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Public Involvement Procedure for

Capital and Policy Development Projects and

Planning Initiatives

Introduction

Portland’s parks and recreational facilities are provided for the benefit and enjoyment of all citizens, so it is important for citizens to have a voice in how these resources are developed or improved for public use.  The following procedure is intended to ensure that, whenever appropriate, a thoughtful public involvement plan is developed and integrated into each project’s overall timeline and budget.

Development of a public involvement plan is required for any planning initiative, capital project, or policy decisions that could, in the judgement of the Director, result in significant change in the use or appearance of Portland Parks & Recreation-owned grounds or facilities or have long-term implications for the provision of open space. 

This is not a cookie cutter approach to public involvement.  This procedure does not prescribe, for example, a specific set of activities for projects of like scale and complexity. Rather, it defines a process for collaborative development of the project’s public involvement plan and describes key elements that plans must include.  

Development of the Public Involvement Plan 

At the time that a project is initiated, the Public Involvement Coordinator begins the research necessary to develop a draft public involvement plan (refer to the attached chart).  Advice is sought from neighborhood associations and coalitions, friends groups, or key user groups about what will work best for the project and for the community and what other key stakeholders on the plan itself. This collaboration results in a draft plan that outlines the basic process, discusses public information and involvement strategies, suggests potential meeting dates, venues, etc. An initial list of stakeholders is also developed through these conversations.   The draft plan is further refined with input from the PP&R staff and design consultants working on the project, as well as the Parks Board. It is then finalized in writing.  The final working plan is shared with the community groups involved as well as to the internal Project Team.  

It is important to note that that the public involvement process evolves throughout the life of a project.  The plan is intended as a guide, but is often modified along the way.  There may be need for additional meetings, for example, or a teacher interested in hands-on involvement for their students.  Planning for the artwork could lead to a neighborhood tile-making day, or surveys could be distributed at a community fair that hadn’t been anticipated.  It is important that the plans are flexible enough to take advantage of opportunities.


Included in the following procedures are:

- Flow chart describing the process for plan development

- PP&R staff responsibilities for plan development and implementation (page 2)

- Key elements to be addressed in each plan (page 2 – 4)

- Documentation (page 5) 

- Process for smaller improvement projects (page 5)

- Definitions: additional details about plan elements or specific strategies (page 6-7)

Responsibilities and Process

Parks & Recreation staff have a collective responsibility to ensure a successful public involvement process for each project. Specific responsibilities for development and implementation of project-specific public involvement plans are described below.

Division Manager. The manager of the division responsible for the project initiates the planning process by defining the project scope and assigning project management and public involvement staff. In most cases, the Planning and Development Division Manager will have this responsibility.
Public Involvement Coordinator. Working with the Project Manager, Project Team, and the community, the Public Involvement Coordinator is ultimately responsible for the development, implementation, and evaluation of the public involvement plan.

Project Manager. For purposes of this policy, the term “Project Manager” refers to the person within Portland Parks & Recreation who has been assigned the lead responsibility for a planning initiative, policy development, or capital project. For planning projects, a Senior Planner will take the place of a Project Manager.

The Project Manager is responsible for scheduling the initial meeting with the Public Involvement Coordinator, for working collaboratively on all aspects of the public involvement plan’s development and implementation, and for assuring that adequate resources and information are available for its accomplishment. 

Project Team. The Project Team (see definitions, page 6-7) has responsibilities throughout the life of the project. The team is responsible for providing key information and input during development of the public involvement plan. Appropriate members of the Project Team (e.g., building directors, park district supervisors, and others who come in contact with the public as part of their jobs) assist the Project Manager and Public Involvement Coordinator in the implementation, ongoing refinement, and evaluation of the plan.

Required Elements for Public Involvement Plans

All plans will include a project description that defines the project purpose and scope, goals, products, project management contacts, and schedule.  Beyond that, each public involvement plan is uniquely tailored to the project. The nature of the project and the anticipated level of public interest are primary considerations in determining the full scope of the plan. However, the following key elements should always be addressed.

I. Identification of Stakeholders. The initial plan lists people and organizations to contact in order to develop a list of stakeholders. This research is used to produce an initial stakeholder list that will be added to over the life of the project. (See definitions, page 6-7.)

II. Primary Public Forum. The primary forum for public dialogue about the project varies depending upon the nature and complexity of the project and potential impacts to the surrounding neighborhood. Generally, larger or more complex projects/issues combine public meetings with a citizens advisory committee or task force appointed by the Director or Commissioner in Charge. Other projects may use the Neighborhood Association, a Friends Group, or other community-based organization rather than appoint a separate special committee. In some cases, PP&R may elect to host general public meetings. Whatever forum is selected, the possible need for translation services for written or oral presentations (including foreign languages and signed interpretation) should be taken into consideration. When the project involves an advisory committee, the plan includes a procedure for nominating and appointing committee members. 

III. Meetings and Other Person-to-Person Opportunities for Input.

General Public Meetings. The meeting purpose and anticipated level of public interest are factors to consider when determining the most suitable design for each meeting. Depending on the specific situation, a wide range of meeting types may be utilized, including simple presentations to neighborhood associations, informal on-site gatherings, formal multi-media presentations, facilitated large or small group discussions, design charrettes, or open houses. 

The purpose, date, time, location, and forum for general public meetings, as well as the number of meetings to be held, are described in the public involvement plan. Every effort will be made to assure that the meeting site is ADA accessible. If requested at least 48 hours in advance, sign language interpretation will be made available. At the meeting(s), project information is available for review and the project manager or meeting facilitator conducts the meeting in a manner that encourages meaningful participation. Concerns are acknowledged and recorded and questions answered in a straightforward and non-judgmental way. 

Meeting results/summaries are prepared following every public meeting. Summaries are included in newsletters or prepared separately and posted on the Portland Parks & Recreation website. 

Citizen Advisory Committee Meetings. When the public involvement process includes an appointed advisory committee, meeting dates and times are publicized and anyone with an interest in the project is encouraged to attend. Time is always provided on the agenda for public comment. Every effort will be made to assure that the meeting site is ADA accessible. If requested at least 48 hours in advance, sign language interpretation will be made available. Citizen Advisory Committee meetings are held in addition to, not in place of, general public meetings. 

Other Person-to-Person Opportunities. Plans may also include other opportunities for sharing information during the planning phase, as well as during construction or project implementation. These opportunities vary depending on the nature and complexity of the project and are refined as the project develops, but may include community presentations, site walk-throughs, hard-hat sneak previews, “open trailers,” or acquisition site visits. (See definitions, page 6-7.)

IV. Publications. Publications are a primary tool for sharing information about a project and inviting participation. A variety of them will be produced and distributed throughout the life of each project. The anticipated types of publications and production timelines are included in the public involvement plan. Generally, these publications fall into four categories: newsletters/fact sheets, meeting notices or flyers, press releases, and surveys. (See definitions, page 6-7.)

Publication Distribution. In general, publications are distributed through the mail, the Internet, and various community locations. The distribution plan should include all stakeholders and community gathering places where the information could be shared or posted (e.g., libraries, police stations and community policing offices, community centers, schools, grocery stores, and senior centers). It should also include citywide print and electronic media including City Search and PP&R event calendars. All publications are posted on the PP&R web site. 

As a rule, project publications are always sent to City Commissioners and other city departments as appropriate, Portland Parks & Recreation Expanded Management Team, Public Information staff, and to each department for posting.

Initial newsletters are distributed to all households living near the site and/or all program participants involved at the recreation facility, as well as to all other identified stakeholders. (See definitions, page 6-7.) The magnitude of the project and anticipated level of public interest determine the boundaries for this mailing. As a general practice, the target audience is made up of residents and businesses within a 3-5 block radius of the park site. Mailing to all postal customers within specified carrier routes assures the most complete coverage of a target area. For projects involving a recreation facility, current program participants (within the last year) are included in the distribution, as well. 

Groups or individuals that respond to surveys, ask to be placed on the mailing list, or attend meetings will also be added to the stakeholder mailing list for the project. 

V. Signage/Displays. Whenever possible, on-site signs announcing the planning process, inviting participation, and explaining the park improvements are posted. In addition, opportunities to display project-related information on-site or elsewhere in the community should be considered, particularly when a mechanism for citizen response could be included. 

VI. Evaluation. Each public involvement plan includes an evaluation of the effectiveness of the public involvement process from both external and internal points of view. Evaluation tools vary depending on the nature of the project. Regardless of the tools used, however, the final evaluation always includes observations and recommendations from both public participants and the Project Team. The recommendations are incorporated into future public involvement strategies.

Possible evaluation tools include:

- Questions included as part of public meeting surveys or comment cards that ask for feedback about the public involvement process and how it might be improved;

- Small group critiques of the public involvement process conducted with community groups, neighborhood coalition, or similar organizations;

- Internal critiques by Project Team members;

- Written evaluations by Citizens Advisory Committee members (if appropriate); and

- Feedback/comments from the PP&R website.
Public Involvement Process Documentation

The final public involvement plan is documented and then shared with the people, organizations, and staff that participated in its development. At the end of the project, a summary of the public involvement process, including actual dates and activities and any additions or changes made along the way, is filed in the central project files along with appropriate back-up information. Materials filed include, but are not limited to:

- A list of Citizen Advisory Committee members;

- Copies of all publications, press releases, etc.;

- Results of all public meetings, including attendance, issues, outcomes, etc.;

- Tabulations from any surveys, comment cards, etc.; and

- Event outlines and supporting materials. 

Smaller Improvement Projects 

Many smaller improvement projects are completed as part of routine parks and facilities maintenance. If, in the judgement of the Director, these projects will not result in significant changes in the facility’s use or appearance, this public involvement policy does not apply. However, the project may still generate interest or questions from the public and therefore warrant a public information component. 

During the internal review process for park improvement projects, answers to the following questions will help determine whether public information activities are needed. 

1. How long will the project take? (e.g., more than a week)

2. Will the project disrupt internal circulation or regular programmed park/facility activities? How? Will it disrupt circulation on surrounding streets or sidewalks?

3. Will the project alter the use or appearance of the park or facility in a noticeable way?

4. Do any special interest groups need to know or have reason to care about this project?

5. Will construction activity make the park/facility appear particularly “untidy”?

6. Will trees be removed as part of the project? How many and what size?

If the answer to any of these questions is yes, a public information component to the project should be implemented. This is not a full public involvement plan. An information plan can be very simple in scope, incorporating one or more of the following strategies:

Informational Signs posted at the project site to describe the project’s purpose, scope, timeline, and ways to obtain additional information. 

Press releases to the community paper and neighborhood newsletter editor.

Flyers distributed to immediate neighbors. 

Notices sent to park user groups affected by the project. 

The Public Involvement Coordinator is available to assist in developing and implementing the public information plan. 

Public Involvement Plan - Definitions

The following definitions provide additional detail about elements of the public involvement plan or specific strategies that might be included. 
Project Team
The Project Team is made up of the Project Manager, Construction Manager (for Capital Projects), and other key staff from the Administration, Recreation, Operations
, Planning & Development, and Enterprise Divisions, as appropriate. Project Team members are appointed by their division managers and bring to the table specific skills and expertise related to individual project elements as well as to the overall project scope and impact. The team includes the staff most knowledgeable about the physical facility or open space and those most familiar with its users, neighbors, nearby community organizations, and related issues and concerns. 
Stakeholders

When appropriate, all of the following should be included on the stakeholder list:

* Office of Neighborhood Involvement or the Neighborhood Coalition

* Neighborhood Association(s) impacted by project

* Friends Groups, Adopt-a-Park groups, or other volunteer groups associated with the site

* User Groups - including permit holders, sports organizations, neighboring schools, churches, or other institutions

* Local community organizations, senior centers, and cultural organizations

* Related special interest groups, including potential partners and members of the City-County Advisory Committee for the Disabled.

* Local business associations

* Community, regional, and cultural newspapers

* Project Team members

Initial Newsletters 

Initial newsletters provide information on the project purpose, basic elements, public involvement process, planning timeline, issues identified to date, and the dates and times for public meetings. They also include alternate ways to have input or obtain information, including e-mail and website addresses, phone numbers, and fax numbers. An optional mail-in survey may also be included. Initial newsletters are widely distributed.

Interim Newsletters

Projects involving extended timelines or multiple public or advisory committee meetings may require additional newsletters or updates. In addition to restating the overall purpose for the project, the interim newsletters typically include information on issues and options being considered, results of public meetings or surveys, additional historical or background information, and the dates, times, and locations of future advisory committee or public meeting opportunities.

Fact Sheets

Once a recommendation or preferred conceptual plan has been developed, a fact sheet is produced. It chronicles the planning process to date, includes a drawing of the conceptual plan (if appropriate), describes the specific elements of the recommendation or improvement, and discusses how issues raised by the community have been addressed in the plan. When relevant, the anticipated implementation or construction schedule is announced. 

Surveys

Informal surveys can be a useful way to gather information and suggestions from the broader community and are a way to include people who are unable to attend meetings. Surveys can easily be included in initial newsletters, as mentioned above, or utilized later in the planning process to help assess the level of community support for a specific project element. Complex or large-scale projects may warrant a formal telephone survey conducted by a professional public opinion firm.

Community Presentations

While community presentations are appropriate for any project, they are particularly important for major projects of citywide or regional scope and projects involving Citizen Advisory Committees or Task Force groups. Potential audiences include neighborhood associations, business associations, PTAs, Boards of Directors of Friends Groups or special interest groups, and community service organizations. 

Site Walk-Throughs 

Informal site walk-throughs are an excellent way to exchange information about current conditions, issues, challenges, and possible solutions. A walk-through can be included as part of a scheduled meeting or planned for a separate time. 

Hard Hat Tours/Sneak Previews

“Hard Hat” tours or sneak previews are popular and very useful during extended construction periods. For safety purposes, these tours are generally limited to members of an advisory committee, neighborhood leaders, and members of the design or project team. Community sneak previews are an option if safety concerns are addressed. 

Open Trailer 

During major construction projects, Open Trailer events (essentially an “open house” held in the construction trailer) provide an opportunity to keep interested citizens updated on the project’s progress, answer their questions, and address their concerns. Open Trailers are usually scheduled monthly, in cooperation with the contractor, and can be hosted by the project manager, associate, or construction manager along with the contractor and design consultant.
�








� Operations refers to the Maintenance, Natural Resource, and Urban Forestry Divisions.
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