PUBLIC MEETING FACILITATION GUIDE

MEETING INFORMATION
Meeting Topic: _______________________________________________________
Date: __________________  Time: __________________
Location: ____________________________________________________________
Expected Attendance: _________________________________________________
Facilitator: __________________________________________________________
Note Taker: __________________________________________________________
PRE-MEETING CHECKLIST (1-2 WEEKS BEFORE)
☐ Reserve venue (ensure ADA accessibility)
☐ Send meeting announcements (email, website, social media, local media)
☐ Prepare meeting agenda
☐ Prepare presentation materials
☐ Create sign-in sheet
☐ Prepare handouts/fact sheets
☐ Arrange for interpretation services (if needed)
☐ Test audio-visual equipment
☐ Prepare comment cards or feedback forms
☐ Arrange refreshments (if applicable)
MEETING DAY SETUP (ARRIVE 30-60 MINUTES EARLY)
☐ Set up registration/sign-in table at entrance
☐ Post directional signs
☐ Arrange seating (theater, round tables, U-shape, etc.)
☐ Test all technology (projector, microphones, internet)
☐ Display agenda and welcome materials
☐ Place handouts at each seat or on materials table
☐ Set up refreshments
☐ Prepare name tags (if applicable)
☐ Have extra pens, paper, comment forms available

SAMPLE MEETING AGENDA
	Time
	Agenda Item
	Presenter

	5:00-5:10
	Welcome and Introductions
	

	5:10-5:20
	Meeting Purpose and Ground Rules
	

	5:20-5:40
	Project Overview Presentation
	

	5:40-6:00
	Q&A Session
	

	6:00-6:20
	Small Group Discussions
	

	6:20-6:40
	Report Out from Groups
	

	6:40-6:50
	Next Steps and Timeline
	

	6:50-7:00
	Closing and Evaluation
	



SUGGESTED GROUND RULES
Present these at the beginning of the meeting:
• Everyone's input is valuable
• One person speaks at a time
• Respect different viewpoints
• Listen actively
• Ask questions for clarity
• Stay on topic
• Turn off or silence cell phones
• Start and end on time
FACILITATION TIPS
Starting Strong:
Welcome everyone, introduce yourself and your role, review the agenda, explain the purpose of the meeting, establish ground rules
Managing Discussion:
Encourage participation from quiet members, tactfully redirect off-topic discussions, park questions you can't answer immediately, acknowledge all contributions, watch the time
Handling Difficult Situations:
Stay calm and neutral, acknowledge concerns without becoming defensive, offer to discuss individual concerns offline if needed, refocus on the meeting purpose
Closing Effectively:
Summarize key points and decisions, clarify next steps and timeline, explain how to provide additional feedback, thank participants for their time and input
MANAGING Q&A SESSIONS
• Repeat or paraphrase each question for all attendees
• Answer clearly and concisely
• If you don't know the answer, say so and commit to follow-up
• Keep a 'parking lot' for questions requiring more research
• Balance time between questioners
• Consider using written questions for large groups
POST-MEETING TASKS
☐ Compile and review meeting notes
☐ Collect and organize comment cards/feedback forms
☐ Update sign-in sheet with contact information
☐ Send thank you email to attendees
☐ Post meeting summary on website
☐ Follow up on 'parking lot' items
☐ Share feedback with project team
☐ Plan next steps based on input received
☐ Update stakeholder database
MATERIALS CHECKLIST
☐ Sign-in sheets
☐ Agendas (printed)
☐ Project handouts/fact sheets
☐ Comment cards
☐ Evaluation forms
☐ Pens/pencils
☐ Name tags
☐ Poster boards/flip charts
☐ Markers
☐ Tape/push pins
☐ Business cards
☐ Contact information cards

MEETING EVALUATION QUESTIONS
Consider asking attendees:
1. Was the meeting well-organized?
2. Did you feel you had an opportunity to share your views?
3. Was the information presented clearly?
4. Do you understand the next steps?
5. What worked well?
6. What could be improved?
7. Would you attend another meeting about this project?
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