T R PO : '
mmmummmw . ' —— '
- meeting really needed? (The answer may Mduimpropuaionbrand CoT
wpmmmmmmmn mamucmﬁmm _ BUdget Items ,
" umwmmw rnq,nyYou must budgetYor themto- '
" -educational purposes only, in ' ‘ddmmﬂnmwhethefﬂwais ‘-..Thebestbudgetgwdancenstobegln
Wﬁdﬂnmmmm " sufficient money, and what might be. . - ¥ with average “price tags" for different
;mm,mmm" dnngodorqmomm .~ - typesof public meetings. Unfortunately
not, was the earlier meeting needed? Or, . _Bn.ldguingforpl.lbﬂcmingsalao "+ . . there.arg too many.variables to make even.
" canyou mm |m . m mm mm an educated guess. Costs will vary -
Wb’mﬂgmw Co _.’.,mdysls—ie. comparing the cost of a -'dependmgonthegeography(eg “New
, £ publlcunatmgwiﬁtanennmccstzen - York City costs.more™), cost of goodsand .-
Ca e m&pdmprmsinmd "'-7 'semoesmthearea.advemsmgrates
T pwpoooandmuns. - whatmnberemedordonated etc. Thus,
. e : . .- this ce identifies probable budget -
- e e e *. itemd and, for each, suggests aformula for
S e . oot calculating the costs. These budget items '.
o _ _ -7 .07 arepresentedas directand indirect - -
_ CoL T © . . expenses. Dtrectexpensesarethose
B e which yau must pay when incurred. © R
T A R Indirect explenses are normally incurred
IR e Rl e aspancfthegeneralagencybudget(re o
AT VL R L . notnorrnatlyaliowedtopubhcmaetmgs
T PO S _ - orothércitizen participation efforts)- :They .
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 ADDENDP ' Up public mestings” For this reeson, a '3 {ﬁntmmnerialdoalsonfywrth N
PUb"G Meeﬂng steg) procedures in public meeting . rofofmisprefaeedbym(ie.m .
_ - You can reproduce the 82-82) , :
Chockllst . /CHECKUST in sufficient quantity to use in ' |
- %*ﬁé' AR mmmhmnﬂb o Ifthetmmwiddpalswithboth.
N . Mesting. : ~types of public meetings, there is no
... Eachetepisrefersncedtothe : prdaoasww(w 73-75) B
Thumdunduiom_ minomlnﬂnmm:m o
mmmm . - chapters. . -
- mumm E -
Mbmimmhnnmuh Y Hﬂnmm«iddealsonlywnh
mmhmnbm informal public meetings, the page o
thm.amm mumbymaa ™ IM—informal Meeting
m“mulcbbm 40-41). : - Pé—FormalMeetng
PlgeRefermge PUBLIC ME!:TDB G-!BCKLISI‘ ,
4
3 IIM 1: Meeting Purpose /
F"‘ . o > - -
1 A ‘fMeetmg Type '_ DFormal .. DInforml .
IHS 7 _ . 3 Meetmgl-‘ormt.
FIII’B 14 -' -

'4;-bbetﬁu;3mnpt4i_ C]anmrai 'LJAppnh@n;"‘
Adnsory Committee Approval? g-. A
Ident:.fymg Potentlal Pamc1pants a

Interests identified and _categorized

6-.’
1izati 1ndiv1duals 1de:nt1f1ed? D

e ."Organizations and
7.; Meeting Tme o  . _Date Hours
8. Meetmg Place(s):

-. .r'nc?bltﬁrlmat1m ,

- lic transmum access’
) ~ &.lltable

.- Safe area?

Adequate fac111t1es?

_Rental fee" ‘-Dno

L

D

o
8 .
D‘\
Dyes‘S‘
Lecterns?

- Speaker s System? .

Bl or easels?

v

 Meeting roan set-up"
meting room clean-up?45
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: S ’l’otalmnberofpeopleexpected

26-28 o | \ General session

26 ST J 1 - ‘Seating arrangement type: -

Disuss:mn sess:.m T

i 26-28. . . | mmberof smail gromps:
, . _ ' " Seating-arrangement type: <

Nmberofpeoplemeachgroup

N " Adequate space?

IM8, FM15 - .. | 0. “ieetmg Sponsorsh:,p

Who?

Accepted*' '

Agency? . B
Other OrgaanatJ.cm"
9, 1S |1 . Leader Selectlon

- Who?

R B ¥ =
_ IM9-FMIS-16 . . - - -fn.._;jwr'saeetm R

7 . B . ified? o
o o RN | rs_invited? sl
v B ' oo Spealeers have accepted" SR

UNEND { [ DU SN N S - —
T - 13)}bderator5e1ecuon A

B PR R e libﬂunnyneeded"
Co e R I = - Moderators, invited? - 1
| | o T SR lbderators have accepted" \ -
& IM10, FM 16 S | 14 Asenda Developmen S T
. : Q.n&st:.msdevelcped"-- S 8
' ' Schedule developed" .

Ill"lo',“ FH‘!_.IG e _‘ 1 1s. Background Infomatlm Develcplmt

Informuon to be provxded

19-23 - - _ : Graphics i.c!ontified? _ /
' , I -y~ - Graphics ordered?- | |
..y ' Graphics received? '

-7 Written information completed"

) E Dutnbutmn hethods

o lhi:erofcopms :

Z E . ".“;0 ;' - .v " #b - ) ?i _:” S .‘ . n - ..
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- 19-23, % - Graplucs to be uEJed 1n oral presentatlons?
R : ‘ N - Ono - o
- AN Graphics 1dent1f1ed° S R B
Graphics ordered? - T
. Display equipment ordered" '
S s ) -Graph:lcs received?. .=
';'1 94'2;3'j"1-' "'Gz‘aplucs »o be used in discussion groups" ,
L Cyes - [jno I B
» '.-'G ics 1dmt1f1(gd" o N o
| How ‘many copies? ' SN T §
. Graph:.cs ordered’"__ Co o
e g : .Graph:l.cs rece:wed"‘ e -
IMT1,FM16 16, Publicity - o~
T : : o l‘viethod.'s selected : N
) % . . .‘ — — '
* Preparatlon ordered" , X |
Material prepared" : 0.
. - . Number of copies needed: - e
g Material placed and/or dlstnbu_ted'? ] | |
o _ Personal follow-up compléted" g
I"ll"l"l.?:lﬂs o 1? o Meetmg An-angements T '
S For the general session. . .-
- Lecterns, chairs,’ tables obtalned‘? ]
" Speaker system obtamed’ o ]
~ Projectors/screens ‘obtained? . - [J - o
Space for wall displays? . - EH————
S L "‘ " Registration table/space" B R :
IMY] ,FM17 - ‘ . Persomnel for. registration? «
e T . Refreshments (and personnel)". ;
T 3 Name tags obta:med" o .
 Room arrangements made" . S
. Audio/visual equipment set up? 8
Audio/visual. equipment tested? ‘
, 2 Ventllatlon/heatmg. adequate'?‘ 1 R
o For discussion sessions '. RN
o - Number of easels/blackboards: - ‘\
) L . Easels/blackboards obtained? — :
R - . - Easels/blackboards delivered?: Q)
N - .4 Newsprint for easels obtained? -
\ ‘ Supplies (pencﬂs/paper/chalk/

. . .erasers/felt tip pens/mskmg ‘
" tape/thumb tacks) obtained?

" Room arrangements made? :
Vent1Iat10n/heatmg adequate? ' '
TTangements -for, conference? E]yes D no
Heetmg Clean-up-- _
Facilities restored s clean e, 8\ ‘

Equ:.pmnt retumed" A
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CFMI6 . T Methods to be used:____.

oo ‘-_'—‘ ' H - Pt.u':umme].qumpmm-n:obt:amecl"F |
“_'nn‘z’ : o | o 19. Ox:ieutmg/g:.s‘mssmn Moderators "

O
Coe ', Orientation meeting scheduled?’ O
- A s aﬁmtsuon -meeting held? g

e . tors have prepared. mteﬁék"

_ .. T ‘Fingl moderator meetmg? ]

.31 Lo -t 20. Roportmg to the Dec151ormak:mg Body S

. }(\ . ST B Reportmg format: ) — ]
L . , | ~Repor1: mde" ' . ] ]

33.- @ 0~ o -21.. Reportmg to ‘the Pub11c S ;o »

SRS S - - Formats ‘used:_ S

#

o . . . Report preparw : o
. \ : ‘ o Number of copies- requlred S

N _ ‘ . : " Copies reproduced? L . O
. T Reporting completed? - 0O

"34,1M3¢ - | 22. Meeting Evaluation |
- 32;9"35- R ’ - Methods chosen - L
Y h ‘_,",' ’ - N o . B C 3 A

o s S 1 Evaluation compftea" N o+
- ' ‘ S Recommendations.made? . — % — O ——
' - A U N I Recmmndatlons accepted" B -3
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APPENDIXB: ~ /
. ForFurther |
~_Reading: =
~ An Annotated
“

~ Bibliography = i
'-'MJ.'W.m.mwam
Angsies 1974.. 68 pgs. b

. o i
‘ the classic book in public spealung. weitten in
-, 1924 byalormer U.S Senstor and Pultizer Prize-

winnsg

" liks husic, panhng scuipiure. SKitl, an ar rsa crak.
and Beveridge writes bnefty and sioquently on how 1o

' @mpiloy the slements of the craft: faith (in your subject) .
brevity. Can be read quickiy— and you will refer ta it
agan. ' 3 . .
Awailabie in paperback, Nash Quakty Papertack

. 2807853195 i

" Roben S.Casey. Orai Communication of T
- informevion, New York 1958199 pgs

. Spesking. Mechamcal Techmiques—Audio.
“MNU&T&WS@mbLW
 Avaitable at Universty Lifanes -
@ Fortey. A Practical Gurde fo Pubic Speaking,
. " Hollywood, Catilormia. 1970 edition 175pgs |
" More systemanc than Bevendge Author—Exscuive
Director of Tossimasters intemational Fourteen .
- chaphers. atl in “How io” styte Keys—deveioping e
mmawm.wﬁvmim ?
mm\om handkng Quashons

12

-

e —————— o ——n —

-« Available inpaperback.

biographer. Views public spsakingas anan—

. Goodt

Mario Pel, Double- Soeek in Amenca, NewYork 1973,
21 ) 1 . . ~

book by the suthor on “weesel words.™ a
fisused not through habit, insdvertencs, of accident.
mw«mmmmmgmw .

deliberats design for purposes of deception ** (The
first - in Sheep's Clothing). Otfers call
themn* " words. identifies and ridicules the use of

swhmmwmotmmmwag
Qovemnment and science. Highly resdable. and while
offering no solutions. simitar to Newman's bookin -
- making us mare carslut f we want to be understood
Hawthorne Books 0-8015-2184-X .
2385 ‘

Willlam Strunk, Jr.. and E. B. White, The Elements of-

. Second Edition, NawYort; 1972. 78§g;
The classic gude 10 writing. deaiing with word and
mmlqmc.pﬁndpmdeorwosmmsig
style itseF—what i3 distinguished and distinguishing
chapter on frequently misusedwords.
- . E -
Macmillan41826,$1 65 -

U.S. Army Institute for Water Resources. Pubic
Participation in Water Resources Planning: A Muiti-
Media Course, Priricipal Authior ChartesW Dahigren,
Prolgssional Development Paper 72:1. April 1972

Guide. 10 be accompared by audiotape Tensisting of

v

<

", @10-howr rading:-listining course for Corps of

Engineers pianners. Two parts of the guide useful
1-A samplieof the "Seattle Brochure' R
2 Suggested Guidetines Tor informing the Public

(excerpted trom Terry Schiaht's Public Relations in

' Water Resources Planrang)  « . .

Current anilabilityunknown ‘
Write Institute for Water Resources. <
Fort Belvowr. Virginia 22060

U.S. BureauotLand Maﬁaderﬁem Gonbiestygook
Has Got to Go. byJohn O'Hauyre W.ishingion, D C
1975. 112 pgs - .

.Drrectedto the government empioyee i book ofters

suggestians (with examples) for improving written
commumication While pnimarily directed In” in-mouse

"+ communication. the concluding two chuptars dealwith *

Icentificatian of Publics

Gene E. Willeke, *identification of Publics in Water
Resources Pianning * Department of City Planning in
cooperation with Environmental Resources Center,
Georpia institute of Technology. Atlants, Georgia,
September 1974. 30 pgs.

Heipin ditferent ways to identity publics for .
participation Some theory, but concentration on the
practice :

- Available from hiational Technical informatioo Sarvice

Public Meetings

.

. A Doscriptr{n' of a Public'\Participation Progrim -

Regarding the Facility Plartor the Joint Outfall

Systém.” County $Sanitatign Districts of Los Angelas
County. John D. Parkhurst, Chief Engineer and Ganeral 7
Manager, Whittier Califomnia, August 1975

- Description of a public participation program

encompassing seven ' Clean Water Workshops'* on
planning altematives for the county’s sewerage / -
System. 200 peaple attended. Describes and evaluates
program. Of most interest: detailed exhibits incluced
€.g.. Openinglworkshop presentation, sample of visual ~
aids (cartoon), discussion leader outline, program .+
brochure. sampie information packets, location (for

. meeting) maps. advertising schedule, sample ads.
Spot announcements, news feleases, discussion
leader report forms, opinion sheets. ‘

Inquire of Sanitation District
1955 Workman Mill Road
Whittier, Califorma; 90601 . S

Donald and Alice Stone, " The Adminsstration of
Charrs, " Pubhc Admuristration Review '
JanuaryIFebn_:arwgn. pgs. 71.77

. .
Essay on Ihe imponance of chair arrangements ip
taciitating group discusston iliustrations providead

Aviulable . University Libranes
) fhomas Fansler, Creafiv: Power Ihrough Discussio.
New.York 1950, 211 pgs ‘

Practical cisy to fead book directed pnncipally to
adiscussion paricipants about how they <an be more
- eflective ana get something out of the discdssion
. - N .

Avaiable at University Libiranes

pressreleasesandnewsTetease wiiting

_Avasiabie m Deperack, Wiishire Book Company 32 00
s & :
: .cmGoolu.m:rvmWNuYo’rk

“- 1974 142pgs ]

" Practical gadetc wath probiems :n o

 them™Pramanity tor paagsie i1t the business world Deals
wath weting reporis. letters OF particular inferest here
are chagse s on whing fof pubhcatior (1 e . the public)
Availabie 1n paperback, L.
Menmor Executive Library - ’
451-MW1416.$150 -

the D2ath of English?, New York: 1975 239 pgs o

Best serler by news commentator decrying the misuse
‘ol the Engirshianguage immersely reacable and .
Mianous Not prescnptive. bt peraps a good

! reminges ©1ake care wih the Engirsh language d we
| wan 1o be undersiooo | .
. Avadable i paperback, : '
. Wamer Books 79-898.$1 95 )
N . |- Y ’

\
v .
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PAruitext provided by enic [N o . L}

“

 Group Discussion

CatalogNo 1532 G53.8120 . °

v

Pail Bergeyin and Dwight Mormis. 4 Manual for

. _Grou'p_Dfscuss:on Participamts. NewYork 1965 63

pos - ‘
Briel, outline-type guide o conducting and

. ;a;_;paimg indiscussions. Subjects include leader

1es and duties. participant responssbiities and
expectations. physical arrangements. problem

.|+ pamcipants. topxc selection and use. audio-visual
i Edwin Newman. Stnct!y Speskmg. Wil Amerca be i

matenal use. samplé agenda. evalualion lormats
Available at Unversity Libranes T’: '

“"Descrptonof the 'Samoan Circle’ Group Drscussion
Process. " 4 pages. mimeographed
Summary of the Semoan Circle descnbed on
of the manual

Inquire 6l Northeastem Hllinoss Planning Commission,
10 South Riversiie Ptaza. Chicaga, lliinoes 60606

Russell H. Wagner aad-Ciroll G Amoid, >
Handbook of Group Drscussion, Baston 1950 322
Toabodgnthexmatmeomo!cmu"ers
Presants pnncipies for good discussion Also presents
;demmwg Mustratrve

page 20

g

‘discuss:on chalogues for 8 case conference. commitiee:

. ‘orum’ #
leture. Cases mey seem loG tar afielt.. ~ .

-
-

 Available iromthe U Goverriment Phintiig Otfice &, * Elizabeth W. Flynn and Jonn F. LaFaso. Group

- Drscuss: -n As Learming Process A Sour~ebook New'
Nork 1372 252pgs . :

Intended tor. yroup leaders ani paricipants half 1o

. theory ha,topractice L.atter portion heiptut as an.
overview gnhdto provide suggeshons tor moré eﬂec!wJ
group chiscussion Particularly valuabl leaders.
Has annolated biblingrapry for more :g@,
inCluding the behavions sciences commumications.
the small group and group dynamgs, intergroup
reiahons. discussion education Comtains examples,

but not retated to planning y
“Available at University Libranes

-~
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A

AMnAGoldbovgm(:anE Larson, Group
Cornmumcation, Drscuss:on Processes and '
Applications, Enqbuoodcws 1975 184 pgs

Uniske other tets. I0cuses on observation and

descrphion of Group COmmuMCEton processes rather .

thangiggesting ways (o lead or participate Pnmanly
for the student, tha ressarcher, the teacher

Available at khnmsnymes )
‘Halbert £ Gulley, Discussion, Conference and
ermecess.SocoodEdum New York: 1968. 374

Textbook with questions and exercises at the end of
sach chapter. Appendix presents illustrative cases. -

(1 e . stuation setling) for discussiol practice
intersperses theory with suggestions in presenting ail
_elements ot thed-scuss-on process One chapter -
- adoresses dISCusSION In large Groups. :

Avaitable at Unuversily Libraries s - Iv

John S. Morgan. Practica Gu'oeto Cbnféférvce
Leadlership’ New York 1966 291pgs, - . .- o

While onenmed 1o conterences withwr organzations
(primarily business). author wrieseasily ang’ .
informatively about leader preparation for. condua ol
and getting results out of conferences Four chaolers
address dealing with ' problem” peapie. although'
scrne suggestions not appficable because writer
-aSSumMes 'hat ‘eader knows personally or
prolessona ., 1he sareipants Chapters anieading *
cHMere~ o_ose tcrlerences probiem-solving

It rTgLong - ava'*- r3 ‘r:_, nng .

Usety desprets D'gd""Zd"Of al
A\rmabxe al Urrrversny Lubrdnes

i

DUSINESS 10CuS
«

Dawid Potter and Martin rsen_Discussion A
Cusitteet M g Py diCe Sec.oncEdmon Belmont.

._.II'O"qu !ilad.pgs ' . .
Preeane, .ngaelor Qroup £ SS Stanlents 1o
pracr-ce ettectve techmyues but 41S. good tor -
meet: ng plarmers Gowes . ndalgvk..ﬂer.ngprachcat .
aaviie N DC, S DA L.pahion  sadershin ang
DO * 0w N Presers Layeral itferg ' SCUsSIon
oI gle e gL O et as/iorms .

Avp rm'v s' Vet Pt

William M Sattler ana N EaaMilier D \ eSK Tty ]
et [
aeg——— MeeUy feren lLLL.)‘JI‘l!u!uLlllull needs. Prowvides

BE S L e puareraan NN “""‘ET*‘ & '\l WO T

“!4 oIS .

Temtbun'a e St L et ISR LT IR e o
LT TN et TN O DeNDi et Y oL s

ANAROW 'O ke e Sore ettecCtive Parhicalarly
usetul Jnapters on 'eadership tunchions rMerhods of
individua: parhcipalbion and large group meetings
Drscusses cphons and reasons for meeting eviluahon

- .dciudes t rating forms
. Avatable at University Librafies,

E

Aruitoxt provided by Eic:

- L

Q

RIC - | .

-

- From the introduchon.

william S. Smith, Group ing Through

Discussion, A Process Essential 1o acy.

Indisnapolis: 1965 {revised). 205 pgs.

.Concentrates only on problem- solving discussion

" Premise that problem-solving discussion has its
foundationin democracy and that perticipants are
thereby leaming emOCratic process fundamentals.
Book js largely philosophical and theoretical, but hg/

. ‘onausetul M«mmwmm :ncludmg

rating forms.

" Available st Unrversity Lnbranos

« Gurde to Successful Meetings. The United States
Pamphiet of instructions o Jaycee members in
orgamzmg and conducting meetings. Sampletgendas
for doard meeting. program meeting, banquet While .
onented 10 JayCee purposes. the pamphiet’ grves .
.specific direction and includes a detailed checklnst for
‘satting upthemeelmg Can be easily adapted 10 waler
quality planmng public meetings -

Available for purchase from The United States Jaycees.
Post Otfice Box 7. Tulsa, Oklahoma 741 02. No RSVP

© 5023-0.8075

. Antony Jay. How 1o Run a Méeling. Harvard Business

Rewview. March-Apnl 1976, pgs 43-57 - .

gurdehnes on how to nght
things that go wrong in mgetings: The discussion
coversthefunclionsof a INg waysto definethe ¢
opjectrves. making preparatipns, the chairman's role,
and mysto’conoucta meet: gthal will achieve its

objectwes ™
Author of Managemenr and Machiavelli
Avarable at University Libraries o=

. Pubiic Meenngs on the Nationa! RD&D Pian,

Delegations Responsibiities and Detailed Guidelines
Regarding Planmng and Conducting the Public
Meeting Series*OHice ot Public Aftairs. Energy
Research and Developmenl Agministration, June

1976

instruc hions 1o ERDA personnel in conducr:ng,é;blnc
meenngs i toss the country AsSigns organizational
responsibiilies provides model public meeting -
DUUger PG AIeS LILkE; bn ] oguipment requirements
MANDOWE ! Fe et el Luthnes registration and -

SR Dy Slop toy it einent e ording to dates relalgve
toaneehngs N : .

Rmiunn--ﬁculs Ly Le overly nbilious and

" Unnexessary tor water quaility planming agency. but

inaicdtive Of what 1s required for effective rneet:ng
development

Avatlabe from ERDA .

. Ann Widditsch. Public: Workshops on the Puget’

Sound arxs Agjucent Waters Study An Evaluation, A
Repon Submittedtothe U S Army Engineer Institute
for Water Resources IWE Report 72-2. June 1972 -

Case study of an early Ideal pubhic paricipation
approach i water

recommendatons)

Useful in suggesting.an aporoach -dennly-ng
problems . c -

Available from the Nanoﬁal Techrucal Informal;on
Sennce S

2 LS. QOVERNMENT PRINTING OFFICE: M—i“l-DJ'{/$7

-

es Describes events leading
- 10 warkshop deveiopment. a description of thewr
-organization and functioning. ana an evaluation (wnh




