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CHAPTER 1

INTRODUCTION

viation noisc remains one of the most serious
onstraints o expansion and improvement of
the ait transportation system. Il the national sys-
tem is (o keep pace with the growing demand for
air travel, a number of technical and policy issues
must be resolved at the national and community
levels. In recent years, communitics near airpors
have become increasingly concerned about noise
and more willing lo get involved in this and other
airport planning issues.

Communily involvement can be a very useful tool
in developing acceptable approaches to the
capacily and environmental issues facing airports,
Expericnee shows that involving the community in
the planning process can produce better plans,
Furiher, plans developed with appropriate com-
munity involvement are more likely to be accept-
able and, thus, more likely to be successful.

Purpose of the Community Involvement
Muanual

The Community Involvement Manual is wrilten
for planning professionals and others dealing
with airport development and the concerns of
airport communitics.

Community involvement is a broad and cvolving
arca of study, This document is not a textbook
addressing all aspects of this topic. The manual is
designed to provide practical guidelincs for in-
volving the community In a variety of aviation
planning situations. Consullation with public af-
fuirs professionals through the FAA's Head-
quarters, Regional, and Technical and
Acronautical Center Public Affairs staff is en-
couraged, These professionals can help to iden-
tify the need for community involvement and to
develop a successful program,

Since planning and community involvement situa-
tions will vary with dilfercnt airporls, com-
munitics, issucs, and points in the planning
process, this manual outlines a process for iden-
tifying community involvement needs, evaluating
techniques o meet these needs and designing a
workable program,

ow to Use this Monual

The manual is designed Lo accommodale readers
with differing needs in terms of specific informa-
tion and level of detail. 1t presents a logical se-
quence of topics in a format which allows
"skimming" for items of particular interest. In-
dividual chaplers can be used as independent ref-
erences for specific topies. More detailed
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information on communily involvement techni-
ques s appended,

Chapter 2 outlines the legal requirements for
community involvement and describes the poten-
tial benefits of an cffective community involve-
ment program,

Chapter 3 reviews principles of community invol-
vement and "helpful hints” which generally apply
to community involvement efforts.

Chapter4 discusses a critical aspect of community
involvement; namely the audience. This chapter
notes that a community is normally composed of
many interest groups. Each of these groups has
its own concerns, level of interest and degree of
sophistication. These factors play a major role in
selecting community involvement techniques,

Chapter 8 describes the desired results of com-
munity involvement efforts. Knowing what you
want to achicve in a given situation is a frequently
overlooked prerequisite for developing an effec-
tive community involvement program.

Chapter 6 briefly describes the key fealures of
individual community involvement techniques, In
each case, the advantages and disadvantages of
the technique are clearly highlighted. More
detailed descriptions of the techniques, including
*how to" instructions arc appended.

Chupter 7 outlines a process for developing a
community involvement program aad integrating
community involyement activitics into the
decision-making process. This chapter also
provides a summary evaluation of potential tech-
niques.
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CHAPTER2

THE NEED FOR
COMMUNITY
INVOLVEMENT

caling with aviation noise issucs has always

been difficult, Planning issucs in this arca
include- national transportation policy, regional
cconomic development, air trafiic control, local
land use, individual property rights, and personal
annoyance, Making-sensc of these technical and
policy issues [requently requires a greal deal of
education. Dealing with these issues effectively
requires a consensus on a course of action,

In recent years, communities have become in-
creasingly sophisticated and willing to become
involved in aviation noise and other airport plan-
ning issucs, Many of the comments submitted in
response Lo a Federal Register Notice on airport
noise compatibility planning and proposcd chan-
ges to FAR Parl 150 in November 1988 related Lo
community involvement. The most frequently
cited needs for community involvement related to
cducation of the various interest groups and their
involvement in the decision- making process.

This chapter outlines specific requirements for
communpnily involvement in aviation planning and,

more importantly, describes the potential benefits
of an effective community involvement program
(cIp).

Legul und Adminlstrative Requirements for
Community Involvement

The FAA activelyencourages communily involve-
ment in its sponsorcd programs, A legal mandate
for community involvement is found in Public Law
94-54 Title of Law which slates, "No airport
devclopment project may be approved by the
Secretary unless he s satisfied that fair considera-
tion has been given to the interest of the com-
munitics in or near which (the project is located.”
Section 16(c)(3). ’

Community involvement is recommended when-
ever public acceptance and understanding of an
aclion-or decision is necessary. Communily in-
volement is specifically required in the foilowing
cases:

& Actions or projccts involving the
preparation of an cavironmental impact
statement (EIS) or an environmental as-
sessment (EA);

s Noise compatibility studics conducted
under FAR Part 150;
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& Planning studies including airport sys-
tem plans and airport master plans; and

o Fucilitics establishment, particularly if
proposed navigational aids or other im-
provements could be interpreted as per-
mitting or encouraging increascd traffic
or operations by larger or more nolsy
airplanes,

The EIS/EA process requires that, "affected local
units of government, and pertinent federal and
state agencics should be consulted carly in the
process..,” (FAA Order 1050.1D Scction 22). In
addition, the process requires that, "Citizen invol-
vement, where appropriate, shall be initiated at
the earliest practical time and continued
throughout the development of the proposed
project in order to obtain meaninglul input...,”
{FAA Order 1050.1D Scction 29, FAA Order
50504A, para 18).

Alffccted interests shall be provided an oppor-
tunity to revicw and comment on draft and final
environmental statements, In the case of projects
involving airport locatton, new runway location or
major extension of arunway, FAA Order 5050.4A
specifics that public hearings must be condueted,
For other actions, public hearings are to be con-
sidercd bascd on the guidelines of paragraph 49
of the order.

FAR Part 150 requires consultation with specified
interests including States, public agencies, plan-
ning agencies, lacal jurisdictions, FAA regional
officials and other Federal officials, and regular
aeronautical users of the airport. It does not
specifly the nature of this consultation other than
to require a public hearing during the course of
the study,

Building Community Support

Beyond the legal and administrative requirements
for community involvement, there are also good,
practical reasons for developing an effective com-
munity involvement process, Any aviation plan-
ning effort, whether it relates to physical
improvements at an existing airport, location of 4

new airport, or development of a noise com-
patibility program, requires gencral ogreement
by Lthe interested partics on some course of action.

While the airport may benefit the community as a
whole, some aspects of its operation (e.g, noise)
may adverscly affect some community members.
The enigma is that the general good may not be as
strongly perccived as Lhe adverse noise impacts on
those who live adjacent to the airport, In practice,
this local constituency ofien opposes implementa-
tion of airporl projects which benelit the larger
community. Successful implementation requires
support of a majorily of the affccted intercsts,
The community involvement process is a means of
achieving conscnsus, and involves procedures Lo:

o identily concerns;
# cxplain technical factors;
e cstablish legitimacy of the process; and

e provide understanding of project im-
plicalions, costs and benelits.

The objective of the process is to develop lechai-
cally correct and generally acceptable solutions to
noise compatibility issues. Consensus develop-
ment is a primary purpose of the activity, regard-
Tess of the legal and udministralive requirements,
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CHAPTER 3

GENERAL PRINCIPLES
OF COMMUNITY
INVOLVEMENT

This chapter addresses the basic principles of
community involvement and presents con-
siderations for developing an effective community
invalvement program.

Program Design that Yields Desired Results

The goals of a well-designed community involve-
ment program arc to increase public knowledge
and understanding of complex issucs, consult with
interested and affected publics during planning
and decision-making, and develop consensus,

A well-designed program requires planning and
analysis, While poor technical planning may
result in expensive redesign and construction, a
poorly-designed community involvement pro-
gram can prevent projects from cver being imple-
mented, undermine valuable technical work, and
impair community relations for years to come.

Developing educational programs or ercating a
dialogue with the public docs not neeessarily
mean that effective community involvement has

been established. The publicexpects toinfluence
planning products and decisions. A community
involvement program should introduce com-
munity concerns into the planning process, The
program should also make it clear (hat considera-
tion of these concerns will be balanced by con-
sideration of other factors.

Public participation programs must be tailored to
stit the situation, the communily and the job, An
clfective program requires competent personael,
an adequate budget, and realistic limeframes. 1f
the program is large, or has the potential to be
contraversial, professional advice should be
sought to help develop and implement a com-
munity involvement program. The selection of an
appropriate consultant can be as important as the
program itself, Not only does the design of the
program reflect the value placed on the
community's concerns, but it also publicly
demonstrates a commitment (o working with the
community,

Iigh Visibility Program

A visible, casily understood and publicly con-
venient community involvement program im-
proves the credibility of the technical planning
process, Initially, most people are simply curious
about the cifeet of a project on their community,
However, curiosity quickly changes Lo suspicion
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and frustration if the public is not able to get
information on a situation, If the public is not
allowed to review or see the study's progress,
suspicions relating to the airport administration’s
intentions and the study's conclusions usually
develop,

Maintaining high visibility for the community in-
volvement program is imporlant for several
reasons;

e Community apprehension not only af-
fects the outcome of the proposed
project, but it contributes (o possible
response to future aclions as well, and

& Ifthe airport administration does not
provide reliable informalion, the public
will seck its own sources of information
which may be inaccurate or misleading,

Avoid the "Hard Sell*

The "hard sell" often produces disappointing
results, If thc community response is not a posi-
tive one, the proponents of the project are likely
to become delensive. A defensive attitude is a
barrier to communication because it shows the
public the airport is only willing to listen 1o views
that support the project. 1f the community invol-
vement process is used as a forum for pushing the
airport point of view withoul consideration of
communily interests, it creates two problems.,

@ The public avoids participation in future
community involvement epportunities
because it believes the airport ad-
ministration is going to do whalever it
wants regardless of public concerns, and

& The airport staff becomes defensive be-
cause it is in a position of defending the
proposed program, the airport, and the
airport’s integrity in what can quickly be-
come an adverse situation.

By learning and considering community concerns
during the planning process, rather than selling its
results, the zirport administration gains the

credibility needed to implement an effective com-
munity involvement program,

Allow that Techinicions can be Wrong

People often respond more favorably to staflf or
technicians who know the limits of their own ex-
pertise and the project scope. If the limits of °
prolessional expertise are recognized by the stalf,
the public will react more favorably to explana-
tions about the practicality and the consequences
of a proposed action. If the technicians use
professional expertise to averride and discard
conccrns which are legitimate in the eyes of the
public, they often lose credibility.

Technicians don't know gverything and can'tthink
of everything. It is csscatial that they listen lo
public opinions and values. This inlormation al-
lows technicians 1o address community concerns
and increascs their ability to develop feasible und
acceptable solutions,

Use Professional Expertise to Create Options,
Not Close Them

The community involvement program should en-
courage public interest and involvement in
developing viable optionsrather than dlctate what
can or cannot be done, Tuis importantto describe
and lay out basic project considerations, such as
the technical and economic feasibility of an op-
tion, the project’s environmental conslraints and
the various limitations, permit requirements and
regulations imposed upon the airport,  In con-
junction with this educational process, the staff
must also be able to assist the publicin recognizing
the limits of the options and the constraints under
which all parties are operating. The public must
recognize all of the limitations imposed on the
technicians; such as the laws of physics governing
the flight of aircraft, The public must understand
that the professionals are using their expertise to
develop solutions which are responsive o the
community's needs, but they must operate within
sct limits,
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Speuk the Public's Lunguage

Throughout the community involvement pro-
gram, the project stall should carefully consider
the level of understanding needed by its affected
communities. In most cases, the airport is re-
quired to interact with different groups with vary-
ing sophistication and different degrees of
interest. It is important to tailor your program to
the community’s level of interest and technical
understanding,

When planning a community involvement pro-
gram, remember to translate the propesed study
into layman’s terms. Avoid the use of acronyms
ant highly technical terms when addressing the
gencral public. Overly Lechnical jargon can in-
timidate or confuse the public, creating misirust
or loss of intercst, It is equally important not to
"talk down" to your audicnce or speak "at” people.
Spend time understanding your communily's
backgrounds, concerns and interests.

Listen to and Respect Public Cancerns uhout
the Project

The public provides valuable insights iato a
project by expressing its perceptions and leclings,
Listening to the public is the key to developing an
elfective community involvement program.
Carcful listening avoids costly oversights during a
project and focuses the study on significant issues,
Listening also identilics misconceptions concern-
ing the project and enables the staff to educate the
public in arcas wherc concerns may be based on
lack of understanding of the project and its im-
plications,

Toexpectanlytechnical data or rational reactions
about the project from the public is unrealistic.
An error in assessing factual data can seriously
affect the outcome of a project, bul an error in
judgment about peoples' values (i.c., their likes,
dislikes, hopes, fears, prejudices, ele)) is no less
important. It is the stalls responsibility to incor-
porate these values into the project so that the
public can see a legitimate attempt has been made
to address their concerns.

Clarify Responsibilities and Authority

In many public sctlings, the gronp lcaders who
organize and conduct the community involvement
program are perceived as credible and respected
sources of information and ideas, However, the
people olten have unrcalistic expectations con-
cerning the authority of airport staff or consull-
ants. For example, consultants cannot makc
decisions for a public body, The public and the
press often try to obtain commitments or decisions
from project stall who may not be authorized 1o
make these decisions,

A project stall must clarify ils responsibilities and
authority al the outset of the program. A uscful
technique often used in the Part 150 planning
process is Lo describe the process, the actors, the
rolc of each and the decision-making respon-
sibilities of cach. This technique is applicable to
most projects which involve public participation.

The public’s responsibility to assist the sirport and
its consullant in the process is an integral part of
the technique.

Try New Approaches or Methods

Designing your community involvemenl program
is a crealive process. It requires assessing the
techniques that best {it your community’s nceds.
It also requires combining techniques to meet all
of the pragram requircments with minimal cost.

Try new approaches through the use of new tech-
nology and software packages that present cost-
effective methods for producing effective and
valuable information, Community involvement
can be an exciting challenge rather than a
threatening obligation,
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CHAPTER 4

WHOIS THEPUBLIC?

Man lives, works, and plays ingroups. Each group
values things, rclationships and conditions on
somie relative scale, Individusls may be part of
many groups which may be defined by education,
economic condition, location, social stalus or
other conditions. A communily is generally made
up of many groups, and there may be many com-
munities within the arca of influence of a major
airport. Each group within cach community is a
public, and different publics may have different
community involvement necds,

This chapter reviews the concept of multiple
publics, including the "vocal minority/silent
majority” issue, and discusses techniques for iden-
tifying potentially interested "publics” during the
course of a communily involvement process,

The Concept of Publics

The public interest, which is an aggregation of
diverse individual interests, is cssentially an
academic concept. A more useful concept is to
consider that cach interest group constilutes a
*public*. There are many publics to address
rather than a single monolithic public.  One use-
ful way of grouping publics in relation to airport
issues follows.

The Indifferent, Many people are indillcrent to
an airport,  Such people are not aware of its
beneflit, disbenelit, or even of its existence. Indil-
ference may result (rom cultural, economic, so-
cial, geographic or other distinction. The
indifferent may be a relatively Jarge public,

Adversaries. There are individuals who for
various reasons perceive the airport as primarily
a disbenefit. The desired resulls of the program
will depend upon the interrelationship of thesc
factors. The following outline illustrates the com-
munity involvement results which may be desired
during the course of a planning process. Adver-
saries may include airport neighbors concerned
about visual and audible pollution; providers of
competing modes of transport; those who per-
ccive aviation only as a benefit for businessmen
and jet setters; those who perceive airports as
harmful to ecology; encrgy conservationists who
perceive only the high energy cost of hurling tons
of aluminum through the air; and those who only
sec land remaoved from tax roles, job opportunity
dislocations, and community disruption,

Users., Many people use an airport. Passcngers,
aircralt operators and cargo shippers all benefit
from the airportin some way, although their views
on specific afrport issucs may differ, Passcngers
may perceive the airport as useful, while remain-
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ing concerned about aircraft noise. Aircraft
operators and freight shippers may have concerns
about other aspects of nirport operations, but are
gencrally advocates.

Beneficluries. There are beneficiaries of the air-
port who arc not users, such as employees at the
airport local suppliers of goods and scrvices,
motels, twdcabs, ete. Development induced by
the airport and its infrastructure produccs
another sct of beneficiaries. Considering the mul-
tiplicr effect of the cconomie activity of all the
beneficiarics, additional bencficiarics may be
identified, Society as a whole also benefits from
airtransportation by decreasing lime lost in Iransit
by both peaple and goods.

Providers, There is another socictal group best
classilicd as providers of the airport and ils ser-
vices. Airport praprictors, generally local public
bodics, are included in this group. The airlines
provide the mechanism for air transport,
Manufacturers who provide the aircraft to airlines
are indircct providers, Airport concessionaires
provide auxiliary services at the airport.

Regulutors. Finally, there are groups who regu-
late or affect the airport and its operations;
managers and specialists in the FAA, the Depart-
ment of Justice, the Department of Defense, the
National Aeronautics and Space Administration,
the Environmental Protection Agency, other
Federal agencies and many State and local agen-
cics. Alltend to focus on theirindividual respon-
sibilities and protect 1heir current operations.

An airport project could be viewed in relution to
these publics: the indifferent, the adversarics, the
users, the beneficiaries, the providers and the
regulators, Understanding that there are many
interrelated publics is important in developing an
effective community involvement program,

*The Vocud Minority/Silent Majority"

A common belicf is that too many decisions are
made by "the vocal minorily," since it often scems
that most political decisions ‘arc made by a
minority of actively invelved and interested

citizens, As you have just read, public facilitics
such as airports alfect many publics, Frequently,
the benelits of such facilities are spread over the
enlire community, while negative effccts are con-
centraled in the immediate vicinity of the facility
itself.  Although those adverscly affected may
represent a minority ol Lthe communily, they may
fecl more significantly affected than other inter-
ests. Consequently, minority intercsts may cx-
press vocal oppoesition in the public debate, It is
frequently argucd that the silent majority” of
people benefited by the airport is net being heard.

The concept of "the silent majority” is used as a
justification for apposing the demands of the ac-
live minority, Thus a politician, an agency, or an
interest group may claim, "Il we could just hear
from the ‘silent majority’ ...then it would be clear
that our policies have the support of the general
public.” Infact, the concept of "the silent majority”
rests on the assumption that because people are
silent, they are in agreement, Tn realily, the silent
majorily may contain many diverse opinions,

The "silent majority" is not a fixed class of people,
All of us make choices about when to participate,
We may chose to be part of the vocal minority on
one issuc and be a member of the silent majority
on several others, In other words, the member-
ships of the vocal minerily and the silent majority
arc constantly changing. When we say we have a
"controversial” issue, all we are saying is that the
number of people interested cnough to par-
ticipate in the debate is relatively large,

There has been considerable research on the
reasons why people choose not to participute,
The three reasons most often cited are:

People feel adequutely represented by the uctive
minority. Leaders of visible interest groups often
serve as "surrogates” for a much larger group of
people who feel represented by the activities of
that inlerest group, Many of us belong to some
group in which we do little more than send our
annwal dues, so that group will represent our in-
lerests,

FAA Community Involvement Manual



People are unnware that they have n stake in n
purticular decision. 'We may choose (o involve
oursclves in those issucs we see as having a major
impact on our personal lives. We also make
choices between those issucs we sce as having
major impacts versus those having relatively
minor impacts. We may be so busy carning a living
thal an aviation project scems abstract and unre-
fated to our lives.

People don't Lelieve they can affect the declsion,
I people don't believe their participating will
make a dilference, they won't participate. One of
the major responsibilitics in a community involve-
ment program is to make clear how people can
influence a decision, and show clear connectiots
between the public's participation and the out-
come,

In summary, it is probably inevitable that com-
munity involvemeat programs address a relatively
small number of highly motivated and alfected
citizens and groups which tend to be adversaries.
Because community involvement programs often
deal primarily with the minarity, theee arc certain
abligations that cvery community involvement
program has to the broader majority.

Inform as brond a scgment of the public ns pos-
sible of the stake they may have in the issue wnder
study (c.g, informing air travellers of the possible
impacts of curfew hours),

Inform the public how they can participate in the
study, and how their participation will influence
the outcome (e.g., news articles about upcoming
activilies).

Systematically tazget publics in the community
involvement program to insure that the active
minority reasonably represeats the broader
majority (i.e., that all peints of view are involved
in your program).

Thrgeting The Right Public
Public opinion and interests vary from issue to

issue, The number of people secing themselves as
sufficicntly aflected by a particular decision varics

from decision to decision, An initial step in
designing an effective communily involvement
program is 1o systematically identify the publics
most likely to be affected at cach stage of the
planning or decision-making process. This task is
difficult because the degree to which people fecl
affected by a particular decision is purcly subjce-
tive, One individual may feel severely impacted
by an airport’s activity while his ncighbor docs not.
There are a number of other specific resources
you may want to tap in targeting the public.

Self-identification. Storics about the study in the
newspaper, radio, or TV, the distribution of
brochures and newsletters, and well-publicized
public meelings are all means of enconraging self-
identification, Anyone who participates by at-
tending the meeling or writing a Ictier or phoning
for information has clearly indicated an interestin
being an active member of the public in the study.
Brochures and reports should alse contain some
sort of response form so that people can indicate
an interest in participating,

Third-party identification. One of the best ways
to obtain information about other interests or in-
dividuals who should be included in the studyis to
ask representatives of known interests for (heir
supgestions, You might conduct intervicws with
neighborhood group representatives, inquiring
who clsc they belicve should be consulted.
Response forms attached to reports, brochures,
or newsletters should request suggestions of other
groups or individuals who might be interested in
the study.

Staff identification. Alrport stall members are
usually aware of individuals or groups who have
concerns about airport issues. Stafl awareness
may be due to participation in past studics, com-
plaints received on noise or other environmental
issues, or personal contacts in the local com-
munitics, Airport staff can be one of the richest
sources of information about individuals and
groups who may be interested in given issue.

Lists of groups or individuals. There are
numerous lists available which could assist in tar-
geting the publics. These lists include:
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o yellow pages,
& chamber of commerce membership lists,

# associations/organizations/neighbor-
hood groups,

e city and county directorics,

o direct mailing lists (uswally purchased),
and

& lists maintaincd by sociclogy/political
science departments.

Histarical records, There may be information in
your own files. This may include:

¢ noise complaints,

o lists of previous participants in carlier
studics,

o correspondence files, and
# library files on past projects.

Newspaper library, A review of newspaper clip-
pings may reveal names of individuals or groups
who have previously participated in aviation-re-
lated studics, or who have expressed opinions
about the area of your concern,

Consultatlon witl olher ugencies, A number of
agencies may have information about people or
groups interested in aviation issues. These might
include: the FAA, airport proprictors, airlincs,
city and county planning and zoning authorities,
state aviation office, ¢tc, [n addition, many other
agencics such as the U.S, Forest Service, Burcau
of Reclamation, and the U.S. Department of
Transportation often undertake community invol-
vement or citizen participation cfforts and, 5 a
result, may know influential community leaders
who might alse be included in your studies,

User survey, One possible community involve-
ment technique is to conduet a user survey. Ifthis

survey is conducted ncar the beginning of a com-
munily involvement program, it can identily in-
dividuals or groups whe would like to participate
in the study,

Tdentifying Publics at Each Stage of Plun

The same publics are not necessarily involved in
each stage of planning. Some slages of planning
require public review from the broadest range
possible, Other stages require a degree of under-
standing of technical data which may limit par-
ticipation to a technical group. Still ather phascs
may involve questions of policy which require in-
dividuals who have defined leadership roles in
environmental, business, civic groups, etc. Some
people are seen as leaders because they are advo-
cates for a particular position, while others are
seen as leaders precisely because they are viewed
as "objective” or "reasonable,”

The broader public should not be excluded lrom
the decision of technical issues; however, thetech-
niques used during highly techsical stages of the
planning process are likely 1o be aimed at smaller
groups. For cxample, when continuily is needed,
an advisory grovp may be a particularly useful
technique, When thereisanced for broad public
evaluation of alternatives, then public meelings,
newsletters, workshops, ctc,, may be more useful
techniques,

In thinking through which publics nced to be in-
volved ot specific stages of the planning process,
it may be usclul to identify the different levels of
"publics,” such as;

o staff of other Federal, State, and local
governmental agencics;

# elected officials at various levels of
government;

@ highly visible Jcaders of organized
groups or identifiable interests, (e.2., air
transport associations, airline pilots’ as-
sociations, neighborhoad groups, ctc.);
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¢ mcmbers of technical and professional
groups;

e members of organized groups or identifi-
able interests (c.g., residents in
proximity of the airport, airport users,
etc); and

# the "general” public not otherwise iden-
tified with any organized groups,

When a project or study is initially contemplated,
no other agencies may be involved. Atthestart of
a formal planning process, outside agencies and
technical/professional groups arc usually con-
sulted. When the scope of the project or study is
established, elected officials may become inter-
ested, As planning altcrnatives are developed,
organized groups will be interested. During the
evaluation of alternatives, the gencral public will
be involved, Publicstend Lo be added rather than
subtracted during the planning process.

At some stages of the planning process, many
levels of the public may nced to be involved, Al
olher stages, only a few of Lhese levels will be
Largeted. To avoid the dangers of producing an
"elitist" community invalvement program, any
planning stage that has primarily involved leader-
ship groups should be followed by a morc general
review by a broader public, Even though working
with 4 leadership group is easicr because of its
smailer size and technical background, it is
desiruble to work with a much broader public for
both visibilily and political aceeptability.

By "targeting” the various publics at each stage of
the decision-making process, the sponsor can
select appropriate community involvement tech-
niques to reach these particulur publics.
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CHAPTERSS

DESIRED RESULTS OF A
COMMUNITY
INVOLVEMENT
PROGRAM

This chapter describes four basic goals of com-
munity involvement, discusses the points al
whichinvolvement should occur during a planaing
process, and describes some of the desired results
of a Community Involvement Program,

Purpose of Community Involvement

A planning process provides a road map or a
pathway to proceed [rom problem definilion to
problem solution, Dissemination of information,
public response and conflict resolution are parts
of this process. These community invalvement
activities will be influenced by the degree of con-
troversy, polarization of interests, and history as-
sociated with the issue under consideration. An
cifective community involvement program must
accomplish a varicly of goals in situations that will
vary [rom problem to problem and from time to
time in the plenning process. A better under-
standing of the desired results of community in-

volvement can be obtained by restating the pur-
pose of cilizen involvement,

The basic purpose of citizen involvement is to see
that government decisions reftect the preferences
of the people. The basic intention of citizen par-
ticipation is to ensure responsiveness and ac-
countability of government to the citizens,
Communily involvement also produces better
plans, and inereases the likelihood of implement-
ing the plan,

In addition to legal and administrative require-
ments, there are four general goals for community
involvement,

Inform/educate the publie, When people under-
stand why things arcthe way they are or how things
work, they are more likely to accept or support
planning recommendations. In the absence of
information, pcoplc became suspicious, An ad-
verse relationship tends to develop. Once this
relationship develops, it is difficult to solve
problems when they occur,

Gather information from the public. Community
involvement provides an opportunity lo gather
information about local needs and concerns; local
social, cconomic and cavironmental conditions;
and the relative importance the public places
upon various program objcclives,
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Confliet resolution, Community involvement
sometimes results in a general agreement which
provides a basc of support for proposcd actions
or policies. Because of the divided responsibility
for aviation noise compatibility, many things can
be resolved by mutual agreement that are difficult
to accomplish by the decision of onc of the agen-
cies,

Establish the credibility of the declsion-mnking
process, Since there cannot be complete agree-
ment on all solutions, decisions must derive their
Tegitimacy not just from legal authority hut from
the common belicf that they were arrived at in a
fair and cquitable manner. Decision-making
must be open and visible, so the public can make
its own judgment about whether the decision-
making process was fair. The public must belicve
that equal access has been provided to all in-
dividuals and groups,

Fundamentat to the success of citizen involvement
is opeaness. An open process is the key to suc-
cesslul citizen involvement. The purpose, proce-
dures and schedule for conducting the planning
process should be deseribed as clearly and com-
pletely as possible. This information should in-
clude the following: decisions to be made, factors
which will be considered, choices which are and
are nol openfor consideration, and timing. Open-
ness means that planning is done publicly te the
maximum reasonable extent, and that decisions
are made public, Any individual or group should
have an opportunity to contribute Lo the process.
Wrilten information generated during the plan-
ning process should be made available to inter-
ested participants, This openness does not
guarantee there will be trust or agreement be-
tween plunners and the public, but it does help to
ensure that what conflict does arise will be over
the realissucs to be resolved rather than the ques-
tion of whether an honest intent to resolve them is
being made.

When Should Community Invelvement Occur?
An airport project begins with the recognition that

a problem exists, and a solution is nceded, Al
though problem recognition [requently resulls

from technical analysis, the public should be in-
volved in determining the need for a solution,
Therefore, technical analysis needs to be trans-
lated into information that ean be understood by
the general public,

There arc a number of ways to solve any problem.,
Involving the public in the postutation of alterna-
tives and the screening of alternmatives to be
analyzed will promote an understanding of the
problem and a general realization Lhat all
reasonable alternatives will be considered,

Community involvement cannot substitute for
technical studics. For the public to understand
the results of the technical study, it needs to un-
derstand the purposes and the Kmitations of the
proposed technical study, Thercefore, the public
should be involved in the conception and creation
of technical studies and informed of the results, If
the process of accepting the technical study
results in a decision, the public should be involved
in that decision process.

For example, a Federal Aviation Regulations
(FAR) Part 150 Noise Compatibility Plan is a
highly technical study dealing with noisc
problems. The public should be involved in deter-
mining the need and/or timing for such a study,
The public should be informed about the study's
technical and legal limitations, Whennoisc abate-
ment procedures are developed for study, the
public should be consulted, The process of
screening alternatives for further study should
also involve the public. The public should be
altowed to review and comment on forecasts and
olher technical assumptions of the noise analysis.
Finally, the decision of accepting the noisc abale-
ment program and the noisc map for submission
to the FAA should involve the public. Involving
the public at these points in the process will in-
crease the possibility of reaching technically cor-
rect and penerally acceplable decisions,

Public input will take placc even at those points
where the basic purpose is to inform the public,
How well the public understands the information
being presented isinitself a veryuseful input, The
requirement for public input is best understood if
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itis defincd at every point where understanding is
required, and at every point where the study
produces results that bear on subsequent condi-
tions.

Desired Results of s Community Involvement
Program

A community involvement program must achieve

differcnt goals at dilferent points in the plunning
process in a varicty of situations,

Situption

e Deiermining need for a solution,

# Development of alternatives.

# Evaluintion of alternalives.

® Decision-making,

The desired results of the program will depend
upon the interrelationship of these factors. The
following outline illustrates the community invol-
vement results which may be desired during the
course of a planaing process.

Desired Resulls

¢ Education of community regarding pur-
pose and need for project/program,

# Identification of concerned public.

o Identification of concerns and issues,
¢ Establishment of agcr‘:cy credibility.
e Establishment of process eredibility,

e Education of community regarding tech-
nical issues,

8 Understanding of specific community
concerns.

o Understanding of local conditions,

e Inform communily regarding assump-
tions and criteria.

& Understanding of communily values.

® Maintain credibility of planning process.
# Informing community of decisons and rationake,
¢ Understanding of communily acceptability,
¢ Understanding of implementation factors.
# Resolulion of community conficts,

& Maintain credibility of planning process,
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CHAPTER 6

COMMUNITY
INVOLVEMENT
TECHNIQUES

This chapter summarizes frequently used com-
munity involvement techniques, A short
description is provided for each technique, fol-
Yowed by a discussion of the advantages and dis-
advantages of the technique.  Addilional advice
on how to effectively implement some of the more
complex techniques can be found in the Appen-
dices, The techniques discussed in this chapier
are:

Meetings

Charreltes

Public Hearings
Advisory Committees
Intervicws

Field Olfices

Hotlines

Displays, Exhibits
Newspaper Inserts
Publications

Surveys

Participatory Television
Cumulalive Brochures
Responsivencss Summarics

Conduct Contests or Events
Mediation

Delphi

Stmulation Games

Technical Assistance to Citizens
Training Programs for Citizens
Community Coordination

Moetings

Meetings provide n framework for constructively
interacting with the public, an opportunity for
developing ugency credibility, ond a mechanism
for obtaining, cvalualing, and incorporating
public inpul on an ongoing basis. There are many
types of meetings, The following categories of
meclings may be conducted to achleve specific
program objectives, Additional advice on how to
design effective meetings is given in Appendix A,

Working Meetings, A working mecting attempts
to resolve a pre-determined problem in the ab-
sence of top adminisirators. The various interests
should be represented by stafl-level personnel
who are not in 2 position to make concessions or
demands, When the group encounters conlrover-
sial views or goals, the meeting should turn to
focus on thase arcas where the participants have
some interests in common, This focus is ac-
complished primarily by building the arca of
agreement into larger areas of overlapping views,
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This type of meeting is most useful in exploring
alternatives and reviewing technical issues,

Adyantages: Working meetings invite und
facilitate [ree give-and-take diseussions without
committing participants to policies,

Disudvantoges: Trying to find a compromise
when parlicipants express strongly opposed views
can bt time consuming and detract from the
meeting's goal to resolve aspecilic, defined prob-
lem.

Open Mectings., Anopen meeting is fairly similar
to a working meeting, except that an audience is
ptesent, Top administrators are more inclined to
attend since their agency or group may have to
*g0 on record” in front of the public and the media,

Advaptnges: Citizen concerns frequently have
more to do with the ability, possibility and oppar-
tunity to participate than with aclively participat-
ing. Open mectings provide opportunities for
public participation, Even if a crowd is large, o
skilled meeting leader can create o sense of inter-
action between the participants.,

Disndvantages: If the audience is large and has
vety strong feelings, an open meeting can
degenerate into o public argument in which par-
ticipants respond to the crowd instead of cach
other, Veryoflen, participants in an open meeling
are reluctant to explore options because the
presence of att audience may prevent them (rom
changing positions upon further consideration,

Public Mass Meeting. Unlike the other meetings
described which are designed to find solulions to
deflined problems, the purpose of a public mass
meeting is to demonstrate support, opposition, or
concern about a particular issue, The mecting's
success or lailure is typically measured by the
turnout, which is an indicator of how much people
care, or how much political energy might be
brought to the issuce,

Advuntages: Public mass mectings serve (o
generate public comment. If a lot of people show

concern at these mecetings it is likely that stronger
cfforts will be made to incorporate their views.

Disndvantages: Public mass mectings are espe-
cially likely to gencrate controversy. Positions

taken in public cannot be negotiated or reconciled
easily. Speakers often take extreme positions for
the sake of the audience. Finally, some pat-
ticipants will not fecl com{ortable speaking to a
large audicnee.

Lurge Group/Smail Group Meeting. If there isa
particularly large crowd, one technique is to
make a presentation to the entire crowd and then
break into smaller discussion groups that report
buack to the larger group at the end of the meeting.

Advantoges: The small group discession provides
everyone an opportunily to participate intensive-
ly, and report back (o the large group. This helps
provide a fecling of representation within the total
bady. :

Disndvantuges: This type of meeting requires
more stafl members on hand who arc competent
in their abilities to organize groups.

Punel Meeting. A panel mectingis designed to air
certain issues, (o hear different viewpoints, to shed
light on a subject, and to facilitate the decision-
making process at a later date. Such a meeting
involves o pancl of representatives of different
opinions who discuss the issucs in queslion, fol-
lowed by eillier questions from the audience, or
by small group discussions.

Advantuges: When issues surrounding a decision
are not well understood by potentially affected
interested parties, a pancl meeting can help clarily
a subject. A pancl format allows responsible in-
dividuals 1o air their views, and documentation of
the meeting provides a record of how the issues
were resolved.

Disndvantages: If the issucs being discussed are
extremely complex and evoke considerable public
response, the issue may become more confused.
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Workshops. Warkshaps are built on the premise
that any reasonably representative group of
people can identily virtually all the problems as-
sociated with a project. This type of meeting can
make the individual compramises that are neces-
sary for developing a single list of priorities or
preferences. Workshops differ (rom the large
group/small group format in that they usually have
a specific task or goal to be accomplished.

Advantppes: Workshops help bringto the surface
major concerns and allow for people to express
their preferences, This format is especially uselul
in developing potential solutions to problems.

Disndvantuges: The views cxpressed in o
workshop do not represent a real decision by the
community, unless the participants happen to be
the governmental body having legitimate
declsion-moking responsibility for the issues at
hand.

Open House. An open house meeling is an infor-
mal event held at a well-known locution and
scheduled ot a time such as the evenings or the
weekends convenicnt to most working people.
These mectings are usually held over an extended
period to avoid crowding at any one time. Ofien
the purpose of such a meeting is lo present the
public with various alternatives that canlead toa
solution, Experts are available to explain issucs,
answer questions and respond Lo public concerns,
The public is asked to submit writlen comments
and suggestions and identifyiheir preferred alier-
native with reasons cited for their choice, The
decision-makers then may choose an alternative
aller taking into consideration comments [rom the
public,

Advapinges; An open house allows the public lo
learn about the issues in question in a non-in-
timidating, informal manner with technical ex-
perts on hand, The experts will be able lo
incorporate the public’s input and reactions into
their final decisions,

Dispdvantages: There may not be a very wide
public representation at an apen house since only
those especially inlerested inlearning more about

the issues are likely to attend. Unless properly
organized and managed, there is a tendency for
this format to turn into a looscly organized public
mass meeting.

Charrettes

A ‘charrette' is traditionally an architecturzl term
whichoriginated when the ‘Ecole des Beaux Arts'
would send a cart (charrelic) around Paris to
collect its students’ work when the submission
deadline wasreached, Some students would jump
on the cart to work on their drawings up until the
last minute (en charrette).

A charretie brings logether all the critical agen-
cics or individuals in an attempt ta achieve mutual
agreement on an overall plan in a relatively short
time. A charretle is designed for a very con-
centrated bloc of time such as an entire weekend
or a series of nightly meelings for a week, or a
serics of once-a-week or weekend meetings. It is
aparticularly useful technique in a crisis situation,
or as a means of resolving an impasse reached
between various groups. Additional advice on
how to cifectively implement a Charrette can be
found in Appendix B,

Advontages: Charrettes are useful as a means of
achicving consensus and, since all critical interests
are involved, can result in a commitment by all
signilicant groups te support any plan coming out
of the meeting. The intense naturc of the char-
rette can lead to a deeper understanding of the
positions and mativations of ather individuals and
groups. By working together in this manner, pre-
viously conflicting interests may develop a feeling
of teamwork and cooperation which may extend
long beyand this particutar study.

Disadvantages:  Charreties are elfective only

when all interested partics are willing to en-
thusiastically participate and arc willing 1o accept
a nepotiated decision. Charrelles are very time-
consuming, and it is difficult to get key decision-
makers to make the commilment to participate for
the length of time required. Charrettes require
substantial stafl preparation and can be quite
expensive,
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Public Hearings

Public hearings are formal in nalure and consist
of three major parts: a presentation summary of
the main parts of the project or problem; an out-
ling of the range of solutions including the recom-
mended solution (provided there is ane); and the
publics’ reactions to the proposed course of ac-
tions, Helpful hints on how to successfully con-
duct public hearings are provided in Appendix B.

Advantages: Publie hearings fulfill the minimum
legal requirement for citizen participation. Public
hearings prevent an agency from making decisions
in secrecy without giving the public opportunity
for comment. In addition, an official, permanent
record is established at the public hearing,

Disndvantages: Public hearings are poor techni-
ques to obtain citizen input since they can be the
perfeet setting for confrontation and conflicts
rather than rational discussion. Some people may
be loo intimidated by the crowd and the technical
experts to air theie views, other participants may
take an uncompromising, militant position. This
kind ofinput tends to palarize interests and makes
compromise on issucs harder to attain,

Advisory Comumittees

Thistechnique incorporates s number of different
Lypes of committees, The advisory commiltee is
an extremcly popular community participation
technique in airporl noise compatibility studics.
Onc reason for this popularity is that an advisory
commillee can serve many dilferent {unctions,
Consequently, the sponsor must determing
precisely what it wants to accomplish and how the
advisory commiltee can be tailored for the func-
tion il will serve, Additional information on how
to work with advisory committees can be found in
Appendix C, Different types of advisory commit-
tees which may be considered include:

Commnittee to glve popularity-type advice ,
When elected olficials have to decide on
controversial issues, they may wish to use a
commiltee which reflects the leelings of their
constituency, Such a committee serves to

indicate how popular or unpopuiar a particular
idea is,

Advantages; This committee provides quick ad-
vice to the deciston-makers on the popularity/un-
popularity of an issue. Dealing wilh the views of
a relatively small committee representing a broad
range of the publicis casier than coordinating and
understanding the vicws expressed in a referen-
dum.

Disndyantoges; Although this type of Advisory
Committce altempts to achieve quick referenda,
it falls far short of the one-person ene-vole prin-
ciple of a refercndum. Deciding who should be
on the committee is in itself a difficult decision.

Committee to give content-type ndvice, This kind
of committee is primarily a source of information
to aid in understanding the issues to be addressed
in the study. The commiltee can advisc the study
tcam on a wide range of topics. Such advice may
include techaical information as well as informa-
lion relating to community concerns and issues.
Commiltee members can also carry information
fromthe study team to their individual constituen-
cies, This kind of group may become large il there
are many diffcrent interests, It is not always
necessary to meet with this committee as long as
the necessary information is provided,

Advantages: This type of Commiltee is made up
of lay people whose ideas, concerns, issucs, etc.,
can benefit the problem-solving effort.

Disadvantuges: Since thegroup maybe large and
may include diverse interests, mectings could be-

come lengthy and possibly awkward.

Committee fo build u consensus among polarized
interests. When individuals disagree strongly on
issues und are unwilling to compromisc, an Ad-
visory Committee that is designed to depolarize
interests and develop consensus on key issues can
play an important role, This kind of commiltee
requires representation by opposing interests,
procedures which minimize "grand-standing," and
a commitment (o focus on potential arcas of
agrecment,
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Adviintages: When it works well, this type of Ad-
visory Committec can contribute toward a general
improvement in the public decision-making en-
vironmenl by offsetting polarization of interests
which can adversely affect the entire governmen-
tal decision-making climate,

Dispdvantages: Such g Commiltee involves the

risk of agitating the community il not managed
effectively,

Coordinating Commitiee (frequently called o
committee of "go-fers™), A Coordinaling Commit-
tee is composcd of representatives whose role is
to relay information between the lechnical team
and their interest groups. An essential feature of
this committee is that members do not have the
autherity to commil their organizations to any
course of action. Committee members do provide
personal or professional advice.

Advnntages: Such a committee is low-key be-
cause members do not commit their interest
groups te any position and donot generaily attract
media attention.

Disndvantuges: This type of commiliee requires

considerable time and a substantial commiiment
of time and elTort.

Blue Ribbon Panel Committer. This type of com-
miltee is made up of open-minded, impartial in-
dividuals who are widely known to be so, This
kind of commitiee is usually established to help
solve particularly sensitive and controversial is-
sues.

Advaptages: A Blue Ribbon Panel Committee
can help theagencyget tothe hottom of a complex
issue, A thought-provoking report is generally
issucd at the end of such a committee's work,

Disadvintapes: Experience shows that frequent-
ly the report is not widely published or read. Asa
result, recommendations may not be imple-
mented.

Watch-Dog Commitice, The role of the watch-
dog committee is to check the work of the
agencics' experts to ensure that they are not
biased, closed-minded, prejudiced, or negligent.

Advantgges: A Watch-Dog Committce can help
restore public faith in decision-makers or the
decision-making process,

Disudvantnges: Because most public agencies
work on complex problems, it is hard for lay
people (o really cheek the work of the agency's
experts without training. Therein lics a problem
since, with training in the field of professionals
they are supposcd to "check” on, they may lose
their "lay” citizen status,

Commnittees to bulld a constituency for the
ngency's cause, Public officials may want Lo in-
valve a constituency to solve unpopular but,
nevertheless, important public sector problems.
For such an advisory committec to be an effective
constituency-builder, it needs to include intercsts
which most people are surprised to see supporting
the agency's cause. This is important, since even
a small minority may be able to block the im-
plementation of the agency’s program.

Advantiges: A body of supporters increases an
agencies' chances for suecessfully solving the

problem at hand,

Disadyantages: 1t may be disadvantageous fer a
public ugency that has tough problem-solving
responsibilitics 0 be recruiling and organizing
solely its supporters, However, it may be difficult
for supporters and opponents of a program Lo
work effectively together.

Interviews

One technique for quickly assessing public senti-
ment is 10 conducl a series of interviews with key
individuals representing the range of public most
likely to be interested or affected by the study.
Information likely to be discussed in an interview
would include the amount of interest in the study,
the goals and values of the interest group the
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individual represents, the manner in which the
interest group would like to participate in the
study, and the political climate and relationship
between the various inlerest groups. Intervicws
can be either non-structured or structured,
whereby the interviewer prepares a list of ques-
tions or topics to be discussed in cach interview so
that responses can be casily compared and sum-
marized,

Federal apgencies are required to get approval
from the Olfice of Management and Budget for
all surveys and queslionnaires. Structured inter-
views may fail under these approval requirements,
Federal agencies may find it preferable to stay
with unstructured intcrviews. Agency orders
should be carefully reviewed.

Advantnges; Tnterviews can provide a quick pic-
ture of the polilical situation in which a study will
be conducted. Intervicws can provide important
information about how various individuals wish to
participate, Personal relationships can be buill
with key individuals, and more direct communica-
tion links established with the public. Once com-
munication has been cstablished through an
interview, individuals and groups are more likely
to participale.

Disndvantuges: Poor inlerviewing can create a
negative impression by the individval, Interviews
may not be enlirely representative of public senti-
ment.

Fleld Oflices

Field offices are local offices of the sponsoring
agency established in the community where the
project or issue has the potential for significant
impact. Typically, a field office is placed in a
highly visible part of the community, such us a
downtown storefront or shopping center, so that
the largest number of people will know of its
existence, The field office staff are uble to answer
questions and solicit opinions from the locul com-
munity.

A [ield affice is designed to encourage "drop-ins”
and other informal interactions with the com-

munity using exhibits, charls, maps, brochuresand
other materials on dispiay, The offices can alsobe
the meceting place for workshops, task force meel-
ings, open houses or other events. This reinforces
the Gield offices as the focal point for participation
in the study. This technique requires cargful
preparation and ceordination through the media
in order to get maximum exposure.

Advantnges:  Ficld offices provide a means of
informal interaction with the local community at
the convenience of the residents. Field offices
communicale the value the agency places upon
community feclings and show that it is willing to
talk with local neighbors ubout airport-related
problems, Stafl occupying ficld offices often ob-
tain a better understanding of community needs
and dosires,

Disndvantages; Field offices can be costly tostaff
and operate. Ficld office stall often experience
divided loyalties between their commitments Lo
the sponsoring agency and the concerns of the
lacal public.

Hotines

A hotline is an "easy to remember” telephone
number which is publicized through brochures,
reports, news storics, paid advertising, ctc., as a
single telephone number that citizens can call to
ask questions or make comments. Hotlines have
been used as a method of handling noise com-
plaints and as coordination peints for individuals
requiring information about the progress of a
study. Comments received over a hotline can be
incorporated as a part of the record of a public
meeling or hearing.

The hotline should be staffed by individuals who
will take responsibility for finding answers to
fjucstions from the public, or for relaying com-
ments or complaints from the public to ap-
propriate stafl persons, Hotlines can be used asa
method of handling nolse compluints, and as coot-
dination pints for individuals requiring informa-
tion about the progress of a study. Comments
reeeived over a hotline can be incorporated as a
part of the record of a public meeting or hearing.
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The communication skills of the stall operating
the hotline arc very important, as defensive or
Insensitive responses to Lhe public comment may
produce negative effects, The use of an answering
machinc instead of a staff person also reduces the
valug ola hotline. Callers maybe willingloaccept
a recording outside of normal working hours, but
not during the workday.

Advopiuges: The hotline provides a convenient
means for citizens to participate in the study. The
hotline assists citizens in locating the staff most
likely to be able to answer their questions or
receive their comments. The hotline ay be a
useful means of providing information about
meetings or other community involvement ac-
tivitics, A hotline is an indicator of the sponsoring
agency'sinterest in public comments or questions,

Disadvantages: Defensive or insensitive com-
ments may produce negative reactions, The hot-
line must be stailed by people willing and able to
deal with public comments effectively, The hot-
line can require o great deal of staff time,

Displays/Exhlbits

One technique which has been used o inform or
obtain comment from the public s to set up dis-
pinys or exhibits in public places such as the agen-
cy lohby, shopping centers, or other locations in
high visibility arcas. These exhibits range from
fixed displays that provide general information to
the public, to booths manned by community invol-
vement specialists who are able to answer ques-
tions from the publie, or solicit public comment.
Even when unattended displays arc used,
response forms should be aveilable so that the
public can respond to the display.

Displays and exhibits may be particularly uselul in
reaching publics that had not been previously
identilied as intercsted in aviation issues, They
also provide gencral information to the public
about aviation problems, even if people choose
nat to paricipate. In order to be an effective
technique, it is necessury that the displays/exhibits
are attractively designed 1o calch the public’s eye.

Advantages: Provides information to the genceral
public about aviation issucs. Helps identify in-
dividuals and groups with an interest in aviation
issues,

Dispdvantages: Il exhibits are staffed, they in-
volve a major commitment of staff time, Must be
coordinated with other public involvement tech-
niques so that interest developed through the cx-
hibit can be dirccted into other community
invalvement activilies,

Newspaper Inserts

One technique that has been used {o provide
information to the gencral public and, at the same
time, solicit comments back, is to distribute a
newspaper insert including a response form via
the local newspaper, The newspaper insert can
describe the study and the various means by which
the public can be Involved, and the response form
allows people to express opinions or indicate their
willingness to be invelved in other community
involvement techniques. Additional advice on
how to work effectively with media can be found
in Appendix D,

Advantages: Newspaper inserts reach a much
greater percentage of the population than most
othicr public information techniques, Newspaper
inserts provide an opportunity for a large number
of citizens to participate. Newspaper insert
response forms provide a means for identilying
other individuals and groups interested in par-
ticipating in the community invalvement activilics.

Disndvantnges: Newspaper inserts are relatively
expensive Lo produce and distribute in farge num-

bers, Because respondents are self-selecting, a
statistical bias is introduced into the response and
they cannot be represented as statistically valid as
asurvcy.

Publications
Reparts, brochures, and information bulleting

provide a means to inform the public of the oppor-
tunities for participation; of the progress of the
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study to date; and of any decisions that have been
made,

Reports contain technical information and are
typically published several times during o com-
munity involvement program, namely;

e after problem definition, including ini-
tial data eollection;

o uponidentification of a set of broad
general alternatives;

o upon identification of specific detailed
alternatives and their environmental im-
pacls,

Brochures are usually bricl and containu descrip-

tion of the study, the issues involved in the study,
and a summary of the opportenities for the public

to participate in the study.

Information bulltlins or newsleiters are pericidic
reporis to the public published as a means of
maintaining & conlinuing interest in the study as
well as documenting the progress of thestudyina
highly visible and simplified form. Helplul hints
an how to effectively implement publications are
given in Appendix B,

Advantages: Publications ate a direct means of
providing a substantial amount of information to
a large number of people in a relatively cconomic
manacr, Publications are able to communicate o
greater amount of information than almost any
other form of communication. Publications serve
as a permanent record of what has transpired in
the community involvement program.

Dispdvantages: Preparation of aftractive publi-
cations requires delinite skills that are not avail
able in all organizations and, therefore, may have
1o be purchased outside the organization. Be-
cause of cost factors, publications may reach only
alimited audience,

Surveys

Surveys are an clfort 1o detcrmine public at-
titudes, values, and perceptions on various issucs.
A rigorous methodology is employed to ensure
that the findings of the survey repreesent the seati-
ment of the community being sampled and are not
biased. Surveys can be conducted by phone, by
mail, by individual interviews, or in small group
interviews,

Federal regulations require OMB approval of all
surveys or formal questionnaires conducted by
Federal agencics or with Federal funds. These
approvals are difficult and time-consuming to ob-
tuin, often ruling this technique out for Federal
agencics, Advice on how Lo successfully conduct
surveys is provided in Appendix B,

Advuntoges: Well-designed sumpling procedures
can create & survey which is truly representative of
the population from which it was drawn, Surveys
can provide an expression of feeling from the
public as & whole, not just these members of the
public who are most directly affected. A survey
can reach the "silent majority” whaose vicws would
othierwise be missed through hearings, discussion,
etc. The inclusion of all elements of a population
is what gives the survey the potential for being
truly representative and projectable to the total
population.

Disudvaptages; Unless surveys are carefully

designed, they tlo not produce reliable and mean-
ingful data. The cost of developing statistically
reliable surveys is high, Surveys cannot substitute
for political negotiation between significant inter-
ests. If the issue is not of broad public interest,
then a substantial number of survey respondents
will be uninformed about the issues covered by the
survey, The knowledge that people are poorly-in-
formed is itself important information. Require-
ments for OMB approval complicate the use of
this technique for mest Federal agencies.
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Participatory Tulevision

Participatory television holds considerable poten-
tial as a tool for both informing the public and
soliciting participation, Some experts see cable
television as holding the answer to parlicipation
since, cventually, cable television may be utilized
in such a way that il allows for two-way com-
munication. In the meantime, there are several
major uses of television programs, These include:

e Preparing a hali-hour or a ene-hour
television program which describes alter-
native courses of action in a major study.
Participants arc asked to express their
preference by mail or by a ballol that
has been distributed in advance of the
television program,

# Obtaining a block of time and conduct-
ing a call-in show on issues.

® Obtaining g regular block of free lime
from the local channel, and usc this as a
channel of communication aboul upcom-
ing events and as a forum for continuing
the discussion.

Additional information on working with the
media is provided in Appendix D,

Advantuges: Participatory (e¢levision reaches the
largest audience of any community involvement
technique. This technique is most convenient for
the participants, because they do not have to leave
their home. If people do not participate by filling
out a ballat or phoning in, there is a definite
educatianal function to participatory television.

Disndvantages: It is difficult to obiain large

blacks of time for a participatory iclevision pro-
gram on commercial television, The audience
viewing the program may not be representative,
and any voles or tallics laken as a result of the
program may be unrepresentative, Unless some
public participation oceurs in designing the pro-
gram, the public may not feel that the agency

accurately or objectively described the isspes,
This kind of participation gives equal value to
somebody who lives immediately next to the
praject or area of impact as somcbody who lives
50 miles away and is only peripherally impacted.

Cumulative Brochure

The cumulative brachure is a document which
keeps a visible record of a scrics of repetitive
public meetings, public brochures, workshops,
and citizen committce meetings. At the beginning
of the process, a brochure is prepared presenting
various study alternatives along with the pros and
cons for cach of the alternatives. In a series of
public mectings and workshops, individuals, agen-
cies, and organizations are invited to submit their
own alternatives, which arc then included in the
brochure along with their description of pros,
cons, and a no-action alternative,

The brochure is then republished with space
provided in the brochure for individuals to react
to the variows alternatives by writing their own
pros and cons, These comments then become a
part of the new brochure, With each round of
meetings or other forums for public comment, the
brochure grows by the addition of the public com-
ment and technical response.

Advantages: The process is very visible and allows
the publictosee how a decision was reached, The
process encourages open communication be-
tween the various members of public as well as
between the public and the sponsoring ggency,
No special status is granted to any one individual
or group over another.

Disadvantuges; The final brochure can be alarge,

cumbersome document and the many editions of
the brochure can be expensive to produce. The
effecliveness of the brochure depends on the
ability of the sponsoring agency to address the
issucs in non-burcaucratic language. The format
of the brochure may force public reaction into a
pro or con response when there may be other
positions. Since the sponsoring agency prepares
the brachure, groups which are suspicious of that
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agency may question whether the brochure Is
biased.

Responsiveness Summary
A responsiveness summary is similur to the

cumulative brochure in that it keeps a record of
input from potentially affected intcrests. Haw-

. ever, the procedure of conducting a responsive-

ness summary is ess complex. Dilferent agencics
go about it in dilferent ways, The busic concept,

“however, is to keep a running account of all reac-

tions 1o planning efforts, be il in the form of a
phone call, an infermal comment made af 2 mecet-
ingtoastalfmember, an angryletier, a newspaper
editorial, ete. A record of the comment and a

proposed response is made amd circulated to the
study team. Following study team agreement on,

a response; the comment and respense are circu-
lated to interested parties. Appendix B provides
additional guidclines on haw to use a responsive-
ness stmmary. '

‘Advintages; A respansiveness summary is very

visible and provides proof to the public that the
agency is listening to their coneerns, frusirations,
ctc. Investment of time and money is minimal,
since comments and responses must be compiled
in most planning processes in any event.

DRisudvaotuyes: Requires consistent use during

the entire planning pracess.
Conduct Contests or Events

One way to obtain publicity for your community
involvement program is Lo stage a conlest or event
as a means of slimulating intcrest and gaining
newspaper or lelevision coverage. Examples of
the use of this technique might include:

# Anessay contest in the publicschools
regarding avistion;

® A photo contest for the best phote of an-
tique plunes;

& Tours of agency facilitics.

The aim is to stage a newsworthy event, related to
the theme of the community involvement study,

Advantages: May generate substantial interest
and publicity, Will help o identify individuals
interested in the kinds of issues addressed by the
study.

Dissdvantages: Typically does not produce com-
ment directly applicuble to the study. Expecta-
tions may be established [or continuing
participution which, if not fulfilled, may lead to
resentment or cynicism,

Muedlation

Mediation is the application of the principles of
labor/management negotiation to environmental
or palitical issucs. In mediation, a group is estab-
lished which represents all the major intereststhat
will be affected by a decision. Members of the
mediation panel are all "official’ representatives
of the interest, and are appointed with the under-
standing that the organizations they represent will
have the opporlunity to approve or disapprove
any agreements that result from the mediation,
The basic ground rule which is established is that
all agreements will be unanimous,

A key element in mediation is the appointment of
a third party medialor--someone skilled in media-
tion, who is not scen as an interested party to the
ncgotistions, The mediator not only structures
the deliberations, but olten serves as a conduit for
negatistions between the various partics,

Mediution is only possible when the various inter-
estsin a conflict believe they can accomplish more
by ncgatiation than by continuing to fight,
Ground rules on how to clfectively carry out the
mediation process are listed in Appendix B,

Advuntoges: Mediation can result in an agree-
ment which is supported by all parties to the con-
Miet. Mediation may lead to quick resolution of
issucs that might otherwise be dragged out
through litigation or other palitical processes,

Disglvintnges: Mediation is an entirely volun-

tary process and, therefore, will work only when
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all parties are willing to negotinte. Mediation
requires a highly skifled third party mediator.

Delphi

The Delphi process is a method for obtaining
consensus on forccasts by a group of experts. It
might be uselul, for example, 15 a means to es-
timate future airport use by a group ol expertswith
differing philosophies and viewpoints, 1t can also
be used as a technique for estimating possible
environmental effects of various actions,

The basic procedure is as follows: A question.
naire is submilted individually to each participant
requesting them (o indicate their forecasts con-
cerning the topic. The responses to the question-
naire are consolidated and resubmitted to the
participants with a request that they make an
estimate of the probable occurrence of each event.
The participants’ responses are again collected,
and a statistical summary is preparcd. The statis-
tical summary is distributed to all participants,
and the participants are asked (o give a new cs-
timate now that they have secn the response of the
total group. Participants whose answers dilfer
substantially from the rest of the group are asked
ta state the reasons behind their answers, The
new responses are then summarized statistically
and redistributed 1o the participants who are
asked to prepare u final eslimate. A final statisti-
cal summary is then prepared based on
participants' comments. Additional information
on how to implement the Delphi process is given
in Appendix B,

Aftvantages: The Delphi process is an ¢ffective
tool for achieving a consensus on {orecasts among
groups of experts. Delphi minimizes the disad-
vantages of group dynamics such as over-
dominance by a single personality or posilions
taken o obtain status or acceptance lrom the
group, The Delphi process can serve to generate
considerable publicinterest and can be combined
with communily techniques for a greater overall
cifect.

Disidvintages: Delphi may have a tendency to
homogenize points of view. The process of mail-

ing questionnaires and redistribuling summaries
can be a time-consuming and cumhersome
process.  The public may be no more willing to
accept the findings of an expert panel than it
would of a single technical expert, The experts
still may not be right,

Simulutlon Games

Therc are a number of simulation games which
have been designed 1o allow people to simulate
the elfects of making particular policy choices and
decisions and, in the process, learn more about the
impacts of decisions and the interrelated nature
of various features of an environmental or
cconomie system. Simulation gaming provides an
opportunity for pcople to (ry out their positions
and see what the conscquences would be and how
other groups react to them. Simulation games
vary greatly in their complexity and the length of
time required to play them, The closer the game
resembles "reality,” the more lengthy and complex
it usually becomes. Special care is required in
selecting a simulation game appropriate for your
particular study.

Most agencies should not attempt to design their
own games unless no suitable games ars available
and they have considerable resources to devote to
such a project. Typically, a game that has been
developed to simulate a particular set of roles is
purchased by an agency, These games usually
come in the form of a kit that conlains all of the
necessary materials and instructions for playing
the game,

Advantages: Simulntion games can provide the
public with information about the consequences
of various policy positions or decisions. Simula-
tion games can provide the public with an under-
standing of the dynamics of an economic or
environmental system. Participation in a simula-
tion game is usially fun, and participants develop
arapport and communication which can be main-
tained throughout the entire study.

Disndvautages; There are anumber of simu' Tion
games on the market that are confusing, uver-
technical or misleading. You will have to exercise
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great care in selecting o simulation game ap-
propriate lor your particular study, While simula-
lion games can be educational, they typically don’t
provide opportunitics for direet public comment
on your study. Since few games have a perfect fit
with reality, citizens may apply the game rules
inappropriately to the actup! situation, People
may become so engrossed in the game that they
forget about the actual issues at hand,

Technicul Assistunce to Citizens

The public is often intimidated by professional
stalf and, consequently, may feel inimidated by
agencies that are able to present its points of view
in well-argued technical studics. Scveral agencies
have afforded 1echnical assistance to citizens by
providing staff or consultants to help various in-
dividuals in developing their own alternatives, or
helping them analyze issties or cvaluate the im-
pacts of various alternatives. Whether or not this
assistance can be provided by internal staff, or
must be via "independent” consultants, depends
aon the relationship thst exists beiween the plan-
ning agency and the community.

The purpase in providing technical assistance is
to ensure that citizens who have different values
and oricntations than the agency's are able o
develop their ideas using the sume kind of techai.
cal expertise as those possessed by the agency
itself, In high controversial situations, the "lacts”
generated by independent technical assistance
may be accepted more readily than "facts®
generated by the agency's professional stalf,

Advantages: Technical assistance can reduce the
likelihoad that citizens will feel intimidated by the
technical detail of professional staff. Tdeas from
the public can be developed to the same level of
technicnl detail as ideas gencrated by the agency.
Information generated by "independent” sources
may be more uceeptable to the public than those
generated by the agency's stafll in controversial
situations.

Disndvantages; If the agency is not open to alk
alternatives, then agency staflf may be placed inthe
position of divided loyalties, Tt is difficult to pro-

vide technical assistanee to all groups, instead of
simply the mos| active. The public can still fear
that technical assistance will be used to mislead
them or manipulate them to accept the agency's
viewpoint.

‘Tralning Programs for Cltizeny

Training programs arc usyally conducted to im-
prove citizen understanding of how studies are
conducied, to inform them of technical informa-
tien necessary to understand the study, and to
provide citizens a more equal footing with profes-
sionals so that citizens canwork with professionals
without being intimidated by their expertise.
Those training programs for citizens which have
been used in community involvement have typical-
ly been in the following three areas:

¢ Training about the planning and
decision-making process,

& Training on substantive content such as
planning, environmental impact assess-
ment, ele.

o Skills of working together as a team or
skills of meeting leadership.

Advintoges: Training may increase the eifective-
ness or impact the public has upon the study.
Fully informed citizens may feel less intimuted by
professionals and will be more likely to express
differing viewpoints. Properly trained citizens
can make a valuable contribution in the conduct
of the community involvement program.

Disadvantages: Some citizens may resentthe sug-
gestionthat theyneed training or may question the
"objectivity” of a training program conducted by a
planning agency, Training is usually limited to a
smull group and, therefore, there are problems
regarding who is included, Conducting an effec-
tive training program requires special training
skills and, therefore, may require the additional
cost of an outside consultant, The training must
be integral ro the planning or decision-making
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process or citizens will view [he trasining as wasted
time and effort,

Community Coordination

Instead of creating new mechanisms, such os
ncwslettiers, committees, ete,, existing
mechanisms can be extremely effective tools inn
community planning program. Additional infor-
mation an how to incorporute existing
mechanisms into your program is provided in Ap-
pendix B. Such mechanisms may include the fol-
lowing,

Clubs: Civic Groups: Other Orgunizations, Most
existing community organizations are constuntly
loaking for issues that interest its members, Stafi
from thesc organizations are usuallyactive in their
communities, attending meetings, arranging
events, and recruiting new members,

Advantnges: By consciously making use of the
existing community orgunizations, agencies can
reap the benelits that such organizations offer to
a cilizen purticipation effort without having ta do
any of the "groundwork,"

Disndvantiges: Considerable staff time is re-

quired to atlend and participate in the existing
organization,

Newsletters: Other Publications: Media, ete, Ex-
isting newsletters, publications, media, cic,, pro-
vide u means to inform all affected individuals,
groups, corporations, inslitules, ageneies, eic,

Advintages: By using the existing mechanisms,
the saving of tinc is significant, Producing 4
newsletter, for example, requires the develop-
ment of a mailing list, the editing of articles and
their layoul, the actual mailing, ete,; all of which
are costly and time consuming, These steps can
be avoided by including an article in an existing
newsletier, In addition, a wide crosssection of the
public can be targeted,

Disudyantiages:, Agencics have to comply with the
rules and regulations set forth for existing newslet
ters, publicntions, media, etc. Mechanisms may
nol cxist to reach all affected interests,
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CHAPTER7

DESIGNING YOUR
COMMUNITY
INVOLVEMENT
PROGRAM

This chapter helps you to combine the techni-
ques described in Chapter 6 into a construe-
tive community involvement program. There are
many possible ways to design a program and many
available techniques, Start by answering some
basic questions: What are your community invol-
vement goals? When should you involve the com-
munity? How should you involve the communily?
This chapter outlines n "thought process" for
answering these questions and using the answers
to develop a community involvement program
suited to your needs.

What Are Your Community Involvement Gouls?

Goals provide a clear purpose for any activity, and
are especially important for activities involving the
public. Chapter S describes typical community
involvement gouls. Briclly, these goals are:

¢ Inform/educute the public.

o Gather informution from the public,
¢ Resolve conflicts.

& Estublish credibility of the declsion.
muking process,

Evaluate your situation to defermine which goals
apply. Consider which goals arc most important,
Since communily involvement techniques dilfer
greatly in their ability to attain specificgoals, these
considerations will play a major role in your
evitluation of techniques,

When Should You Involve the Community?

To be cifective, communily involvement cfforts
must be integrated into your decision-making
process. Rcacting to issues or conceras alter
decisions have been made is difficult and fre-
quently invelves the loss of time, cflort, and
credibility.  Consequently, community involve-
ment activities should be coordinated with other
clements of the process so that informalion goes
to and comes from the community in time to con-
tribute to the decisions,

Cutline the steps in your decision-making process
and identily the information to be communicated
to and received from the community at cach step,
Thesc steps may or may rot be clearly defined;
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however, nearly all public decision-making
processcs contain some basic clements, ‘These
basic elements, described belaw, may assist you in
structuring your program,

Data collection/Issue Identification, Community
involvement efforts at this stage relate Lo develop-
ment of goals and objectives, undersianding com-
munity concerns, analysis of existing conditions,
and projections of fulure conditions if no action is
taken. The following information exchanges typi-
cally occur,

Erom the community,

o interested parties
e commitnity concerns/planning issucs
& Jocal conditions

& community goals

Tothe community;

® purpose of study/project

@ buseline conditions

# planning assumptions

# projected, no action conditions

& community involvement mechanisms

Formulation of atternntives. Alicrnatives may
come from manysources. In most cases, the spon-
soring agency identifies alternative solutions (o
problems as part of the decision-making process,
Other agencics, organized groups, community
leaders, and individuals frequently contribule
ideas for alternatives. Ideas contributed by the
community need to be translated into alternatives
which can be systematically evaluated, The fol-
lowing information exchanges may occur at this
stage.

From the community;
# alternatives tobe considered

To the community;

¢ possible alternatives
o technical limitations/constraints
¢ cvaluation criteria

Evaluation of alternatlves, This stage of the
process normally generates the most community
interest and, therefore, deserves particular atten-
tion, It may be necessary lo provide multiple
apportunities for community involvement prior to
the selection of a preferred alternative,  The fol-
lowing information exchanges may occur at this
stage,

Erom the community;
# relative importance of impacts

& acceptability of alternatives

Ta the community:

o impacts of alternatives
& technical feasibility of alternatives

Decision-making. Depending wpon the study’s
complexity and degree of controversy, this stage
of the process may involve negotiations with af-
fected intercsts outside of the sponsoring agency.
The community should be informed promptly
once a decision is made, including the reasons for
the decision, and why the allernatives were
rejected, The following information exchanges
typically oceur at this stage.

Erom the community:
& acceptability of the proposed solution

® factors affecling implementation of the
praposed solution
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To the communtty:

e proposed solution and reasons [or
decision

& rcasons other alternatives were rejected

How Should You Invotve the Community?

At this point, you know what, your community
involvement objeetives are and the information
cxchanges you will iced to help make decisions,
To decide which technique best suits your needs,
consider the strengths and weaknesses of each
and your resources in terms of staf{ and funding,
You maoy also have legal or administrative require-
ments (described in Chapter 2) which dictate the
use of specific techniques or preclude the use of
others in your program,

To provide a framework for the evaluation of
community involvement techniques, specific ob-
jectives have been identilied for compliance with
legal and administrative requirements and for
each of the community involvement goals pre-
viously described.

Comply with legal requirements, FAR Part 150
requires consultation with affected on-airportand
off-airport intcrests in the conduct of noise com-
patibility studics. Environmental studies re-
quircd by the National Environmental Policy Act
{NEPA) also specify public participation require-
ments, Generally, legal requirements for public
participation address the following issues:

& Polentinlly affected interests, All
potentially alfected interests must have
an opportunily lo participate in Lhe
process.

o Notlfication, Adequite lime must be
provided for interested partics to par-
ticipate,

e Explanation of proposed action. The
proposed or recommended action

should be explained to potentially af-
fected interests to permit informed par-
ticipation,

¢ Comment, Interested parlics must be
allowed to submit commenis; comments
should receive a reply.

o Dublic Record. A written record of
public comments is usually required.

Inform/educate the public.  Noise issues fre-
quently involve relatively complex technical con-
cepts. Inaddition, polential corrective measures
affect many inteecsts. Familiarizing the par-
ticipants in noise compatibility efforts with these
coneepts and concerns increases the likelihood of
meaningful participation. Public informa.
tion/education ohjectives are listed below,

o Realistic expectations. Educated par-
licipants may have many more realistic
cxpeclations regarding the outcome of
noise compatibility clforts.

e Technical information, Effective
public participation requires some un-
derstanding of airerafl and airport
operations, as well as acoustical Ler-
minology and concepts. Information
regarding pracedural matters is also
neCessary,

® Other vlewpolnts. Each segment of the
community has individua! concerns, A
general understanding of the various
viewpoints promotes rational discussion.

Guilier information from the public. A gremt
deal of community information is needed to
develop noise compatibility plans. Some of this
information, such as land use and the location of
noise scnsitive uses, may be technical,

Other information, such as local concerns, issucs,
and values are policy oriented. Techniques
should be considered in terms of their elfective-
ness in each area,
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& Technical information, The accuracy
of analysis depends upon technical data,
In addition 1o local govermment stall
input, community involvement can be a
valuable quality control mechanism.

o Concernsflssues. Anunderstanding of
the various community concerns and is-
sues is necessary (o define the speeilic
problems to be addressed. Community
involvement is needed Lo provide this in-
formation,

Conilict resolution, Noise compatibility issucs
frequently generale disagreements which must be
resolved among the various clements of the com-
munity to permit public action. The ability of
relatively small segments of anycommunity to veto
generally acceptable action leads to the need for
consensus building techniques,

o Compromise. The identification of par-
tial solutions that arc acceptable to the
various inferests may be possible.

o Negotintion, Conflicting intcrests must
be able to discuss alternatives without
taking a public position from which they
cannot retreat. A means of ensuring
that specilic intercst groups agree with
negotiated positions is also necessary.

o Consensus development, For large and
complex issues, it is [requently possible
Lo identify some aspects on which near-
Iy all participants agree; so called "win-
win” situations. Building on small agree-
ments may lead to agreements on larger
issnes.

Establish and maintnin credibility, The
credibility of the agency and the decision-muking
process is very important. Frequently, peaple will
accept an undesirable deeision if they believe that
the decision resulted from a fair and open process,
Similarly, the community is more likely Lo aceept
the need for a particular actien i the proposing
agency is belicved to be working toward a
legitimate goal or public purpose.

® Credibility of the organization, Belicf
that an agency or organtzation is pursu-
ing its legitimate purposes may enable
interest groups Lo accept compromises.

e Credibility of the process, Decisions
resulting from a process which is under-
stood, open, and rational are more likely
to be acceptable.

The following table (Table 1) of community invol-
vement {cchniques and objectives rates cach tech-
nigue according to its potential for attnining
specific objectives. Techniques may receive a
high, moderate or low rating for cach objeclive.
These ratings are based on the following rationale:

Migh. 1If properly applied, this technique will
usually attain the specified objective, Such tech-
niques should be scriously considered toattain the
specificd goal. If only one technique is employed
to achicve this objective, it should have a high
raling,

Maderate, If properly applicd, thistechnique will
contribute to altainment of the specified objec-
tive. Such techniques may be especially ap-
propriate if they can serve a number of objectives
simultancously, or il they have low associated
cosls,

Low. Even if propery applied, this technique
does not contribute significantly toward attaining
the specified goal. In some cases, it may actually
be counter-productive,

Managing your Community Involvement
Program

Once you have identified communily involvement
techniques which mect your needs, you should
coordinate the timing and sequence of these ac-
tivities for maximum efficicacy, For example, il
you have decided to conduct a serics of neighbor-
hood workshops, you should consider a range of
ather techniques to make your workshops more
clfective, Additional activities may be designed (o
increase attendance, educate the participants, im-

FAA Community Involvement Manual

32



B U FUGIZAIUAL | ARUIIIWOD YD

(54

Goals and Objectives

Tabfe 1

Evaluation of

Community Involvement
Techniques by Objectives

Publ_ui Hoann

Papulinly

[ Awsory Cammitces [

Canmont

Consensus

Caorgnanng

Bluy Aibban

Watch-Bog
Conshiugacy

Mawspanet insen

__Responsiveness Summary
e T

Inmrwews

led Ditca

Rapaits. Brochures/Elc
Sulvey

Techniques Rasaurces
Estimated
Cost Elaments Person-Doys

_Muehings: -

___Warking — : R
Open ! A . Pastage hunlmq i ‘ilhnn(lrul'i hicss, lm.ml ]
Pulibe tmass) . 3 l Adyerising. uwspagad, 130ha). A0, vl Qpment DnKIgpRoINs. plu,w;lul ca fonlal OF pugueedd T

__LargeSeall Greup - d} Advint amg AU vsual aqupment_brushing matenils. sp. 5:10
_ Panut 5
R — ﬂﬂ u‘q[gqg l unulm _@_ m_q_rn_qtgn_a_ls__lp)uvr MIrkers). kQ15). SpALY r4 enla)
Open Housy . Advertising. Judid-wisual equipty brighing iratgnals. space renlal i requirad)
Churralte | Advgthsif], auaio-visuil equipmunl. boiing Matenals, working malenals space wntal [l reguired)

AdvArsing. Gudic-vissal vquipmen), spacy mn!g!ﬂmqwmdl
“Pustaga. musbng requiremets (warking of open). cortespandence, ixper production T Orgaing
Paslage, meuting requiremunts. corssponduaco ropait produchion Qngaing
Pastag. Maohng roquiremanis, corraspondancy. repor preductian el Orgomg
Poslage. mostin umuits, coiespoNdEncy. repart produclion. Ongoing
I Pnsmgu r11uulmgn.qmreml.ms COMUSpONGeNce, rapod protuciion _ Ongang
Poslagu. ineeling requinemunls. canusponduncy, 1eport produtian. | Ongang
Pastagy. niehing réguiraments, cOaspandanca. repon produchion. Ongomg
Postage. CaMINenL1dsponse lorms o Myumat
Tm'('ll u.quuca:_ﬁuuffwﬂvﬁar_nﬁ T ..:: T 112 |
E-lra San___

uleuhune KeIvico.

“Advarlising (passibly).

Gamara ruagy malenals, poniing

Prolessianal services.

Paricipatory T.V.

Cumulalive 8rochire

Cantest Evanl

Rvmanan

iAssunie publicily supRUMTed felbyisan

“Roport produciion (mulpls wditions),

_Prbikcity (frs. brochurost

Jtetsi_

utnng vuqmmnmmr

Dalghy

Sunulabon Gamas

“Technical A

Traming Program

Commuriy Coordinalren

Elactlvenass:

kL
“Repai campiaron

Avalable gamus pralessionat Sutvices

Mabling re ralassicnal sunicas

| Meaung 1EUIrmenIs.
Mem;ng mcuxrumen I SHVICHS.

‘Brurhing matanals, iavel i requined)

j High
[ ol Moderate
[ |Low

Regowices por Singla Event or Activily

May vary widely,
for compntisan
onty.




prove Lhe cxchange of information, or document
results, These techniques could include news
releases, presentations lo civic graups, paid ad-
vertising, publicity arranged by interest groups
themselves, consultation with an advisory commit-
tec, response forms, audio-visual presentations,
and follow-up news releases.

The sequence of events in your commaunity invol-
vemenl program will depend uponthe schedule of
your decision-making process. Identily key com-
munity involvement points in this process to estab-
lish the schedule for specific community
involvement activities, Select appropriate techni-
ques for each of these major points, and schedule
supporting activities as appropriate.

Once you have started a communily involvement
program, evaluate its results as you go along, If
the techniques don't work in your situation, ttyto
find out why they don't, and what other techniques
might work better.
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APPENDIX A
DESIGNING EFFECTIVE MEETINGS

This appendix suggests ways io design effective meetings. The following topics are
discussed.

Page
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Meeting Logistics . oo v vt inninnr it iaransioarasrenions A7
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Reasons for Conducting Meetings

Meetings serve &t variety of purposes. Meetings allow participants to investigate
technical issues, explore alternative solutions to problems, and work toward consensus,
Public meetings provide an opportunity to inform the public in detail of the issues in
guestion. Meetings also provide a mechanism for citizens to hear other people’s ideas and
discuss them, and a means for resolution of differences of opinion. Finally, meetings
increase the visibility of the decision-making process.

On the other hand, meetings can be fruitless if they are not carefully integrated into
the decision-making process. For example, meetings can be unproductive if held so early
int the planning process that there isn't anything to discuss. Meetings can be a waste of time
if the participants could be as well informed by a report or brochure. Meetings are also
counterproductive if they are held after decisions are made, rather than at a time when
public comments will have an influence upon the decision. For meetings to be effective, it
is important to give considerable attention 1o their design, so they serve the purpose for
which they are intended,

Types of Meetings

There are many types of meetings; far more than most meeting designers realize,
The major types of meetings are as follows.

Working Meeting, This type of meeting is most useful for exploring alternatives and
reviewing technical issues, A working meeting should be informal in nature and have no
more than 12 staff-level people. The group should meet with the expressed intent of
resolving specific issues. A prerequisite to a successful meeting, therefore, is that all
participants are aware of the agenda items to be discussed. A circular seating arrangement
should be set up to help individuals see and interact with each other. Ample work surfaces
should be provided to write, draw sketches, graphs, and diagrams,

Instead of an assigned chairman, the meeting can be run by one of the participants.
Should the conversation stray too far afield, it is impartant for one of the participants to
steer the group back on track,

Qpen Meetings, The meeting, including its purpose, agenda, time, and place, is
advertised and announced to those members of the public who may wish to attend. Tt is run
by a chairman, or by a moderator if the issues 1o be discussed are particularly controversial.
The role of the moderator is to help conduct the meeting in an even-handed way,

The meetings are conducted in the open, where anyone, including the press, can see
and hear what transpires. Public participation may or may not be permitted. If public
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participation is permitted, the chairman may allow the public to participate throughout the
meeting or only at a particular point in the agenda.

Public Mass Mecting, Advertising is a key component of a successful public mass
meeting. Advertising may be carried out in a variety of ways (e.g,, distributing flyers, calling
interested parties via telephone chains, and media coverage).

The meeting place must be able to accommodate a potentially large crowd. The
audience should be seated in chairs facing the meeting leaders at the front of the room.
This encourages the public to direct their questions to the meeting leaders rather than with
each other.

rou all Grou ing. If the crowd is large and real discussion is
desired, one technique is to divide the crowd into smaller discussion groups, which then
report back to the larger group at the end of the meeting. A typical format for this type of
meeting follows.

o An explanation of the meeting format and procedures.

o A half-hour presentation describing the technical background of the study and the
issue to be posed before the smaller groups.

s One or two hours of small group discussions,
¢ Reports from each discussion group on their views and findings.

This type of meeting requires staff members on hand who are comfortable in their
abilities to organize groups. Depending upon the size of the anticipated audience, the entire
meeting may be conducted in one large room. On one side of the room, chairs may be set
up for the "large" group presentation. On the other, circular tables can be arranged to
accommodate the small group discussions, If there is insufficient room to accommodate this
many tables and chairs, it may be useful to held the meeting in a school where the large
meeting can be in an assembly hall, with small group discussions in classrooms. A more
detailed discussion of possible seating arrangements can be found on page A-7,

Pancl Meeting. The agency must choose a panel of technical experts familiar with
the issues under consideration and ensure the panel represents a range of viewpoints, The
audience consists of the general public. If there is particularly complex, technical
information to be conveyed, a "Meet the Press” format may be desirable. It is the
responsibility of the agency's Public Affairs Officer (if they have one) to invite members of
the press familiar with the program to participate. A news release may be issued stating the
meeting's topic, its location, and the time it will take place. A foilow-up phone call to those
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press members who are familiar with, and cover, the agency's program is advisable, Panel
members should be informed of the meeting’s topic and format prior to the meeting.

Representatives discuss an issue from their point of view, followed by either question
from the audience or small group discussions. A meeting coordinatar directs questions and
answers. If reporters are present, they will be given the opportunity to question the panel.
Since reporters are often skilled interviewers, this opportunity often serves to identify the
critical issues and communicate the technical information in a way which is relevant to the
public.

Workshops. Workshops are informal in nature and usually held for smaller
audiences between 25 and 35 people. Initially, the group is seated together facing the
workshop coordinator, who is responsible for providing the people with an unbiased
background of the project-related issues. The group is then divided into smaller groups of
four to seven people seated at round tables which have been set up in the same room. The
individuals write one major issue on a blank card which they believe needs attention along
with the reasons for their choices.

After each individual has filled out as many cards as appropriate, the group at each
table starts to compile 4 combined list of issues. This can be done in the following manner.

o Taking turns going around the table, each person calls off one of the issues they
have noted and their reasons for considering it an important issue.

¢ One of the group members writes down the issues as they are called out with a
felt-tip marker, in large letters on butcher-paper.

o Members keep taking turns around the table listing issues until everyone is out
of issues.

After all groups around the individual tables have completed their listing of issues,
all of these large sheets of butcher-paper are hung up on the walls so everyone in the room
can read them from their seats,

Next, ballots are handed out. Each individual votes on what he/she thinks the
several most important issues are. After the ballots are counted, the issues with the highest
number of votes are listed in the order of the number of votes each received.

At this point, there is discussion - guided by a moderator or coordinator - in which
people are asked to lobby for or against issues. After a round of Jobbying, the vote is
repeated and the resulting new priority listing is posted. If the last round of voting produced
considerable change in the priority listing, the group may want to hold another round of
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discussion and lobbying - followed by another ballot, ete. There are many ways to vary this
basic technique to suit the needs of any particular group and/or issues.

Open House, An open house meeting is an informal event held in a familiar or well-
known public building and scheduled ot a time, such as the evenings or the weekends,
convenient to most working people. Multiple display stations are set up and staffed by
experts who are available to answer questions and respond to public concerns. There may
be an introductory presentation which can be useflul to provide the public with some
background to the project. However, a presentation may encourage the public to congregate
instead of benefitting individually from one to one exchanges with the experts on hand.

Displays must be readily understood by the layman. Hand-outs of the displays should
be prepared for peaple to take home for further examination. The public should be asked
to give written comments and suggestions and further identify the preferred alternatives with
reasons given for the first choice,

Don’t mislead the public into thinking the most popular alternative will e chosen,
The open house is not a popularity poil. It is an opportunity to have questions answered
and communicate ideas to the experts. The decision-makers have the responsibility for
choosing an alternative after taking the public’s input and reactions into consideration,
Anything that may contribute to making the open house an informal event that furthers two-
way communication, such as refreshments, should be incorporated in its design.

Selecting a Meeting Format

To choose between these types of meetings and develop a detailed format, first
define exactly what you want to accomplish in the meeting, The guiding principle of
meeting design is that the format should reflect the purpose of the meeting. There are five
basic functions which meetings can serve, although a single meeting may serve more than
one of these functions. The five basic functions follow,

o Information Giving: The agency possesses the information and must communi-
cate it in some manner to the public (e.g., announcing the context of a proposed
noise rule).

o Information Receiving: The public possesses the information, which could include
public perceptions of needs, problems, values, impacts, or reactions to alterna-
tives. In this case, the agency must acquire the information held by the public.

o Interaction: Interaction invelves both information giving and information
receiving. It also serves the additional purpose of allowing people to test their
ideas on the sponsoring agency or other publics, As a result of this interaction,

people may modify their viewpoints,

A4



Consensus Forming/Negotiation: Over and beyond interaction, some meetings
are directed towards developing agreement on a single plan or course of action,

Summarizing: At the end of a long process, there is a need to publicly
acknowledge the agreements or decisions that have been reached. Reiterate the
positions of the different groups towards these agreements in a summary form.

Each of these functions in turn establishes limitations on the kind of meeting format
that is possible if the {unction is to be served, A few of these limitations and implications
are shown below.

Information Giving. The information must flow from the agency to all the
various publics, In this case, it is appropriate to have a meeting format which
primarily allows for presentations from the agency with questions from the
audience. Consequently, the classic meeting, with one person at the front of the
reom making a presentation to an audience in rows, may be a suitable format for
this function.

Information Receiving, When the function is reversed and information is
obtained from the public, having one person stand at the front of the room
addressing an entire audience is extremely inefficient, Many more ¢omments
could be received from the public if the audience were broken inte small groups
and comments were recorded on flip charts, 3 x § cards, or other media.

Interaction and Consensus Forming/Negotiation, Interaction, as well as
consensus forming/negotiation require extensive two-way communication and
usually must be accomplished in some form of small group. In addition, the
requirement for consensus formation usually means some procedure is used to
assist the group in working towards a single agreed-upon plan. A relatively
structured format, such as a large group/small group meeting or a workshop, is
more suitable for this function,

Summarizing, Since the function of summarizing is to provide visibility of the
entire process which has taken place, it may again be suitable to use large public
meetings as the means to serve the summarizing function, In this way, individuals
and groups can be seen taking positions and describing their involvement in the
planning process which has preceded this meeting,

Several other factors should be taken into consideration in selecting a meeting

format, These include:

Antlcipated Audience Size. If the audience is anticipated to number in the
hundreds, this factor will influence the choice of meeting format. Even a large

A-5



crowd can be broken into small discussion groups if that is the kind of meeting
required and the meeting facility is chosen carefully.

o Intensity of Interest in the Issue, If people are highly interested in the topic, they
are more willing to participate in workshops or other intense formats rather than
a more passive form of interface.

¢ Degree of Controversy. If an issue is extremely controversial, the public may resist
being broken down into small groups, believing that it is an attemnpt on the part
of the agency to manipulate by "dividing and conquering." Also, meetings should
not be arranged so that all "issue opponents" or all "pro-aviation" people are
segregated into homogenous groups for discussion. Such a division would only
reinforce the antagonism between the groups and further polarize positions.

Time and Place of Meetings

Meetings should be held at a time and place convenient to the public. Convenience
for the staff is a secondary consideration. Often this consideration dictates that meetings
be held in the evening, although some circumstances will allow for afterncon meetings. If
a meeting is aimed primarily at representatives of other governmental agencies or interests,
then daytime meetings are preferable,

One of the first considerations in selecting a meeting place should be whether or not
the facilities are adequate for the meeting format you wish to use. (See the section on
Seating Arrangement following.) You may also want the meeting to be held away from the
agency headquarters, on "neutral" ground, Other issues you should consider in selecting a
meeting place should include:

e central location,

¢ public transportation access,

» suitable parking, and

» safety of the area.
Pre-Meeting Publicity

If a meeting is aimed at a relatively small group, then pre-meeting publicity will be
quite limited. However, if the purpose of a meeting is to reach the broad general public,

pre-meeting publicity is very important. The pre-meeting publicity techniques you may wish
to emplay include the following.
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e Issue a press release/spot announcement

s Place an announcement in the Federal Register.

® Develop a press kit or technical summary for the press.

* Visit members of the press to arrange for feature stories.

® Purchase display advertising or radio and TV announcements,

» Have community organizations and interest groups advertise the meeting to their
own membership,

s Have a community organization sponsor the meeting.

Your Public Information or Public Affairs Officer may be able to provide you with
other ideas,

Meeting Logistics

There are numerous logistical issues which must be taken care of if the meeting is
to be a success, To assist you in identifying these issues, a Public Meeting Checklist is
attached at the end of this appendix (following p. A-10). This checklist is taken from a guide

- on effective public meetings which is distributed by the Environmental Protection Agency.'

Seating Arrangements

The seating arrangements for a meeting are a direct reflection of the type of meeting

" you wish to hold. For example, in Figure A-1 (A) the sources of all information are the
individuals at the front of the room. This seating arrangement may be useful and

appropriate in a situation where the majority of the public talk to the meeting leaders at the

. front of the room, rather than to each other. As a result, this seating arrangement may be

useful and appropriate in a situation where the major function of the meeting is information
giving. If you would like to encourage interaction between participants, one alternative
would be Figure A-1 (B), which allows people in the audience to see each other more easily.
In addition, microphones are placed throughout the room so that people do not have to

come to the front of the room to participate,

'gipidc 1 Effective Public Meetings by James F, Ragan, Jr., available from U.S. Environmental

Protection Agency, Office of Public Alfiirs, A-107 Washington, D.C,
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Suggested Seating Arrangements

Figure A-1
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The ideal arrangements for interaction or consensus forming/negotiation are the
nearly circular formations shown in Figure A-1(C, D, E, F). The major differences between
these formations are the number of participants and the kinds of tables available, If there
are a large number of individuals and you stil] wish to retain the conditions for interaction,
then an arrangement such as that shown in Figure A-1 (G) is appropriate for the large
group/small group meeting. The audience first meets in a general assembly shown on the
left side of the diagram, then adjourns to the circular tables for the small group discussions.
If there is insufficient room to accommodate this many tables and chairs, it may be useful
to hold the meeting in a school where the large meeting can be in an assembly hall, with
small group discussion in classrooms. An alternative format which can be used when there
will be small discussion groups is shown in Figure A-1 (H). This format accommodates both
small discussion groups, as well as a general session, with people simply remaining in their
seats at the circular tables during the general session. Naturally, there are numerous
variations to all the configurations shown in Figure A-1, These examples simply serve to
illustrate that seating arrangements are a significant part of the meeting format.

Mecting Leadership

The leadership style chosen by the meeting leader is 4 major factor in the overall
effectiveness of the meeting. If a meeting is runin a highly authoritative manner, the public
may believe it is not allowed to participate and have a negative response towards the
meeting. If the style of meeting leadership is such that participants feel consulted and
believe the meeting is being run on behalf of everybody, they are likely to feel more positive
about their role at the meeting and support any procedural suggestions of the leader, The
critical element in effective meeting leadership appears to be the audience’s belief that the
meeting is "theirs” rather than the agency's.

There are definite skills to conducting meetings in a congenial, but efficient, manner.
Traditionally, agency leaders have always conducted public meetings. However, if the
agency leader is not also a skilled meeting leader, it may be better to have the agency leader
open the meeting, make a short presentation, and hand the meeting on to an experienced
meeting leader.

Recording Public Comments

The sponsoring agency needs to keep a record of comments made in the public
meeting as proof to the public that its comments are being heard. In a public hearing, a
court reporter keeps a verbatim transcript, which becomes a formal record of the meeting.
However, this is a very formal procedure and most members of the pubiic will never read
the public record.

One of the most effective techniques for both keeping a summary of the meeting and
indicating to the public that it is being heard is to keep a summary of the meeting on a flip

A-D



chart. The public is able to watch the summary as it is being taken and is informed that if
the summary is inaccurate changes may be requested. Agencies that have used this method
have discovered that the summary is usually far more helpful than reading a verbatim
transcript, It also provides a quick record of the meeting which can be distributed to others
as a document of the meeting. If a more complete record is needed, a tape recording of
the meeting can also be made,

One limitation of the flip chart method occurs in a very large meetings where the flip
chart often cannot be seen by each participant. An overhead projector with a continuous
roll of acetate might be used as an alternative. The disadvantage to this approach is that
the summary appears on the screen for only a short period of time and is not visible to the
public afterward. A verbatim transcript is still required for a formal public hearing.

Providing Feedback to the Public

One fundamental rule of meetings is to provide feedback to the public on what has
been heard. Itis recommended that this be done by typing up the flip chart summary of the
meeting and distributing it to everyone in attendance, as well as other interested individuals
and groups, with request for additional comments or reactions. Other items that should be
addressed in this feedback should include:

s what will be done with the public comment,

& any decisions that have resulted from the meeting, and

e future opportunities for participation in the community involvement program,
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PUBLIC MEETING CHECKLIST

Meeting Purpose:

Meeting Type: Formal

Meeting Format:

Informal

Meeting Budget: Prepared
Advisory Committee Approval?
Identifying Potential Participants

Interests identified and categorized?
Organizations and individuals identified?

Meeting Time: Date

Meeting Place(s):

Approved

Hours

Central location?

Public transportation access?
Suitable parking?

Safe area?

Adequate facilities?

RERE

Rental fee? No Yes

Does the rental fee include

Lecterns?

Speaker sound system?
Blackboards or easels?
Projectors?

Tape recorders?
Chajrs?

Tables?

Meeting room set-up?
Meeting room clean-up?

EERRREEN
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9, Meeting Space
Total number of people expected:

General session
Seating arrangement type:
Adequate space?

Discussian session
Number of small groups:
Seating arrangement type:
Number of people in each group:
Adequate space?

10. Meeting Sponsorship

Agency?

Other organization?
Who?
Accepted?

11, Leader Selection

Wha?
Accepted?

12, Speaker Selection

Identified?
Speakers invited?
Speakers have accepted?

13. Moderator Selection

How many needed?
Identified?

Moderators invited?
Moderators have accepted?

14, Agenda Development

Questions developed?
Schedule developed?

A-12
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15. Background Information Development

Information to be provided:

Graphics identified?
Graphics orderedy
Graphics received?
Written information completed?
Distribution Methods:

Number of copies:
copies reproduced?
copies distributed?

Graphics 1o be used in oral presentations?

Graphics identified?
Graphics ordered?

Display equipment ordered?
Graphics received?

]

LT

Graphics to be used in discussion groups?

Graphics identified?
How many copies?
Graphics ordered?
Graphics received?

16. Publicity
Methods selected:

L1

Yes

Yes

No

No

Preparation ordered?
Material prepared?
Number of copies needed:

Material placed and/or distributed?

Personal follow up completed?
17. Meeting Arrangements

For the general session
Lecterns, chairs, tables obtained?
Speaker system obtained?
Projectors/screens obtained?
Space for wall displays?
Repgistration table /space?
Personne! for registration?

A-13
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Refreshments (and personnel)?
Name tags obtained?
Room arrangements made?
Audio/visual equipment set up?
Audio/visual equipment tested?
Ventilation/heating adequate?
For discussion sessions
Number of easels/blackboards:
Easels/blackboards obtained?
Easels/blackboards delivered?
Newsprint for easels obtained?
Supplies (pencils/chalk/erasers/
felt tip pens/masking tape/
thumb tacks) obtained?
Room arrangements made?
Ventilation/heating adequate?

Luncheon arrangements for conference?
Meeting Clean-up
Facilities restored & cleaned?
Equipment returned?
18. Recording the Proceedings

Methods to be used:

e T

Yes

No

Personnel/equipment obtained?

19. Orienting Discussion Moderators
Orientation meeting scheduled?
Orientation meeting held?
Moderators have prepared materials?
Final moderator meeting?

20. Reporting to the Decision-making Body

L

The body(s):

A-14



Reporting format:

Report made?

21. Reporting to the Public

Formats used:

Report prepared?

Number of copies required:
Copies reproduced?
Reporting completed?

22, Meeting Evaluation

Evaluation complered?
Recommendations made?
Recommendations accepted?

A-15
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APPENIHX B
WORKING WITH OTHER TECHNIQUES

This appendix provides helpful hints on how to use some of the community
involvement techniques described in Chapter 6. These techniques include:

Pae :
L 11 1 8 (- .. B-1
Public Hearings ..........cc..u. ey Ce e ve.. B2 ‘
Publications ... .. N B-3
Surveys ... v i, e et et e B-4
Responsiveness SUMMATY ..o v i i e i i e e b e B-5
Mediation ...... e e e e e e B-7
Delphi ............0 e e e ere e . B17
Community Coordination .. ... vt iienn i iiiinserrnsnnnos B-18




Charrettes

A charrette is designed for a very concentrated block of time, such as an entire
weekend, a series of nightly meetings for a week, ar a series of once-a-week or weekend
meetings. Charrettes require substantial staff preparation and can be quite expensive.

Most charrettes involve a few people - maybe as many as 30 people. However, some
organizations and agencies have held charrettes involving as many as 2,000 people, The
more people involved, the more carefully one has to plan the charrette. Basic preparations

include;

Having a "Catalyst-type Problem® that everyone can focus on, at least at the
outset. The charrette leader, or organizer, needs to focus everyone's attention
on this problem as a starter for the creative activity.

Arranging meeting space. If more than a few peaple will be involved, there
will need to be two kinds of spaces: one space big enough for all people to
meet at the beginning of the charrette, occasionally during the charrette, and
also at the end, and the work areas where the participants can work in groups
of up to eight or ten. The work spaces should have ample free wall areas
where large sections of butcher-paper, etc, can he taped up to he used to
write and draw sketches, graphs, diagrams.

Ensuring that materials are avnilable, including all kinds of paper-
particularly butcher-paper and/or tracing paper, magic markers, etc.

Providing pertinent background information such as relevant maps,
Providing food, coffee, elc., since a charrette cannot "stop for lunch.”

Providing some bunks where individuals can lie down if they absolutely must
sleep a couple of hours. Ideally, the charrette itself is non-stop; it continues
24 hours a day at a hard-working pitch of creative productivity. Experienced
charretters tend not to use any bunks, They understand when a team member
simply has to lie down on the floor or on a table for an hour.

Ensuring that professional designers are present. Such designers may.include
architects, engineers, urban designers, etc., with experience in the creative
problem-solving process. They should be interspersed among the lay
participants so they can get the creative process going again when it threatens
to get side-tracked,
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Public Hearings
When planning a public hearing, the following principles should be considered.

. Interact directly and informally with each of the potentially affected interests
prior to the hearing,

) Accommodate the needs and concerns of each of the interests to the extent
possible and make these efferts known,

] Conduct the public hearing only when everything possible has already been
done to achieve the support of each interest.

With this approach, the public hearing ideally holds no surprises for anyone, Tt is
simply the formal ratification of the agreement (or disagreement) that you and the affected
interests have worked out informally. All of the interests should know what will be
presented. Whether you have reached complete agreement with a given interest or not,
both of you will know that each of you has made all of the concessions possible, and
whatever disagreement remains cannot be resolved by further negotiation, If you have
arrived at this point with each interest, you will know precisely what form the presentation
will take, In fact, you may want to provide technical assistance to help the interested party
present the remaining points of disagreement effectively.

Some agencies have developed techniques to improve the exchange of information
at public hearings. One such technique is to hold simultaneous hearings; one formal process
at which statements are read into the record, and a simultaneous open-house format in
which members of the public can discuss issues with technical staff. Other combinations of
formal and informal presentations can be developed.
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Publications

Reports, brochures, and information bulletins are an important part of most
cammunity involvement efforts. Reports should be written to provide needed technical
information, which is understandable to the general public. It is sometimes useful to have
reports reviewed by an advisory committee that can point out confusing, biased, or
unnecessary material in the report.

Brochures are used to reach new publics or inform known publics of the initiation
of the study. The uscfulness of a brachure is almost entirely dependent on its visual
attractiveness and the skill with which it is written.

Information bulletins or newsletters are periodic reports which are particularly nseful
during portions of the study that are relatively technical in nature, During these periods,
the general public is less likely to be involved but should be kept informed of what is
occurring through these media. As with a brachure, the value of an information bulletin or
newsletter resis on its ability to stir interest and encourage interaction. A drab, boring,
bureaucratic sounding newsletter is usually not worth the effort. Some suggestions for all
publications are shown below.

s  Strive for simplicity.

s Use the public's language.

e Make the message relevant to the reader.

e  Use graphics and interesting layouts.

s Don’t make commitments that cannot be fulfilled,

e Provide clear instructions on how the public can interact with you.

o  Get help from the public in preparing and reviewing the materials.




Surveys

Surveys must be designed and conducted by somebody who is experienced in survey
design to ensure they are not biased and that the "sample” of people interviewed is
representative, Normally this means that someone outside the planning organizations must
be retained to design and conduct the survey. The steps to follow in conducting a survey
are listed below.

®  Determine specifically what your agency or organization wants to find out.

&  Determine how the information will be used once it is obtained, so you know the
results are related to your planning or decision-making process.

&  Check to see if other organizations have already collected the information that
will answer your questions.

¢ Contact a reputable survey research firm unless you have an experienced survey
person in your own organization.
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Responsiveness Summary

This process ensures all of the study team is kept aware of planning issues and other
public concerns. All public input to the agency's planning efforts is roughly noted in a
tabular form. Included is the date, the source, the input item, the section of the agency’s
plan that is relevant to this input item, and a proposed response to the public input.  The
response form is then circulated within the study team to ensure team members are aware
of the comment or concern, and that the proposed response is correct. The response form
is also 2 mechanism for coordinating study team actions in terms of investigating the
comment, evaluating its impact on the study, and conducting any necessary planning analysis.

The roughly compiled response account, as amended through the process described
above, is then typed and incorporated in the plan as a "Response Summary". The document
is then circulated outside the study team. The form on the following page illustrates an
example of a responsiveness summary table. {Table B-1}.
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DATE

SOURCE

Table B-1
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Mediation

Mediation techniques have long been used to resolve labor/management disputes.
The application of these techniques to airport noise compatibility planning issues is still
relatively new. This process is formal and requires considerable skill in administration as
well as substantial commitment of the participating interests. To start the process, a group
representing all the major interests, which will be affected by a decision, is established,
Members of this mediation panel are all “official" representatives of the interests and are
appointed with the understanding that the organizations they represent will have the
opportunity to approve or disapprove any agreements resulting from the mediation. The
basic ground rule is that all decisions of the panel will be unanimous.

A key element in mediation is the appointment of a third party mediator -- someone
skilied in mediation -- who is not seen as an interested party to the negotiations. The
mediator not only structures the deliberations, but often serves as a conduit for negotiations
between the various parties, Mediation is only possible when the various interests in a
conflict believe they can accomplish more by negotiation than by confrontation,

Seattle-Tacoma Interpational Airport has successfully employed the mediation
process as a means to resolve airport noise issues. Ground rules for the mediation process
were adopted by the Seattle-Tacoma International Airport Noise Abatement Committee on
April 10, 1989. The final version of the ground rules is dated May 8, 1989, These ground
rules, which provide useful guidelines for other airports considering the mediation process,
are attached.
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EXAMPLE
GROUND RULES;

SEATTLE-TACOMA INTERNATIONAL AIRPORT NOISE MEDIATION

The purpose of these ground rules is to make explicit the common expectations with
which the participants enter the mediation process. They describe the purpose of the
process, the manner in which the several interests are structured for effective participation,
the responsibilities of the participants to one another and to their constituents, the spirit in
which they will seek consensus, and the responsibility of the mediators to facililate the
process. Their intent is to provide a framework for fruitful discussion and e:~hange that
guides rather than constrains the interaction,

Participating in the mediation process as a member of a negotiating team signals an
understanding and acceptance of the ground rules. The ground rules may be amended by
consensus of the Mediation Committee,

L. Definitions

Caucus: A cluster of interests and organizations that negotiate as a team. A caucus
may be composed of a single organization,

Sub-caucus: Refers to individual geographic areas that make up the community
Caucus,

Negotiating Tenm: Those individuals who are designated to represent the interests
at the mediation sessions, Not all members of 2 negotiating team will be seated at the
table, Members of negotiating teams are expected to be in attendance at all mediation
sessions and subscribe to these ground rules,

Mediation Committee: A committee representing all interests and composed of
negotiators seated at the table,

Mediation Committee Members: Those negotiators designated by their respective
caucus to be seated at the table during mediation sessions,

Designated Alternate: A negotiator who is formally designated to be seated at the
table during a mediation session in the absence of a Mediation Committee member.

B-8
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Contact Person: One or more Mediation Committee Members designated by a
caucus to work with the mediators in facilitating and coordinating communications relative
to mediation session between and during such sessions.

Subcommittee: A commitiee established and appointed by the Mediation Committee,
Members of a-subcommittee must be negotiators.

Working Gronp: A group established and appointed by the Mediation Committee
or a subcommittee. Its members may include persons who are not negotiators.

Mediators: Impartial individuals selected by the Mediation Committee to guide the
mediation process, including the facilitation of the Mediation Committee, subcommittee, and
working group meetings; working with caucuses, sub-caucuses, and representatives between
meetings; representing the process to external interests; and such other functions as may be
agreed to by the mediators and the Mediation Committee.

Community Coordinator; An individual selected by the community caucus with the
concurrence of the Mediation Commitiee to assist the community caucus in administrative
and organizational matters supportive of its participation in the mediation process. The
community coordinator will not represent the community caucus in the mediation process
or be a member of the negotiating team.

Consensus: The explicit concurrence of the six caucuses participating in the
mediation process, as conveyed by Mediation Committee members. Each caucus is
responsible for determining its own process for deciding whether or not to participate in a
consensus. In the community caucus, consensus will be defined as consensus amaong the four
sub-caucuses of the impacted communities, County representatives, if they choose to have
a seat at the table, must participate in consensus on any issues which directly affect them.

IL Purpose

L The purpose of the mediation process is to reach a consensus on programs
which will mitigate and/or reduce noise, and which will be implemented for
Seattle-Tacoma International Airport. Any noise impact caused by operation
of aircraft into and out of Seattle-Tacoma International Airport may be part
of the negotiations,

2, It is intended that the consensus will include a commitment by each cancus

to carry forward and fully support the consensus programs through necessary
administrative and other processes of implementation.
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Structure

3.

The following caucuses shall participate in the mediation process.

Impacted communities

Alr industry

Alrport users

Air Line Pilots Association, International (ALPA)
Federal Aviation Administration (FAA)

Port of Seattle

The impacted communities shall be organized into a community caucus
composed of four sub-caucuses:

s communities within or immediately adjacent to the Part 150 designated
area,

s communities south and southwest of the airport,

s communities nerth and northwest of the airport, and

o communities east of Lake Washington and including Mercer Island.

Kitsap, Pierce, and Snohomish Counties shall each be invited to participate in
the community ¢aucus,

The air industry shall be represented by a caucus composed of representatives
of airline operators, air freight operators, and the Air Transport Association

(ATA).

The caucus of airport users shall represent those interests concerned with access
to air transportation services, including the general business community,
hospitality industry, and tourist and convention interests,

Each caucus or organization shall appoint a negotiating team that shall represent
the interests and concerns of its caucus ar arganization in the negotiations. In
the interest of ensuring a manageable number of direct participants in the
discussion, not more than the following number of Mediation Committee
members representing each caucus shall be seated "at the table",
o Community Caucus 8
(One additional seat per county, for a total of not more than three (3} additional
"seats", may be occupied by representatives of Kitsap, Pierce, and Snohomish

B-10
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10.

11

12,

13,

14,

15,

16.

Counties, A decision regarding such participation must be made before the
March 20, 1989, meeting of the Mediation Commitiee.)

Alr industry caucus

Airport users

Alr Line Pilots Association, International
Federal Aviation Administration

Port of Seattle

BB = Ly

Should other interests or communities be impacted as a result of the delibera-
tions of the Mediation Committee, those interests or communities shall be
represented in the discussions throngh a process agreed to by the Mediation
Committee,

No limitation on the number of persons on a negotiating team is specified in
these ground rules, Caucuses are encouraged to limit the total size of their
teams as much as possible,

The membership of each negotiating team shall be established by the caucus,
and a list of members will be exchanged between caucuses. It is intended that
negotiating team members will remain constant and that negotiators will attend
all sessions. The Mediation Committee will be informed through the mediators
whenever changes in a negotiating team are necessary.

Negotiating teams may be accompanied at the mediation sessions by such other
persons as they deem necessary to provide technical and other support.

Only Mediation Committee Members shall be seated at the table and participate
directly in the discussions except as provided below.

Each caucus and each sub-caucus of the community caucus shall designate not
more than two alternates to participate on the Mediation Committee in the
absence of a Mediation Committee member, Such designated alternates must
be members of the negotiating team,

Each caucus shall designate one or more contact persons to assist the mediators
in facilitating communications during and between meetings. Contact persons
should be Mediation Commiltee members,

In the interest of continuity and efficient discussions, it is expected that all
negotiators be in attendance at all sessions.
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17.

18,

19,

20,

Other members of a negotiating team may address the Mediation Committee
and/or participate in discussions with the concurrence of the Mediation
Committee,

Other persons may address the Mediation Committee and/or participate in
discussions with the concurrence of the committee. The mediators and Media-
tion Committee should be informed in advance of such participation.

Subcommittees may be formed to address particular issues or perform specific
tasks.

¢ Subcommittees will be formed by consensus of the Mediation Committee.

¢ Composition of subcommittees will be by consensus of the Mediation
Committee,

Subcommittee members must be members of negotiating teams,

o The Mediation Committee shall establish the scope of work of subcommittees.
# The mediators shall provide a facilitator for all subcornmittee meetings,

Subcommittee meetings shall be open,

Working groups may be established to undertake a specific task,

e Working groups will be formed by consensus of the Mediation Committee or
a subcommittee,

e Composition of working groups will be by consensus of the Mediation
Committee or subcommitiee,

o Working group meetings shall be open.

o The Mediation Committee or subcommittee shall establish the scope of work
of warking groups.

¢ The mediators shall provide a facilitator for all working group meetings.
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V.

Procedures

21

22,

23

24,

25,

The Mediation Committee will operate by consensus.

Meetings will be task-oriented with specific agendas. Agendas will describe the
matter for discussion, the purpose of the discussion, and provide such other
information necessary to support informed discussion.

A draft agenda for the next mediation session will be developed at the
conclusion of each mediation session. A copy of the draft agenda will be mailed
to negotiating team members at least seven days prior to the mediation session.
Mediation sessions will not be recorded verbatim by electronic or other means.

Meetings of the Mediation Committee will not be “closed.”

Public Outreach and Involvement

26.

27,

28

29,

30,

The mediators shall be the designated spokespersons of the mediation process
and its progress.

A summary statement suitable for discussion with the media and general public
will be agreed upon at the conclusion of each Mediation Committee meeting as
the formal statement of progress for the mediation process.

Each caucus, sub-caucus, and organization will develop procedures for keeping
members informed of the progress of the mediation process and {or ratification
and implementation of any consensus agreement.

The Mediation Committee with the assistance of the mediator(s) shall develop
procedures for informing interested elected and administrative officials, This is
not intended to limit the access of participants in the mediating process to such
persons, within the spirit of other provisions in these ground rules,

The Mediation Committee, with the assistance of the mediators and in
consultation with community coordinator, shall develop a public involvement
program, including public fornms and other such means of communication as
may be agreed upon. Its purpose will be to consult with the public about
matters under discussion and receive their suggestions,
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This public involvement program is not intended to replace the responsibility
and activities of the community caucus in informing and receiving guidance from
their constituents,

Technical, Substantive and Other Information

3L

33.

.

3.

36.

37.

As an initial step in the mediation process, the participants will develop a
common information base, identifying areas where available information needs
to be shared and/or verified, additional interpretation is necessary, or additional
information is needed.

Requests for information will be coordinated through the Mediation Committee
and/or the mediator.

The Port of Seattle shall provide technical support funds to enable the
Mediation Commitiee to jointly select those with the expertise necessary 10
accomplish this task. A subcommittee will be formed to establish procedures
and criteria for the selection and invitation of such expertise.

It is appropriate that any caucus or organization may wish to verify the
information or data supplied by a consultant, expert, or agency staff. The costs
of such verification may be paid from technical support funds with the
concurrence of the subcommittee,

Information provided, statements, positions, and offers made during the
mediation process should be understood as being made only for purposes of the
mediation and not as findings for any other purposes including litigation and
administrative procedures,

Consultants selected and engaged by the Mediation Committee accept their
assignment with the understanding that they will not be used by organizations
and individuals participating as members of the negotiating teams in any
subsequent proceedings relative to the issues of noise abatement, which are
under discussion, except by consensus of the Mediation Committee.

Organizations and individuals participating as members of a negotiating team
recognize the special nature of the mediators’ role, and agree not to seek or
compel the testimony of the mediators or their staff or the production of their
personal notes or work product, except as may be agreed by the Mediation
Committee and the mediators.
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VIIL.

Scheduling and Time Lines

38,

39,

40.

The Mediation Committee shall establish a schedule of meetings. It is important
to ensure that sufficient time is allocated to permit caucuses to fully consider any
items which are placed on the Mediation Committee agenda.

The Mediation Committee shall establish an interim dite at which time it shall
evaluate progress and by consensus agree whether or not to continue.

The target for developing substantive options and conclusions is June 30, 1989.
At that time, the Mediation Committee shall make a substantive progress
assessment and determine whether or not it is necessary and productive to
continue the mediation process. If the process is continued, a date for
concluding the process shall be established.

Products

41,

42,

43,

44,

45,

The final report of the mediation process shall be adopted by consensus of the
interests represented and presented for review and adoption by implementing
entities,

The goal of the mediation process is to publish and implement a consensus
agreement on noise abatement programs for Seattle-Tacoma International

Airport,

The consensus agreement shall address matters relating to implementation,
including both process and timing.

In the absence of consensus agreement on all issues, the negotiators may reach
a consensus that explicitly excludes specific items. In such instances, the
Mediation Committee shall agree upon a statement describing the areas of
disagreement and/or any lack of information and data that prevents agreement,

Insofar as is possible, means of reconciling differences or obtaining the necessary
information should be identified.

No provision in these ground rules should be interpreted to prohibit the

Mediation Committee from reaching & consensus on any interim or immediate
actions to address the issues before them.
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IX,  Principles of Collaborative Negotiations

It is important that all participants be familiar with and subscribe to certain basic
elements that are important in developing consensus on difficult and complex issues. The
following matters describe the conduct of the negotiation/mediation process,

46,
47,
48,
49,

50,

5,
52,

53.

54,

35,

56,

The purpose of negotiations is to agree,
Negotiators agree to act in "good faith" in all aspects of the process.
Negotiators accept the concerns and goals of others as legitimate.

It is important that a caucus raises with the Mediation Committee any matter
which it perceives to be in violation of these ground rules or of "good faith"
negotiations.

It shall be the responsibility of the negotiating teams to assure that their
members understand and abide by the ground rules. Only those who are able
and willing to accept these ground rules shall be members of a negotiating team.

The focus will be on interests and concerns rather than positions and demands,

Negotiators commit to fully explare issues, searching for solutions in a problem-
solving atmosphere,

The parties agree to make a "good faith” attempt to share information on
matters related to mediation,

In order to facilitate the broadest possible consideration of options and
solutions, all suggestions and offers will be regarded as tentative until full
agreement is achieved.

Negotiators will make a good faith effort to accurately characterize the process
and substance of the mediation to their constituents, the public, and the media,
and will act in good faith when characterizing the concerns and positions of their
constituents to other negotiators.

Negotiators will not agree to any provision or action for which they are unwilling
to seck the concurrence of those they represent,
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Delphi

To use the Delphi process, the following steps should be taken, First, establish a list
of individuals with expertise in the topic that you need to forecast. This handful of experts
will constitute your Delphi experts. The selected panel of experts will never meet, Rather,
a questionnaire is submitted individually to each participant requesting them to indicate
their forecasts concerning the topic. The responses to the questionnaire are conselidated
and resubmitted to the participants with a request that they make an estimate of the
probable occurrence of each event, The participants’ responses are again collected, and a
statistical summary is prepared.

The statistical summary is distributed to all participants, and the participants are
asked to pive a new estimate now that they have seen the response of the total group.
Participants whose answers differ substantially from the rest of the group are asked to state
the reasons behind their answers, The new responses are then summarized statistically and
redistributed to the participants who are asked to prepare a final estimate. A final statistical
summary is then prepared based on participants’ comments.

Delphi can be combined with other community involvement techniques, One agency,
for example, carried out the Delphi process by distributing the original questionnaire to
several thousand people. Even though only a few responded to the first questionnaire, the
results were summarized and redistributed back to the original mailing list. With each
redistribution of results, more and more individuals joined in the process. In place of the
final summary, a large public meeting was held at which the results of the process were
discussed. In this case, the Delphi process served to generate considerable public interest,
and the agency believed the final public meeting was much better attended than it would
have been without the Delphi process.
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Community Coordination

Existing mechanisms can be extremely effective tools in a community planning
program. These may include the following.

lubs; Civie Groups: Qther orgnnizations. The most obvious existing community
organizations whose members might be interested in your project include the following,

Local churches;

Local service organizations, including Kiwanis, Lions Club, Rotary Club;
Fraternal organizations, including Elks, Moose, Masons, etc,;

The local Chamber of Commerce;

Merchants' organizations

The local chapter of the League of Women Voters; and

Local parent-teachers organizations,

Some of the less obvious ones that might exist include:
o neighborhood associations,
e professional organizations and trade groups,

the local chapter of the American Institute of Architects,

the local chapter of the American Institute of Planners, and

o the local educational association,

Existing organizations can do the most for your program if you work out an
understanding with each of them from the outset. You should make your intentions clear
(i.e., that you want 1o establish a working relationship in which their organization serves as
a two-way communications channel between the community and the project). You should
establish your role in the process. Consider the following kinds of activities.

*  Provide brief writeups about current project-related issues for inclusion in their
newsletter, or bulletin, on a regular basis,

o  Have project staff members participate in the organization's program by making
presentations ahout the project.

s  Make project staff available to participate on panels, in workshops, in smali
meetings, ete.

B-18



B T T N

e Sponsor a tour of the project or project offices for organization members and
non-members,

Newsleiters, Qther Publicptions, Medig, Ele, Existing newsletters, publications,
media, etc., provide a means to inform all affected individuals, groups, corpotations,
institutes, agencies, ete. The first step, one which needs to be kept in mind throughout the
project, is to think of all the potentially affected individuals, groups, corporations,
institutions, agencies, etc,, which need to be kept up-to-date. The second step is to identify
the groups and publications, which some of those interests either belong or subscribe to.
These twao lists need to be developed and updated periodically. Contacts then need to be
initiated with the relevant groups and/or publishers. In some cases, a ane-time article may
suffice. In others, progress reports are necessary from time to time.
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APPENDIX C
WORKING WITH ADVISORY COMMITTEES

This appendix is divided into the following sections.
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Description of Advisory Commitices

The advisory committee is an extremely popular community participation technique in
airport noise compatibility studies, One reason for this popularity is that advisory
committees can serve many different functions. Consequently, the sponsor must determine
what is to be accomplished and how the advisory committee can be tailored for the function
it will serve. Different types of advisory committees, which may be considered, are as
follows.

Committee to Give Popularity-Type Advice, This type of committee should be kept

small and reflect, as far as possible, the feelings of the public to tell the agency how popular
or unpopular a particular idea. To achieve this objective, it is necessary to:

e have a broad range of public views represented on such a committee,

o conduct meetings, which are visible to the public, so s ta increase the credibility of
the decision-making process, and

e recognize that the committee does not make decisions.

Committee to Give Content-Type Advice. This type of committee is made up of people

whose ideas, concerns, issues, ete,, can benefit the problem-soiving effort. Such a committee
is created to give substantive advice which may include technical information as well as
information relating to concerns and issues. To create an advisory commitiee that gives
content-type advice, it is necessary to:

s get individuals with varying interests on the committee,
e allow all interests to be represented, since alt of their ideas are important, and

® prevent committee members from intimidating each other or inhibiting the flow
of ideas to you,

There’s no real need for the committee to meet. As long as it generates a lot of
ideas and gets them to the agency/organization in an unchanged form, the committee is
fulfilling its role. In facl, requiring a committee to meet inhibits some of its content-type
advice-generating potential.

Committec 1o Build n Consensus Among Polarized Ynterests. To make a constructive
contribution to the agency/organizations’ problem-solving efforts, the makeup of such a
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committee has to include polarized interests and the committees’ operating procedures have
to be such that:

¢ polarized interests learn to appreciate there are different legitimate points of
view,;

¢ polarized interests are not tempted to make emotional statements for public
consumption or "grandstand,” thus, further polarizing their positions;

o representatives of the various polarized interests come to know -- if not "like", at
least "respect” -- each other;

o the committee finds, focuses on, and bujids on areas of agreement -- no matter
how small -- rather than focusing on the areas of disagreement; and

s there is the opportunity to establish a long-term, on-going working relationship,
which, in turn, provides opportunities for making trade-offs and compromises,

This kind of cominittee needs to be effectively managed to achieve consensus and
avoid "grandstanding." Meetings of committee members should be informal. Since public
participation and media attention could detract from the interactive process required for
consensus development, the meeting format should encourage small group discussions. A
workshop or large group/small group meeting format would be best suited for discussions
of substantive issues.

rdinatin mmi Frequently Call mmi Of "Go.fers™), Such a
committee is low-key, and members do not commit their interest groups to any position and
do not generally atiract media attention, A coordinating committee has three primary
responsibilities.

o Relay information from the agency's technical team to each of the potentially
affected interests, Committee members keep their interest informed about what
the experts are doing, how they're doing it, and why they're doing what they’re
doing. This kind of advisory committee, in other words, is a major "output”
channel for the agency.

® Relay information from each of the potentially affected interests to the technical
team. The commiitee is also a major "input” channel, communicating information
about values, views, concerns, priorities, suggestions, ideas, questions, etc., from
the various interests,

e Make their own personal input to the agency.
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Members of a coordinating commitice are primarily message carriers who are able,
and wiiling, to run errands. They "go for this," and they "go for that'... they are "Go-fers".!
It is important that members not be able 1o commit their organization to any position.
Membership is not a matter of prestige, since they have no power. Rather, it is a matter
of being able and willing to contribute to helping the public agency in question find and
implement the best feasible solution to the problem at hand.

The minimum effort the agency can put into this kind of advisory committee to make
it function properly is the equivalent of one full-time staff person. Consequently, this
technique is rather expensive. If you try to create and operate such a committee with an
insufficient resource commitment, the committee is likely to deteriorate into a traditional
advisory committee.

Blue Ribbon_Panel Commiftee. A Biue Ribbon Panel is typically made up of
influential, respected members of the community. Since these individuals have many
demands on their time and energy, the issues to be resolved must be of considerable
importance, The criteria for appointment on such a committee are:

» uan extensive, unimpeachable record of public service,
¢ the respect of a broad spectrum of the various interests who make up the public,

¢ 1 demonstrated ability to use and supervise a staff of experts to do the necessary
investigative homework, and

e a grasp of the absolute need for (us well as the sensitivity and difficulty of)
getting to the bottom of the issue being investigated.

This kind of advisory committee is generally created with considerable publicity, and
it is given a specific mandate, The mandate is necessary for this advisory committee to

focus all of its efforts on the specific issue it is supposed to help clarify, The public fanfare
1is necessary for the public to realize:

a the committee has been created;
o its membership is impartial and open-minded;

o it will be investigating the issue in question; and

'nstitute for Participating Management and Planning, Citizen Participation Flandbook, 6th Edition, 1989,
IPMP, Monterey, CA, 93940,
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& it will make its own independent findings, conclusions, and recommendations,

Watch-Dog Commit{ee. This committee checks the technical work of the agency to
ensure it is accurate and unbiased, Since most public agencies work on rather complex
kinds of problems, it's hard for people who are not involved in related fields to really
“"check” the work of the agency’s experts.

¢ Train the watch-dog advisory committee members. Although this still does not
make it impossible for the professionals to overwhelm their citizen watch-dogs,
it gives the advisory committee a better chance to do its job,

s Ensure the creation of such a committee is visible to the public to enhance the
agency's credibility,

ommittees to Build a Constituency for the Agency’s Cause. In many cases, project
implementation has far less to do with the amount of support than with the amount of
opposition. Even a small minority may be able (o prevent the implementation of a plan or
program, To buoild a constituency and avoid minority vetoes, the committee’s mandate,
membership, and standard operating procedures have to be designed with this specilic
purpose clearly in mind, For example, an advisory committee that only has members who
are already known to be supporters of the agency’s cause or, who because of their own self-
interests, could readily be expected to support the agency's cause, does not really contribuie
toward building a constituency.

For such an advisory committee to be an effective constituency-builder, the agency
needs to;

» include interests which do not automatically support the agency’s cause, and

s ensure the committee meetings are informal and visible so as to lessen the
likelihood of public opposition to the program.

Selecting an Advisory Commitice

Depending on the nature of the issues and other circumstances, there are several
alternative methods for selecting advisory committee members, Some of these methods
follow,

1. Members sclected by the agency to balance different interests. Assuming that the
sponsoring agency has done a careful job of analyzing the interests in the
community, this may be one of the simplest and most efficient means of
establishing an advisory committee, If, however, there is substantial controversy
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surrounding the study, this method runs the risk of being unacceptable to
members of the public who believe the sponsoring agency may be attempting to
manipulate the community involvement process through the composition of the
advisory committee,

Agency identified interest groups select their own representatives, This method
gives the various interest groups more control over their own representation and,
therefore, is more credible. The major difficulty arises if there is an interest that
needs to be represented but is not formalized into some organization that can
readily select a representative. For example, if a neighborhood is not already
organized inte a neighborhood association, it may be very difficult to get that
neighborhood to select a representative,

Establishment core group of major interests, which adds members as other
interests are identified. Sometimes it is easier not to over-structure the
membership of an advisory committee but simply establish a core group of the
obvious interest groups with the understanding that it will invite representatives
onto the committee as other groups and interests are identified. This method
assumes the original members of the advisory group understand the need to
ensure that the advisory group continues to be broadly representative,

Selection by an established political body. To ensure credibility, it is sometimes
appropriate to request that a city council, county commission, or other body of
elected officials select the representatives for the advisory committee. Assuming
the elected body is viewed as representative, then the members selected by this
body will have considerable legitimacy. The potential risk is that by involving
elected officials, the advisory commiltee can become very political. However,
advisory committee members may also be positive, ensuring their continuing
interest in the study.

Membership by clection. In a few instances, there are definable districts or
entities which have been established, that will allow for popular election of
members of advisory commitiees.

Meeting Logistics

The timing and subject matter for advisory committee meetings should be carefully
planned. Time volunteered by participants of an advisory committee is extremely valuable,
precisely because it is volunteered. Generally, there needs to be considerable staff work to
ensure the agenda is carefully planned, the necessary documents are out to the advisory
committee members in advance of the meetings, the meeting format is suitable for
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discussion of that particular topic, and that necessary consultants or other technical experts
are available at the meetings.

It is desirable to establish a comfortable, informal atmosphere in the committce
meetings. An over-emphasis on parliamentary procedure can lead to many hours spent on
formalities rather than substantive issues. In addition, one of the purposes of the advisory
committee is to reduce the barriers between citizens and staff of the sponsoring agency.
Formal meeting procedures (end to exaggerate differences rather than reduce them,

The location and time of the meeting should be established based on the convenience
of the advisory committee members more than the convenience of agency staff. The length
of the meeting should be specified and agreed upon; usually no longer than two and one-
half to three hours. If the group is not 1o large, the best seating arrangement is to have
the committee seated around a table so all members of the committee can see each other
when they speak. If the committee is so large that this is not possible, then the committee
may be broken down into smaller groups if discussion of substantive issues is desired.

One of the basic questions facing every committee is whether or not to schedule
regular meetings, even at the risk that they will not be needed, or to schedule meetings only
when needed, with potential logistical problems in finding a time suitable to everybody.
Regular meetings seem to be casier for people to remember and schedule. However, some
flexibility needs to be built in so they can be cancelled if not really needed.

Some advisory committees have found they can reduce the number of meetings by
using written progress reports coupled with response forms requesting specific information
needed for the progress of the study. Summaries of the comments received on the response
form are then prepared and redistributed, along with an indication of any action taken based
on the comment.

StaiT Involvement

As the comments above indicate, working with an advisory committee in an effective
manner requires considerable staff work in preparation and followup to the comments
received during the meetings. Advisory committees should not be established unless the
sponsoring agency is willing to provide sufficient staff assistance to ensure its effectiveness.

In extremely controversial situations, problems can occur when citizens are suspicious
that staff members may manipulate the process to protect the sponsoring agency's position.
In some cases, agencies have provided money so that an advisory committee can retain its
own staff. If carefully planned, this can be effective, although there is some experience to
suggest that this approach may institutionalize the differences between the agency staff and

the public,
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One issue that must be addressed is whether or not the meeting leader at advisory
committee meetings will be a staff person or a citizen selected by the advisory committee.
If a citizen is skilled at meeting leadership and has an appreciation for the requirements of
problem-solving between the groups, a citizen leader is often better because he/she will lend
credibility to the advisory committee process. However, a staff member skilled in meeting
leadership may be more effective if there is no skilied leader from within the group, One
of the deciding factors in selecting a meeting leader is the confidence and trust level which
exists between the staff and citizen members of the commitiee,

Establishing Ground Rules
A number of ground rules need to be established in an advisory commitiee,
depending on the degree of formality or the significance of the advisory committee in the
overall community involvement program, The following issues require consideration,
s Attendance. Will a certain number of absences be grounds for dropping a
member? Do alternates have all the sume rights on the committee as full
members?

o Participation of Observers. Are non-members permitted to speak at meetings
or participate in other ways?

s Subcommittees or Task Forces. How do the subcommittees or task forces keep
the full advisory committee informed? Does the advisory committee have the
right to substantially change work performed by a subcommittee?

s Reporting. Who reports the conclusions of the advisory board to the decision-
making body?

¢ Constituencies, What are the mechanisms by which advisory committee members
will keep in touch with their constiluencies?

¢ Parlinmentary Procedures, To what extent are formal parliamentary procedures
followed?

o Expenses. Are members’ travel expenses reimbursed? What constitutes
reasonable expenses?

Yoting

A difficult issue within an advisory commiittee is the question of voting. One of the
problems with voting is that it's not clear exactly what a vote means. There is no assurance
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that an advisory committee can represent the exact proportion of viewpoints held hy the
broad gencral public. As a resuli, a closely split vote on an advisory board cannot be
presumed to represent public sentiment, except to suggest that public sentiment is
substantially divided, Yet the vote of an advisory committee can often carry political weight
beyond its real merit as a democratic process. In many cases, no vote is necessary. The fact
that individual members express approval or disapproval of a concept or alternative is often
all that is necessary for the committee to serve its advisory function.

There are several alternative voting methods that might be tried if there is a reason
the committee should vote at all. These include:

¢ requiring a three-fifths or two-thirds majority for any vote to carry, In effect, this
means there is a substantial majority necessary for anything to pass; and

» using different vote margins for different types of issues, Procedural issues might
be settled by simple majority vote, but votus on the substance of plans might
require a larger majority or even be determined by consensus.

Experience suggests that when decisions can be made by general group agreement,
this is preferable. Accomplishing this requires a skilled meeting leader who is able to
summuarize the sense of the meeting and obtain general consensus for this surnmary,

Relationship of Advisory Committees to other Community Involvement Activities

Advisory committees are particularly useful during those phases of the planning or
decision-making process when there are technical siudies underway, and there are no broad
philosophical options to present to the public. During these phases, the advisory committee
can review the technical work and provide the continuity and visibility necessary to maintain
the overall credibility of the community involvement process. Advisory committees can also
be particularly helpful in reviewing logistics lor public meetings, including possible hand-outs
and meeting formats. As a general rule, however, phases of community involvement
programs which have relied primarily on advisory commitiee meetings for public
participation should be followed by phases of broad general review of the products
generated by that advisory committee. By combining advisory committee activity with other
broader public activities, it is possible to obtain the advantages of continuity from the
advisory committee coupled with the political credibility of broad public comment.
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Introduction

Newspapers, radio, and television are all important vehicles by which to communicate
with the broad general public. A well-designed public information program incorporating
the media is an essential element in any community involvement program. Individuals and
groups need to be informed of possible actions or policies and their consequences before
they can effectively participate in a decision-making process.

Many larger airports or government agencies already have public information or
public affairs officers who are able to provide guidance in designing a public information
program. These individuals can be extremely helpful because of their skills in working with
the media and, also, because they most likely already have contacts or relationships with
members of the media within the community. In addition, most agencies have established
procedures for approval of press releases and other communications to the media, and a
public information officer can provide advice on these procedures. Whenever possible,
communication efforts with the media should be coordinated through an agency public
affairs office,

There are some basic differences between working with newspapers and working with
the electronic media, The following guidelines are divided into two sections accordingly:
Working with Newspapers and Working with TV and Radio.

Working with Newspapers

Competition_for Coverage. In working with newspapers, you are automatically in
competition with all other newsworthy community events for coverage in the local
newspaper. The more urban the area in which you are working, the more difficult you will
find it to get full and complete coverage from the major metropolitan dailies,

Establishing YourscIf with the Press. The first step in working with the press is to

identify those newspapers you believe are good vehicles to communicate stories about your
community involvement program. If the competition for coverage is particularly intense, you
may wish to identify weekly or suburban newspapers that are widely read in the communities
immediately adjoining the airport. If, however, you want coverage from a major
metropolitan newspaper, it is helpful to identify those sections of the newspaper in which
-coverage of your story is most likely, If your approach is targeted towards editors or
reporters in these particular sections, you are much mare likely to get the caverage that you
wish. In the smaller newspaper, you may be dealing directly with the editor or city editor
of the newspaper; however, there may still be reporters who have particular interest in
stories about aviation or planning issues.



Having identified the newspapers which are the maost likely to report on your
community involvement program, you should make a personal visit to the editor or reporters
from whom you seek coverage. The primary purpose of this visit is to get to know this
individual and provide them with background information on the issues that are likely to
emerge during the community involvement program. It is helpful to have news releases,
summaries of technical background for the study, or brochures to leave with the reporter
or editor, It often provides added weight to your visit if a citizen member of an advisory
committee accompanies you,

Types of Coverage from the Press. In your public information planning and in your
visits with the press, there are a number of different types of coverage which may be
arranged. These include:

. News stories describing meetings or events, or reporting speeches made by
agency leaders,

. Announcements of meelings or other community invelvement activities.

. Feature stories about the issues being addressed in the study.

. Editorial support for the community involvement effort.

) Coverage of press conferences when there are major announcements or events
that cannot be covered adequately in press releases.

. IF o newspaper is particularly interested in your issue, it may be willing to not
only print feature stories but also provide coverage of reader responses to that
story.

Altitudes Towards the Press. Although it is appropriate to provide news to the press,

you cannot dictate how it is used, Members of the press have great professional pride and
can become defensive or insulted if you attempt to do their job. If you disagree with a
reporter's coverage, this should be discussed privately and raticnally with the reporter or
simply ignored, Efforts to go over the reporter’s head to the editor will usually backfire,
If you have serious problems with the newspaper, it might be more effective for members
of the advisory committee, if there is one, 1o write letters to the editor for publication.

One of your initial tasks must be to establish and maintain your own credibility with
the press. Credibility is built on honesty and accuracy. Don’t dodge controversy. If you
attempt to downplay controversy too much, you risk losing your credibility. Avoid "no
comment" responses, and return phone calls to the press promptly. If reporters are not able
to reach you before their deadlines, they will likely indicate that you were "not available,"

D2




which looks to the public as if you are avoiding the press. If you are taken by surprise by
a reporter's question or a public statement by an individual or group, it is better to say that
yau have just heard about the statement and will have a response as soon as you have had
an opportunity to study it.

Press Release. Press releases will be your primary vehicle for informing the press and
notifying them of newsworthy stories. Normally press releases should be sent to the press
two to three days before you expect the siory to run. If the story is particularly newsworthy,
it may be picked up the next day. Otherwise, the story may be held for a day or two,

When dealing with weekly newspapers, it is particularly important to observe their
closing deadlines, which are often set several days before the newspaper actually reaches the
street. From your earlier visits to the newspapers, you will have identified reporters that
have an interest in aviation stories. It is entirely appropriate to send press releases directly
to them. If there are several reporters that may want to cover the same story from different
angles, it is a good idea to send copies of the press release to all of them and indicate that
you have done so.

Writing a Press Relegse. A press release should be written so that the most
important information is in the first paragraph, the next most important information in the
second paragraph, etc. The press refer to this as the "inverted pyramid” (See Figure D-1).
The first pact of the story--the lead, should cover *who, what, when, wherc, why, how," The
second part of the story should cover other important details, and the third part should
cover other miscelinneous information. The first paragraph of the story should attract the
reader's interest, By providing the essential details in the first paragraph or two, the reader
gets the important information without completing the entire story. Also, when editors are
squeezing stories into limited space, they will cut the story from the bottom up. Sometimes,
only the first few paragraphs will survive. If important information has been included in the
final paragraphs, the readers may miss the essentials of the story.

Other principles that should be observed in writing press releases include:

® keeping sentences short,

e using simple language,

# using the Active Voice (e.g, "Metro Airport announces it will conduct a series

of workshops" instead of "A series of workshops will be conducted to consider
problems at Metro Airport.").
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Inverted Pyramid for News Release

Figure D-1
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» adding conversation {quotes) to your story (e.g,, John Q. Smith, Airport Director,
stated: "These meetings will give us a chance to hear the public’s ideas about
future development around the airport,”),

¢ avoid wordiness (e.g., "Comments from the public about the alternatives are
invited" instead of "Opportunities for thorough discussion, analysis, and evaluation
of alternatives will be provided.").

¢ writing as you speak.

o relating the story to the reader’s experience,

o overuse of adjectives {(e.g., dynamic, outstanding).
& using a consistent style.

e striving for accuracy.

Press Conferences, Press conferences are a useful way to get the press interested
and involved in your stories. However, press conferences should not be held if the material
covered can be handled equally well in a press release. Be aware that you are in
competition with other newsworthy events. Since press conferences require additional travel
time, the reporter has less time to cover other stories. Therefore, press conferences should
be utilized only when the additional time is justified by the importance of the story.

The typical format is to have a spokesperson present a short statement and then
allow time for questions from the press. Both the spokesperson’s statement and general
background on the study or decision-making pracess should be printed and distributed to
the press at the time of the press conference, This will assist the reporter and, also, protect
you by ensuring you are accurately quoted.

Working with Radlo and TV

Public Service Announcements. All radio and TV stations are required by law to
provide public service news coverage and features to the community. However, a radio or
TV station does not have any obligation to provide public service time to your particular
program, as there may be a number of other worthy programs competing for the time.
Coverage is allocated to the extent that a story is newsworthy.

Establishing Yourself with Radio_and TV Stations. Most of the principles of working
with newspapers apply equally to radio and television stations, The first step is to identify
those radio and TV stations which you believe will best provide information to the public
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interested in your community involvement program. For example, a five-mintute program
on a station with a very large audience elicits far greater public interest and response than
a half-hour program on a station with relatively low coverage. Public broadcasting stations
and cable television stations, for example, are far more likely to provide you with prolonged
coverage, but the number of people watching these stations may be substantially less.

The second step is to contact the news director of the radio or television stations from
which you wish to receive coverage. Printed materials should be left with the news director.
A citizen representative will add legitimacy to your story,

Types of Radio and TV Coverage, There are several types of radio and TV coverage
which you should discuss with the news director. These include:

o Coverage of meetings or other community involvement events on regular news
programs,

o Thirty to sixty-second spot coverage announcing public meetings or inviting
participation in the community involvement.

o DPre-taped guest editorials describing your community involvement program and
inviting participation.

s  Appearance of an agency official or leading community figure on an interview
show,

o Appearance of an agency official or other program participant on a call-in show,
» A taped documentary describing the issues which will be covered in the study,
s Participatory radio or television such as that described in Chapter 6.

Writing for Radio and TV, In preparing press releases or announcements for radio,
most of the same rules apply as for newspaper stories. The critical difference is that with
radio and TV, the time you receive will usually be much briefer. You must remember that
major waorld events may receive no more than 30 to 60 seconds of coverage on radio or
television news, so your public involvement program would be very fortunate to receive
anything more,

Brevity is extremely important. You can assurne that a story longer than 8 to 15 lines
will not appear. Also, remember that the news announcer will "speak" your story.
Therefore, sentences must be brief and simple so that they sound conversational. As in the
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case of newspaper articles, radic and television stories should always be written in the
Present Active Tense, using tight, simple language.
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