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Public Involvement Manual

Chapter 1
Introduction

1.1 Why Public Involvement?

Why is Public Involvement (PI) necessary for transportation projects? The NY SDOT mission statement
sets forth the need to serve the public good:

“It is the mission of the New Y ork State Department of Transportation to ensure our customers --

those who live, work and trave in New York State -- have a safe, efficient, balanced and
environmentally sound transportation system.”

The traveling public expects and depends on highways, bridges, transit systems and airports for mobility.
At the same time, transportation facilities affect the communities and the natural environment where they
arelocated. Projects can impact the natural, cultural, and scenic resources of a community as well asits
cohesion and economic viability. Effective public involvement can help make that impact positive.

NY SDOT has theresponsibility to plan, design, build and maintain this network of highways and bridges.
Obtaining input from the full range of stakeholders affected by projects, and usng that input is key to
makingtransportati on decisionsthat benefit society. The success of our mission dependsonidentifying and
addressing stakeholder needs, in coordination with transportation partners - other government agencies,
municipalities, community residents, special interest organizations and facility users.

The benefits of meaningful public involvement include:

» Better problem identification and solving - Effective public involvement fosters sound project
development decisions. It promotes fuller exploration of the needs of both facility users and
adjacent communities. It allows for better communication regarding project objectives,
consideration of a full range of objectives and possible trade-offs. By communicating with
stakeholders, NY SDOT gains a better understanding of their needs and desires. This helpsto
ensure that planning and engineering judgement are properly applied to fully defined problem
and objectives, thus increasing the likelihood of project acceptance.

» Effective use of limited financial resources - Public involvement provides opportunities for
partnerships with other agencies, which may include joint funding or other means to maximize
the value of limited finances. Stakeholder communication allows for better identification of
needsand thedevel opment of cost effective solutions, which reduce potential project delaysand
changes.

« Reducedproject delays - When peoplefeel their concernsare not addressed they may takelegal
action, potentially resulting in expensive re-desi gnsor possibl e project cancellation. Procedural
delays increase project costs while safety and congestion problems remain unsolved. On the
other hand, effective public involvement helps bring about public buy-in to the process.

« Knowledge - Theneed for projects, and how they are pl anned, designed and built, is not always
clear to the public. Before stakeholders can support a project, they must understand it. We
need to be able to explain the project devel opment process, our understanding of project needs
and our responsibilitiesto the community. NY SDOT designers, too, can be educated by outside
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stakeholders familiar with the project area and community.

« PublicExpectations - Stakeholders rightfully expect that their voiceswill be heard during every
stage of project deve opment.

» National and State Policy - Federal and New Y ork State regul ations require publicinvol vement
in transportation project devel opment.

1.2 NYSDOT Public Involvement Policy

NY SDOT policyisthat publicinvolvement isanintegral part of the project devel opment process. The 1998
Environmental Initiative encouraged designersto go beyond project environmental mitigationrequirements.
Soon afterward, NYSDOT instituted Context Sensitive Solutions - the planning, design and construction
of transportation facilities that meet service and safety needswhile a the sametime meeting environmentd,
natural resource, cultural and community needs.

Current policy as stated in the Project Development Manual (PDM) is that:
» Projects developed by the Department reflect the principles of CSS.
«  Department projects incorporate Public Involvement (Pl) Plans.

NY SDOT publicinvolvement proceduresare governed by the Federal and New Y ork Stateregul ationslisted
in Appendix B. Refer to the following sources:

« PDM Chapter 4 Project Design Stage Procedural Steps
« PDM Appendix 2 Public Involvement Manual (this guide)
« PDM Appendix 3 NEPA and SEQR Official Notices and Document Distribution

1.3 Using this Guide

ThisManual isprimarily aguide for planning and conducting public outreach in project scoping and design
development. It may also beuseful to Department staff not directly involved in scoping and design, aswell
as municipalities and other transportation partners.

This manual is Appendix 2 of the PDM, and is intended to provide guidance for Pl techniques when used
in conjunction with the project devel opment proceduresdescribed inthe PDM. It may also serveasastand-
alone reference for Pl activities that are non-project related.

Refer to this PI Manual for:
« Public Involvement (PI) Plan guidance (Chapter 2).

« Theroleof Pl in various stages of project development (Chapter 3).
« Specific Pl and communication techniques (Chapters A1 to A5in Appendix A).
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Refer to the PDM for:

+ Project development procedural steps including public involvement required by Federa and
State regulations (PDM Chapter 3 and 4).

« Format and content of project scopingreports, designapproval documents. and required notices.
(PDM Appendices 3 and 7).
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Chapter 2
Public Involvement Plan

ThePubliclnvolvement Planisatoal toidentify appropriate waysto conduct public outreach. It servesboth
to plan and document public outreach actions. Like any other project development task, public outreach
needsto bewell plannedto effectively communicate with stakehol dersand gain useful feedback with limited
project resources. The Pl Plan is developed before project scoping, and updated during design and
construction. Use this outline as aframework for Pl Plans:

2.1

2.2

2.3

2.4

2.5

Review current project Information and previous PI activities

Context identification

— Identify stakeholders

— Identify potential concerns

— Community Impact Assessment

Plan PI objectives

— Anticipated level of PI

— Structured decision making

— Effective communication methods
— Public education and outreach

List specific action steps

— Responsibilities

— Purpose and expected outcome
— Schedule

— Resources

Implement, monitor and update PI Plan
— Implementation and monitoring
— Documentation and updates
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2.1 Review current project information and previous PI activities

List background information, including:

« ldentification- PIN, Route no. and description (including local name), municipality and county
« Current project phase, preliminary schedule and cost estimate

« Basic scopeinformation - Initial Project Proposal (IPP) and other relevant data

« Preliminary NEPA and SEQR environmental classification

Review the files for previous public involvement stakeholders and issues, such as:
« Metropolitan Planning Organization (MPO) public outreach during long range planning or

corridor studies.

« Initial contacts with local officials or others during development of the IPP.

« Public outreach done for projects
previously deferred due to budgetary
reasons, environmental controversy or
lack of community support.

« Previous emergency construction or
mai ntenance work

2.2 Context identification

To successfully define project problems and needs,
it is necessary to identify the project context: the
environmental, naturd, cultural and community
characteristics of the project area aong with
associated regional corridor characterigics. This
information is as important as the technicd traffic
studies, accident analyses and pavement
evaluations.

Effective public involvement requires first
awareness of, and then understanding the social,
economic, physical and historic attributes of the
project area. For most projects thisis not a major
undertaking. Chapter 2 and 4 of project design
reports contain much of the relevant transportation
and environmental information. The Public
Involvement Plan guides the Project Team in

What is the Project Context?

. Urban, Suburban, Rural, City,
Village?

. Commercial, Residential, Mixed
Use?

. Nearby Parks, Schools, Hospitals,

Senior Citizens?

. Waterbodies, Recreation, Historic
Resources?

. Pedestrian and Bicycle
accommodations?

. Stable, expanding, or declining
community?

. Local business concerns or regional
issues?

completing this context identification process by specifically considering who the project stakeholders are,
how to identify them, and how they will be involved in the project development process. Public
involvement helps define this aspect of project context.

Public Involvement Manual
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Identify Stakeholders

Who are the stakeholders? Any person or group who could be affected by atransportation project, or who
perceive that their interests could be affected, is astakeholder. For NY SDOT to have meaningful dialogue
and address concerns, the stakeholders must be identified.

Stakeholders include both external parties as well
asfunctional groupswithin NYSDOT. Chapter 2

of the PDM discusses structuring the Project Team | Project Stakeholder List:

to involve external stakeholders:

. will expand as the project unfolds
and public involvement progresses.

Residents of the project area.

Community organizations - churches,
servicegroups, civicand neighborhood
associations, fraternal organizations

Municipal officials - city, town,
village or county officials and planning departments

Transportation organizations - FHWA, Metropolitan Planning Organizations (MPO), trangt
providers, commercial users and freight carriers.

Traveling public (commuters, commercial users, tourists, etc.) using all modes - vehicular,
transit, bicycle, pedestrian.

Advocacy and environmental groups - representing bicycle/pedestrian, clean air, disabled
persons, transit, minority and/or low income interests.

State and Federal environmental and economic development agencies
Chambers of commerce and business interests

School districts and colleges

Groups with a specific interest in the project area.

Potential stakeholders areidentified in several ways:

NY SDOT Project Team - Base on team knowledge of stakeholder involvement and interests
in other communities on similar projects.

Input from other NY SDOT sources - Regional Maintenance saff, Public Information Officers
(P10O) and others with community contacts.

Community identification - In consultation with community members, the team should ask if
there are other individuals who should be involved in public outreach. There may be people
without formal positionsof authority, but who still areinfluential withintheir community. Local
papers or other language media may also be information sources.

Self identification - Anyonewho has contacted NY SDOT on aconcernor potential project may

have aninterest. These general contactsin the community should be recorded so that they can
be included on project mailing lists.
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Identify potential concerns

The Pl Plan should outline the potential issues affecting project development. Some concerns may already
be known to the Project Team. Others become known when stakehol ders are contacted and meetings held.
As the project advances and NY SDOT interacts with the community, new issues may come to light.
What’ simportant isto find out community concerns early, and to learn why theseissues matter, rather than

assume we know why. Then the issues can be addressed openly.

Publicoutreach toidentify concerns should begin early enoughin project scoping tohave ameaningful effect
on problem identification, project needs and objectives. People are concerned not only about issues
NY SDOT thinks are important, but also perceptions and the manner in which NYSDOT previously
interacted with the community, including:

« Safety and accident history, speeding.

. Trafficflow, congestion, intersection | Sins of the past......
delays.

« Business and residential access.
«  Pedestrianand bicycleaccommodation.

« Economic impacts, loss of tax base,
elimination of parking spaces.

« Traffic noise and air quality impacts.

« Environmental concerns, wetlands and recreational access to streams.
« Historic buildings, community ambience.

« Potentia to isolate an existing neighborhood.

« Pavement widening for capacity and/or turning lanes vs. increased crossing lengths for
pedestrians, and loss of on-street parking.

« Vehicle mix, percent truck traffic.
« Unresolved issues from apreviously delayed project.
«  Environmental permits and resource agency coordination.

« Disproportionate effect on minority or low income neighborhood and the need to fully and
fairly identify, address, and document them for Environmental Justice.

« Sovereignty issues - NY SDOT has emininent domain powers and is not bound by local noise
ordinances or zoning regulations (e.g. cell towers), but triesto satisfy local procedures where
feasible.

» Concernsthat NYSDOT may have already decided the solution and isjust “going through the
motions’, without allowing for community influence.

« Unfavorable experience with NY SDOT on previous projects.

Sometimes NYSDOT should acknowledge to
stakeholders that not all projects were
context sensitive

Community Impact Assessment
The community impact assessment is a process to evaluate the effects of a transportation action on a
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community and its quality of life. Use this process, when appropriate, for complex projects with the
potential to significantly affect the community. The approach is outlined in the FHWA publication
Community |mpact Assessment (PD-96-036, September 1996). There aresix stepsinvolved, which should
beincorporated into the project development process. Public involvementisanintegral element throughout
community impact assessment:

« Define the Project and Study Area - Define project purpose and need, and identify the
potentially affected communities. If analysis shows social consequencesbeyond theimmediate
geographical area, then adjust the community study area.

« ldentify Community Context - The characterigtics of the affected area are determined in a
formal way, using dataon political jurisdictions, neighborhood boundaries, demographics, and
land use. Locations of businesses, residences and community facilitiesareidentified. Utility
infrastructure, public service facilities, historic districts and parklands are shown. The
community’s historical background, education, employment and economy are researched.

Meet with members of the public, local officids and community leaders to supplement this
research. This community context information is summarized with maps, narrative and
supportingtables. (Note FHWA refersto thisstep asacommunity profile; the NYSDOT term
is context identification.)

« Anayzelmpacts- Project impactsareidentified andinvestigated. Anticipated futureconditions,
both with the project and no-build conditions, are analyzed. Impacts may be both positive and
negative, temporary or long-termand may result in secondary or cumulative effects. The extent
of analysis depends on the magnitude of impacts, public perceptions of those impacts and
community goals. Potential impactsinclude physical (barrier effects), economic (businesses
moving in/out of the area), mobility (accessto public transit), and displacement (type, number
of residences).

Environmental Justice (Executive Order 12898) apply where minority and/or low income
residentsmay beaffected. Theanalysis examinesprojectimpactsonthesegroupsandidentifies
means to avoid or mitigate disproportionate impacts to them.

» ldentify Solutions - The project team develops solutions which seek to avoid impacts while
meeting project objective as the highes priority. If not possible, they seek to minimize, then
mitigate impacts. Enhancements may be considered to make projects more compatible and
increase community acceptance.

« Publiclnvolvement - Feedback and communication with members of the community isessential
at each step of the process.

« Document Findings - Document this outreach in the project approval record, e.g., Scoping
Report, Design Report, Environmental Impact Statement (EIS) or Environmental A ssessment
(EA). Thedescription must bein dear, understandablelanguage for publicreview, either in
the text or as appendices.
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2.3 Plan PI objectives

What are the obj ectives of project Public Involvement? The objectives should consider the anticipated level
of public involvement, thetypes of decisionsto be made, and what communications can help effectively
involve stakeholders.

Anticipated level of PI

Generally, simple projects in communities with limited potential for stakeholder impacts require less
extensive Pl Plans, whereas more complex projects, or those with greater public interest warrant amore
extensive, in-depth Pl Plan. Deciding on the appropriate extent of public involvement depends on the
project and its unique context. Factorsinclude:

. Size and scope of the project - Usually simple projects such as* maintenanceby contract”,
1R and element-specific work need only a few simple Pl tasks. They may consist of
informing residents and users of the project in atimely way, through local officias, and
making sure that construction impacts are minimized on the community and the traveling
public.

When there are issues surrounding a project areathat are above and beyond a programmed
simple project, the community needsto beinvolved andinformed when eval uating whether
and when these issues can be addressed.

M oderateand compl ex projectsas defined in Chapter 2 of the Project Development Manual
(PDM) requireamore structured Pl Plan for maximum effectiveness. Simple projects may
also require a project specific Pl Plan if substantial issues arise.

. Community level of interest - Arethere significant concerns(real or perceived) - such as
changes in traffic operations, access, or environmental issues?  Issues of community
importancerequire greater attention in the Pl Plan because stakehol dersfeel strongly about
them. Project opposition may exist even if it has not yet surfaced.

. Extent to which project decisions will be affected by PI - These may include refining the
problem definition, determining project objectives, developing aternatives, selectingthe
preferred alternative, and design feature inpui.

. Stakeholder characteristics - A community that just wants to be kept informed may need
aless extensive outreach than one where stakehol ders want to participate in every step of
planning and design development, or where there are conflicting interests. Non-resident
stakeholders (traveling public and environmental groups) need to be reached.

. Environmental Justice - the need to formally identify and involve low income or minority
stakeholders who may otherwise be overlooked.

Structured decision making

Before obtaining public input, the project team needs to decide how it will be used. To best use public
involvement, a systematic process is needed to gather, analyze and incorporate this input into project
decisions. Structured decision making is one concept to integrate public involvement into the overall
management of the project. It defines the technical milestones and related opportunities for public
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involvement, before starting project development, and ensures that stakeholder dialogue affectsthe project
decisions.

Stated simply, structured decision making is planning, in advance, how decisions will be made, what
opportunities the public will have to influence them, and how stakeholders will be kept informed of
decisions. Structured decision making determines:

. The decision pointsin the process.

. Who will be consulted.

. Who will make decisions.

. How will recommendations, comments and feedback be given to stakeholders and how

iterative is the process.

This process recognizes that thereisno “one decision” to make in project development. Thereare aseries
of intermediate decisions that sart early in scoping and continue through construction. Some decisions are
collaborative, and othersareto bemade by NY SDOT alone. Refer to Appendix Chapter A5 for information
on structured decision making.

The Pl Plan considers how public input will be used and communications maintained in project decision-
making including such issues as:

. I's there consensus on the project needs and objectives?

. Inwhat areasisit feasible to incorporate community proposals, what are the cost or other
limiting factors, and what tradeoffs are involved?

. If actions are not feasible, how will that be discussed with stakeholders?

For example, a citizen's advisory committee may provide input on features for a downtown street
reconstruction project - typeand |ocation of parking, crosswalks, sidewalks, and landscaping. NY SDOT
needs to establish, with the stakeholders, mutually agreeable ground rules before work begins. Will they
be selecting actual design elements, and if so, within what budget limits? Will they make binding choices,
or servein anadvisory role?

Effective communication methods
Use appropriate means to communicate with stakeholders. Refer to the Appendices of this guide for

descriptions of outreach techniques. The Pl Plan outlinesmethodsto obtain input and keep the publicin the
loop with timely communications. Several communication methods can be used, including:

. Individud meetings with municipd officids, community leaders, individual citizens,
advocacy groups and affected business.

. Public information meetings.

. Formal public hearings.

. Direct communications including newsletters, e-mail, project web site or telephone hot
lines.

. Advisory committees, charrettes workshops and collaborative task forces for structured
input on specific issues.

. Non-traditional means to identify and reach low-income, minority or other under-

represented communities, such as an open house in conjunction with a church or
community fair.
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. Means to reach commuters and transient stakeholders such as print and electronic media
advertising.

Effective principles of public outreach include:

. Input opportunities are needed before all major project decision points (i. e., problem
definition, alternative devd opment screening), followed by communication to inform al
stakeholders.

. Project documents need to be kept current. Web sites and newsletters discuss what has
happened recently. Public meetings and workshops summarize ongoing work and new
developments.

. When publicinput guided the process or affected theproject, acknowledgethat fact. People
need to know that their input counts. Keep the feedback as simple and timely aspossible -
e. g., wherethe sidewalk limits have been changed, discussit at the next public meeting and
promptly show the changes.

. Clearly explain “why” when stakeholder input was not followed. NYSDOT has a
responsbility to keep an open mind and consider al legitimate stakeholder issues in
developing context sensitive solutions.  If an action isinfeasible for safety, cost or other
valid reasons, people are more likely to accept that fact with clear, unambiguous
explanations.

. Record and track the disposition of all stakeholder-raised issues from each meeting or

contact. Write up meeting notes accurately and distribute them promptly. Correspondence
and e-mails should betracked and classified according to subject if the volume warrantsiit.

. Community proposals always need aresponse, and some need further study to assesstheir
impacts. After public concernsareevaluated at NYSDOT internal meetings, communicate
the resulting decisions promptly back to stakeholders.

Public education and outreach

The NY SDOT project development processis long and occasionally complex. Project decisionsinvolve
many technical issues. Evaluate if the Pl Plan needs to include educational dements to help the public
stakeholders be informed participants.

Depending on the project and the community, it may be necessary to explain topics such as.

. Regulatory procedures such as 4(f)
parkland impact evaluations that

Be sure to inform stakeholders: govern NYSDOT actions.
. The sequence of decision making in

which decisions must be made
early in the process (e.g.,
alignment options)

proj ect development should always be
made clear. Communicate the
schedule and the logical sequence of
problem definition before
development of alternatives, followed

by evaluation and selection, and
those that can be made later (e.g., detailed design.

gateways, signage)

versus

. Engineering concepts such aslevel of
service, intersection signalization,
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accident analysis and analytical toolslikeair quality analysis.

Sharing knowledge with stakeholders starts early by explaining why a proposed action is necessary, and
obtaining consensus on the problemto be solved. Wherethereisvocal opposition, it help to try to find out
as much as possible about their concerns, so that informational material can betailored to try to respond to
these issues.

Educational materials include clear and well written summaries oriented to the non-technical reader. A
guestion and answer format is useful, with photos and graphics to help illustrate the point. Department
expertscan provide apresentation on “ Air Quality 101" or other topics at the beginning of a public meeting,
or provide a Power Point presentation. Many of these resources can be used agan.

The PI Plan needs a strong information and knowledge sharing component when a design solution may be
unfamiliar to the community, such asamodern roundabout. [f there areno roundaboutsin the vicinity, the
safety benefits of a roundabout and proper driver behavior may need to be explained. Educational
components can include resources such as informational brochures, videos at public meetings, flyersor
placemats at local businesses, and web site animations.

2.4 List specific action steps

Responsibilities

The Pl Plan identifies specific communication techniques, how they will be implemented, and who will be
responsible for implementation. The Pl Plan preparer may be the project manager or design squad leader,
and may have some or al of these duties. For projects where a high degree of public involvement is
anticipated, aPublic Involvement Teammay beset up to develop acomprehensiveapproach. Thisteammust
include the Regional Public Information Officer (PIO) and other functional arearepresentativesin addition
to the project manager and/or design leader. The individual or team Pl Plan preparer identifies tasks and
respongble steff to ensure that:

. Planned PI actions occur and that outcomes are documented.
. Public involvement information is shared with all project team members.
. Pl Plans are updated to suit changing circumstances and as projects advance from scoping

through construction.

A designated contact person handles most of the coordination tasks with project stakeholders. This person
becomes familiar with the community by virtue of attending public meetings, working meetings with local
officials and neighborhood groups, receiving and responding to letters and e-mails, and participating in
special task forces. Ideally that person remains involved throughout project development, to maintain
continuity with the community.

On projects where the public involvement activities are not extensive, the community contact person may
be the same as the Pl Plan preparer. Projects with a higher degree of public involvement may require a
separate contact person and support staff. Consultant services may be used to assist with very large and
complex projects.
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Purpose and expected outcome

Prepare a brief statement of each activity’s purpose and expected outcome. A general description may
suffice - “ Coordinate bicycle usage issues by meeting with representatives of user group during project
scoping” A more specific task would be “Meet with business ownersin the 1500 block to address parking
and driveway access’.

In projectswith limited potential for community interest, the statement of purpose and outcomesisoptional,
so long as public involvement opportunities are provided and outcomes are documented. Community issues
may be identified and resolved with one or two public information meetings and individual stakeholder
contacts.

Other PI activitiesrequire more description. A collaborative task force may be proposed for a downtown
street reconstruction to provide community input to pedestrian access, median treatments, parking
modifications and landscaping.

The purpose and expected outcome for this activity must identify: how the group will be selected, scope
of work for the task force, who will facilitate, what resourceswill beprovided, scheduleand logistics. Task
force outcomes are dso described: What design features will be addressed? To what extent will the
recommendationsbe binding onNY SDOT? What will bethe budgetary limit for group -proposed features?

Schedule

List the scheduled datesand duration for publicinvolvement activities. Coordinate Pl activitieswith project
development milestones, so that opportunities exist for input prior to all major project decisions, and that
feedback to the public occurs soon after project milestones.

Pl activitieswhich arerequired under the National Environmental Policy Act (NEPA) or theNew Y ork State
Environmental Quality Review Act (SEQR), such asformal public hearings, or issuance of adraft EIS for
public comment, must follow the procedures and time lines noted in Appendix B.

For ongoing activities such as a citizen’ sadvisory committee or collaborative task force, set aredigtictime
schedule. These groups are made up of volunteers from outside NYSDOT. Members need enough time
to conduct business, evaluate issues and formulate decisions, while also providing recommendations to
NY SDOT in atime frame that does not adversely affect the project schedule.

Resources

Budget and staffing requirements affect the | Resources Needs:

resources available for public involvement
technigues, but not the principle of early, open and
continuous communications. Common techniques
such as public meetings, simple newsletters and
individual stakeholder meetings, can be considered
part of the cost of doing business. These practices
arerelatively low cost and are used for most projects. The availability of digital cameras and computerized
slide shows also allows the use of some visual aidsfor minima cost.

With more extensive outreach measures (such as advisory committeesor collaborative task forces), the Pl
Plan should provide a budget estimate of resources: direct expenses (printing and mailing costs), staff
resources (in-house or consultant facilitators and technical experts) and clerical assistance (either in-house

. Identify as soon as possible so that
time/funds can be allocated
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or consultant) and facilities (meeting room location, custodial service, visual aids). If consultant services
are needed, define the scope early, since consultant acquisition isalengthy process.

Visualizationsand dedicated project web sitesare other NY SDOT resourcesthat canrequiresi gnificanttime
and staff resourcesto prepare. When preparing the Pl Plan, coordinate these elements with involved staff,
including the Regional Web Content Coordinator, Regional Public Information Officer (PIO) and the
Visualization Section of the Landscape Architecture Bureau (LAB).

2.5 Implement, monitor and update PI Plan

Implementation and monitoring

The Pl Planisimplemented during scoping and remainsin effect throughout design and constructi on. Tasks
may change as the project evolves, but the focus remains on meaningful communication with project
stakeholders. Periodically evaluate and monitor the Pl Plan:

Are the right stakeholders being reached? - Pl should reach a broad cross section of the
community. Areproject opponentsinvolved? Conflictscan beaddressed moreproductively
when opponents are involved in the process. See Chapter A5 for information on conflict
resolution. If there is a formal Environmental Justice component, are the intended
communities being reached?

Are people participating in the public outreach? Attendance at meetings and newsl etters
response give some indication of effectiveness and level of interest.

Do people feel that their concerns are being addressed? One way to find out is to ask.
M eeting participants can be asked to fill out comment sheets, and NYSDOT staff can get
feedback in stakeholder meetings. Periodically ask community members on advisory
committeesif they feel that the group is reaching consensus on their tasks. Also monitor
project-related news articles.

Do stakeholders (external and internal) feel that the public input influences and improves
decision making? What specific decisionswere affected by publicinput? Debriefingsafter
community meetings are opportunities to review what was learned. Did the community
receive sufficient information to provide knowledgeable input, did NYSDOT listen to
stakeholders, and was the community kept informed on how input was used for project
decisions? If not, how can communications be improved?

Are environmental and procedural documentation requirements satisfied?

Arenew issues not originally anticipated being addressed? If information isnot being fully
exchanged, stakeholdersare not involved, or issuesare not being resolved, thenit’ stimefor
amid-course correction. An effective Pl plan providesflexibility to adjust to new issues as
they arise.

Simple projects using newsletters, community contacts and one or two public information
meetings may only need informal conversations with stakeholders and the project team to
judge the effectiveness of the Pl Plan.

Usemoreformal evaluations, surveys, and de-briefingsfor complex projectsemploying task
forces, advisory committees and extensive outreach.
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Documentation and updates

Pl Plan outreach activities must be documented throughout project development in order to:

. Ensure that post-design activities, such as vaue engineering, do not make changes to
previous NY SDOT commitments without considering impacts to stakehol ders.

. Comply with Federal and New Y ork State regulatory requirements.

. Fully document for the project record how and why decisions were made.

Maintain a Public Involvement file or other readily retrieved system to document activities. The folder
records all Pl activities, and serves as a reference when project team members change over time.
Commitments made during preliminary design phases are documented for reference in subsequent final
design and construction phases of the project.

Thereis no prescribed format for Public Involvement Plans. Format is a function of the extent of Public
Involvement and Regional preferences:

. Simple projects may use a one page checklist or outline.
. The PI Plan checklist presented in Appendix C or the topic outline
in this chapter can serve asamodel.
. Major projects with many stakeholder issues, and specialized techniques need sufficient

narrative to adequately discuss the Pl Plan.

A matrix or tabular presentation may be helpful to summarize which public involvement techniqueswill be
used for different project phases, and for different stakeholders.

Updatethe PI Plan asthe project advances through project development.  SomePI activitiesoccurring later
in design may not be fully defined at scoping. Re-examine the Pl Plan to ensure that the tasks outlined are
still relevant, or whether new activities or stakeholders need to be addressed.
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Chapter 3
Public Involvement for the Project Process

3.1 Using Public Involvement Effectively

Publicinvolvement isakey element throughout project devel opment, by providing the public and interested
parties opportunitiesto beinvolvedin the process. From theinitial identification of project need, through
scopi ng, design, construction and maintenance, effective communi cationswith project stakehol dersensures
that the project:

. M eets the transportation purpose and need.

. Is suited to its physical, environmental and community context.
. Satisfies NEPA and SEQR environmental requirements.

. Has a budget and schedule that can be implemented.

Public involvement also applies for maintenance projects, as these are frequent and visible Department
functions. Local input and notification of maintenance projects ensures good community relations.

Different techniques are suitable for various phases and level s of complexity of project development. Inall
cases, following these basic principles helps to ensure meaningful and effective public involvement:

Early, open and frequent
Effective public involvement: communications - Honesty and openness
build credibility. We want the public to
+  Establishes who the stakeholders are understand that NYSDOT acts
and gets them involved. responsibly to address a serious
transportation problem, and consults with
«  Builds credibility through honest and the involved community in a dialogue to
open communication. help createthe best solution. Issues can be
identified and addressed moreeasily inthe
¢ Seeks community perspective of early stages of project development,
problems, issues, and trade-offs. rather than later in design when changes

and del ays are costly.
»  Provides feedback to help maintain a Early public involvement does not mean
good working relationship. premature commitments to certain
alternatives or design features. Ingead,
e Helps identify right project for outreach in scoping and early design helps
community acceptance and project to fully identify and share information
success. with the public on project conditions,

context, transportation needs and
community concerns.

Early input from local officials isvaluablefor coordinating, planning, scoping, designing, and maintaining
projects, especially where aproject may affect facilities not owned by the State.

Listen and be responsive - Whenthe public, local officials andinvolved agencies have accessto
information, and input into the project, then better decisions are made and the likelihood of
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community support is greater. Information needs to be shared, and community input willingly
accepted. Being agood listener helps to defuse potential conflicts.

Stakeholders may proposeideas that seem unrealistic, but rarely should these be dismissed without
study. A better approach is to look into the specific suggestion, and provide feedback to the
proposer. Someideas may beinfeasible; yet others may provide the basisfor solutionsto improve
operations, safety or the technical design.

Establish who the stakeholders are - The Project Team may know who some of the interested
parties are, but should also ask known stakeholders to help identify otherswith potential interests
inthe project. Everyonein the community should have the opportunity tofind out about the project
and getinvolved. Obtaininginput fromthefull range of affected stakeholders, and usingthat input
is key to making transportation decisions that benefit the public.

Establish what the problems are before developing solutions - NY SDOT hasthe transportation
agency perspective, but the public also has first hand knowledge of the project area.  Community
residents and highway users can give us their perspective on congestion, safety, environmental and
access deficiencies. These issues need to be brought to light and agreed upon by stakeholders.

Go where the people are - Not all contacts with the community need to be evening public
meetings. Arrange to meet at a convenient time and place for the community, such as school
athletic events, shopping malls, church/community groups, or neighborhood stores.

Involve potential project opponents - If there is opposition or controversy, it’'s better to have
opponents communicating and involved in the process. When NY SDOT tries to address their
concerns honestly and fairly, it reducesthe likelihood of litigation and delaying tactics.

Speak simply for the non-technical audience - Strive for clarity in speaking and writing. The
publicis quite capable of following technical discussions, so long asmaterial is presented in clear,
understandable fashion. Use a conversational style and limit the use of technical terms to the
minimumnecessary. Wheretechnical termsare needed, definethem. An education andinformation
component may be needed to help both externd stakeholders and NY SDOT better understand a
problem.

Where a sizeable percentage of the community speaks aforeign language, consider translations of
some materials.

Use visual aids extensively - Pictures are effective in presenting project information.
Visualizations can show the roadway, bridges and landscaping will ook when complete, and from
severa perspectives.  They can be readily changed to show the “what ifs” of an alignment shift.
Visualizations help not only the public, but also environmentd and cultural resource agencies to
understand the differences between alternatives.

Traffic simulation software can demonstratethe effects of alternativeson existing congestion areas,
and also illugtrate traffic circulation at roundabouts or intersections. An enlarged aerial photois
easily recognizable, and can serve asa base to show overlays of site constraints (wetlands, historic
properties) and alternative alignments.
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Consider audience expectationsin selecting visud aids. Sometimes computerized simulations are
appropriate; other situationsmay call for asimpler, lesspolished presentation. Refer to Chapter A2
for visual aids information.

Clarify how public input will be used - Makeit clear to gakeholderswhat NYSDOT will dowith
publiccomments. Will input affect specific design elements, or will opinions be advisory, and how
will the public be kept informed?

Discuss tradeoffs - Tradeoffs are always involved with project development. NY SDOT weighs
many factorsinarriving atthe“ best fit” design, including safety, capacity, mobility, community and
traveling public impacts, and environmental issues. |If safety or other significant considerations
cannot support an action favored by the community, NY SDOT should discuss the reasons with
project stakeholders. This exchange of ideas hel ps focus attention on alternative solutions that can
be implemented.

For exampl e, the scoping and community outreach for acapacity improvement project may conclude
that it is not feasible to add an extralane due to excessive community and environmental impacts.
A scaled back or “no build” alternative may result, where both NYSDOT and stakeholders decide
that congestion is acceptable.

Document what was said - Clear notes are needed to coherently follow-up any meeting, whether
with an individual landowner, or a public information meeting. Every meeting needs a written
summary - what was said by who, what NY SDOT will do or study as the next step, and how and
when this information will be communicated back to the stakehol ders.

Follow through with feedback - Thecommunication processis not completed when NY SDOT
has identified stakeholders and obtained their input. The results of analyses and decision-making
must be communicated back to the group who raised the issues.

Addressing the public’ s concernsin project development, gives people asensethat the processhas
been worthwhile. When people ask questionsfor which NYSDOT doesn’t have the answers, it's
important to say so, then find out and report back. Sometimes a community proposa cannot be
implemented, but the public needs to know that it has been considered with an open mind. This
ongoing exchange of information and concerns maintains trust and a productive working
relationship.

3.2 Project initiation stage

Planning and Programming

Both the Metropolitan Planning Organization (MPO) and NYSDOT have transportation planning
responsibilities. Within each metropolitan area, the MPO develops a 20 year Long Range Transportation
Plan. Individual projects are identified from the Long Range Plan (LRP) and then placed on the MPO
Transportation Improvement Program (TIP). Typically the TIP is afive year plan.

In rural areas of New York not within a metropolitan planning area, NY SDOT conducts transportation
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planning, and develops lists of specific projects to

be advanced. In all areas, NYSDOT Regiona

offices conduct outreach activities with local Proiect Plannine and Programmine:

official and the public, which may include a J g g &

';’rr:gsportatlon Advisory Committeeforaparticular | Planning begins identifying potential
issues and external requirements.

The Statewide Transportation Plan (the Plan) is

developed and updated by NYSDOT. It |. Programming continues the

incorporates the planning input from rural areas transportation planning work.

and each MPO’s Long Range Plan into one

document. The Statewide TIP, also developedby | , IPP is programming tool to select

NY SDOT, includesall highway and transit projects projects based on program goals.

in MPO TIPs (metropolitan areas) as well as

NYSDOT-developed candidate projects in rural | Early PI ensures Transportation

aress. Plans realistically reflect citizen’s

After opportunitiesfor public review and comment, goals.

the STIPis forwarded for Federal approval. Once

approved, Federal aid projects can become part of | « Ongoing PI benefits project

the NYSDOT capital program. State funded coordination in later phases of

projectsmay be part of the program without Federal project development.

approval.

Public Involvement for Planning and Programming

Public participation early inregional planning and project deve opment has two benefits:
. Transportation plans realistically reflect citizen’s goals.
. Individud projects proceed more smoothly through project development.

Each MPO devel ops, implements and periodically updates its own Public Involvement procedures for
planning to ensure citizen participation. NY SDOT also uses public involvement during planning and
programming for:

. Making citizensaware of, and seeking publicinput on transportation planningin rural areas
of the state not part of a MPO.

. Providing Updates to the Statewide Transportation Plan.

. Public review and comment on the Draft Statewide TIP (Draft STIP).

Public involvement steps are prescribed in  Adopted NYSDOT Public_Involvement Procedures for
Transportation Planning and Programming, August 1994, which include the requirementsfor Federal Aid
projects under 23 CFR 450.212 (Statewide Planning).  These procedures foster greater community
involvement, including holding public meetings and making plans, project lists and supporting documents
available for public review and comment. Refer to the 1994 Adopted NYSDOT Public Involvement
Procedures for detailed requirements.

Public involvement in the early project initiation phase includes these considerations:
. Projects are not always clearly defined or visible to the public at this sage. Part of the
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outreach is to make the public aware of the planning process and the opportunities for
citizen input.

. Frequently the MPO has done initial identification of stakeholders and issues, and
conducted publicmeetings. NY SDOT project-specific Public I nvolvement should build on
the MPO’ s early work to retain vauable information and give the public a greater sense of
continuity.

. During planning NY SDOT seeks out and considers the needs of those people (low-income,
minority, elderly or disabled citizens) traditionally under-served by existing transportation
systems. Regions compileamailinglist of organizationsand individual srepresenting these
groups, and usethis|list to solicit their input.

. Other options are available to reach the public and obtain input, besides the traditional
news release and public meeting. These may include 1-800 phone line, or alocal call-in
TV/radioshow. Any method should be periodically reviewed for effectivenessand revised
as necessary, as part of aconcerted effort to improve public outreach, especialyinrurd,
non-M PO aress.

Initial Project Proposal (IPP)

The Initial Project Proposal (1PP) is a planning and programming document used to select projects for the
Department’ scapital program, based on program goals. It briefly outlinestheproblem, objectives, possible
solutions and costs at a conceptual level of detail. It summarizes operational, physical, financial and
environmental requirements. PP information is sufficiently defined to place the project on the capital
program, including:

. Preliminary project and problem description, location, limits.
. Preliminary objective of project and relation to program goals.
. Preliminary outline of project scope, including

- elements such as bridges, pavement, traffic control.
- applicable design criteriafor the functional class and work.
- characteristics such as level of service, safety improvements.

. Preliminary estimate of construction cos.

. Preliminary schedule.

. Anticipated NEPA and SEQR classification.

. Summary of special circumstances, potential community issues (if known) and

external requirements, such as system coordination, etc.

Fromthelist of IPP' s, theRegional Planning and Program M anager (RPPM) eval uates, prioritizesand selects
IPP's for recommendation to the Regional Director. The Regional Director-approved IPP's form the
Region’s capital program. Refer tothe NY SDOT Procedure for Managing Projects Third Working Draft
(September 1991) for PP guidance.

Public Involvement for the | PP

Publicinvolvement inthel PP stage hel ps gui de subsequent project scoping and design. Early contact begins
to develop a partnership with the community and NY SDOT. ThelPPisthefirst stage whereaconcept and
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budget are defined, so some level of public involvement helps shape the project scope.

A readlistic project scope lessens the chances for sgnificant changes later in design with their attendant
budget and schedule impacts. If a project to increase capacity by adding a though lane may encounter
significant community opposition, then the IPP cost and schedule should be based on the most probable

alternative, and

not solely on a road widening concept.

The RPPM, in coordination with other project team members, determines the appropriate extent of public
involvement. Initial Pl should beat alevel commensurate with the project complexity and anticipated level
of public interest.

3.3 Project

Public involvement at thi s stage does not resolve issues, but can identify them.

NYSDOT meets with local officials and community leaders to share information on
transportation and community needs rel ating to proposed projects. This prioritization may
start useful discussionsonhow to advance community and NY SDOT goals, withinfinancial
constraints.

In metropolitan areas, public outreach continues the work started by the MPO. Partnering
with the MPO builds on public involvement already done, such as identifying interested
stakeholders and conducting informational meetings.

Project objectives identified through the MPO process should be carried throughout al
project phases; review any needed changes with the MPO.

Where project importance meritsit, aninitial public meeting at the | PP stage may be useful
to supplement preiminary contacts with local officials.

scoping and design

Overview of project development stages

The project devel opment steps summarized below are described in more detail in Chapter 2 of the Project

Development M

anual (PDM). At every stage, publicinvolvement isakey element to successfully identify

problems and create effective transportation solutions that benefit the community.

Project Scoping

During Scoping, the IPP conceptual scope items are more fully defined:

Transportation deficiencies and needs

Project objectives

Community and environmental context, and potential constraints
Appropriate design criteria and feasible alternative(s)
Appropriate environmental process

Estimated project costs

An inter-disciplinary project team is selected to provide seamless coordination throughout project
development. Project scopingisthe gppropriate time to consider all elements which will have an effect on
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project scope, scale, cost, and schedule. The scoping process results in a clear understanding of what the
project isto accomplish. Where project scoping becomesinput to an environmental impact statement (EIS),
publicinvolvement in scoping formstheinitial stepsof public outreach which continuesthroughtherequired
environmental and socio-economic studies, and design stages.

Developing and/or refining the Pl Plan at scoping assists the project team to:
. Identify stakeholders and issues, and plan how to obtain that information.
. Select the appropriate combination of public involvement techniques.

Initiating outreach and public involvement early in scoping encourages participation that improves the
likelihood of project success. This feedback helps develop the NY SDOT undergtanding of community
context and project needs, providefor public input to help shape project decisions, and formulate effective
transportation solutions for community and stakeholder acceptance.

Project Design

At the conclusion of scoping, the project needs and constraints have been identified: safety, mobility,
infrastructure, community and environmental factors. The Project Team hasidentified objectives, feasible
alternative(s), design criteria and preliminary costs.  Preliminary design then builds on project scoping as
additional information is obtained and data collected. Alternatives are developed and analyzed, leading to
selection of the preferred alternative.

The Project Team includes al involved Regional and Main Office functional units having project
involvement. The FHWA provides policy guidance on Federal transportation funding and permit issuesand
the NEPA process. Other external stakeholders (M PO, regulatory agencies, local governments and other
public stakeholder representatives) have an advisory role, as determined by the Pl Plan.

Design development and public involvement occur throughout the six formal phases of project design
identified in Chapter 2 of thePDM. Gatheringinformation to fully define the project context (public input,
resource data and technical studies) also continue in preiminary design. Because design and Pl are
continuous processes, the functional tasks listed below overlap with the six design phases:

. Stakeholder Input and Development of Alternatives - The project team gathers and shares
information on transportation needs, environmental and community context and
stakeholder interests. NY SDOT informs the public, obtains community and agency input
on the project, develops aternatives, and begins assessing the alternatives.

Design Phase| - Develop Feasible Alternatives, |dentify and Assess Impacts
Design Phase Il - Advisory Agency Review
Design Phase Il - Public Hearing or Information Meeting

. Alternative Evaluation and Selection - Alternativesareweighed and decisions made as to
how each alternative meets abjectives and fitsinto the project context, leading to selection
of the preferred alternative. Stakeholders are kept informed and involved.

Design Phase IV - Final Evaluation, Recommendation and Design Approval

. Detailed Design - Congruction plans for the preferred alternative are prepared, ensuring
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that the approved concept is built, construction impacts are minimized, and the traveling
public and community remain informed.

Design PhaseV - Advance Detail Plans (ADP)
Design Phase VI - Plans, Specification and Estimate (PS& E)

Environmental Process Classification

In Design Phases|-1V the project’ senvironmental classificationisconfirmed, and necessary environmental
documentation is completed. Project Pl Plans must include required Federal and New York State public
notices and procedural steps.

Under the New Y ork State Environmenta Quality Review Act (SEQR) (17 NYCRR Part 15), NYSDOT
proj ects are classified as one of the following:

. Type Il - actionsthat do not have a significant effect on the environment.

. Non-Type Il (Environmental Assessment - EA) - actions for which the significance of
environmental impactsis not clearly established. An EA isrequired.

. Non-Typell (Environmental I mpact Statement - EIS) - actionswhich may haveasignificant

effect on the environment. AnEISisrequired.

All Federally funded projects, and those which involve a Federal action (such as FHWA approval for an
Interstate highway access modification, or a Corps of Engineerswetland permit) are classified as one of the
following classes of actions, per Federal Regulation 23 CFR 771.115:

. Class1l (Categorical Exclusion) - actionsthat do not individually or cumulatively have a
significant environmental effect.

. Class Il (Environmental Assessment - EA) - actions in which the significance of
environmental effectsis not clearly established. An EA isrequired.

. Class| (Environmental Impact Statement - EIS) - actionsthat may significantly affect the

environment. An EISisrequired.

Both the environmenta classification and the level of community interest affect Pl Plans. EIS projects
usually require amore extensive public outreach effort than Categorical Exclusions. On the other hand, a
NEPA Class|1 project for urban highway reconstruction may warrant a more extensive public involvement
program than aClass | (EIS) project on arural section of Interstate highway.

A NEPA publichearingisreguiredfor al Class| (EIS) projects, and may berequired for other Federa Aid
projects. A NEPA EIS may be used to satisfy the requirementsfor a SEQR EIS. Where a public hearing
isrequired for right of way acquisitionunder the New Y ork State Eminent Domain ProcedureLaw (EDPL),
aNEPA public hearing may be usedto satisfy thisrequirement. For Federal and New Y ork State regulatory
requirements, refer to these sections:

. PDM Chapter 4 - Project Design Stage Procedural Steps

. PDM Appendix 3 - NEPA and SEQR Official Notices and Document Distribution
. Pl Manual Appendix A, Chapter A2 - Public Meetings and Hearings

. Pl Manual Appendix B - Federal and NY State Pl Regulations
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Design phases - Smple Projects

Simple projects have limited scope, onefeasible alternative and involve the following work:

. Element-specific projects

. Maintenance projects

. 1R (resurfacing) projects.

. Minor bridge rehabilitation projects.

Thedesign processisstreamlined to reflect theroutine nature of thework. TheInitial Project Proposal (1PP)
ismodified by adding information during design development. The resulting combined scoping and design
approval document (IPP/FDR) receives scope approval and design approval simultaneoudly.

Simple projects are classified as SEQR Type I, and if Federally funded, NEPA Class Il - Categorical
Exclusions (Automatic or Programmatic).

Design phases - Moderate and Complex Projects

M oderate and complex projects have the greatest potential to affect the community and traveling public.

They frequently involve permitting agencies and often more than one feasible alternative. They rangefrom
3R projects, bridge rehabilitation and minor highway reconstruction, up to construction on new alignment
and reconstruction of major urban bridges and expressways. These projects use the Design Report format
for a design approval document.  Refer to Chapter 2 of the PDM for guidance on project compl exity,
environmental classification and project documents.

All moderate and complex projects need a project-specific Public Involvement Plan. The Pl Plan
includes actions needed for meaningful community involvement, but should have no more detail than
necessary. The extent of the Pl Plan depends on:

. Project scope, complexity and cost.
. Potential for impacts on the community and other stakeholders.
. Incorporating required environmental procedures under NEPA and SEQR as part of

effective outreach.

Public involvement for scoping and design

Because Public Involvement isthe cornerstone of successful project development, the start of scoping (or
earlier) is the time to ensure outreach to the public and project stakeholders. Early outreach allows issues
of concern to be raised, given ample consideration and discusson, and to help shape project solutions. A
project Pl Plan guides public outreach by identifying these Project Team tasks:

. Identify stakeholders.

. Determine those stakeholder interegs likely to be affected by the project.

. Set up and maintain channels of communications with stakeholders.

. Develop an understanding with the public on transportation problems, the need for
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corrective action, and potential solutions.
. Establish feedback that will:
- bring stakeholder concernsinto play for decision making.
- communicate the results of decisions back to the public.
- inform the community on the proposed actions and tradeoffs.

The extent of public involvement depends on project location, scope and complexity. Regions may choose
a standard approach for those project types where similar stakeholder concerns occur frequently. 1n other
situations, a Public Involvement Team may be formed to preparethe Pl Plan.  The Team may include the
involvedregional functional units(Planning, Design, Construction, Maintenance andthe Public Information
Officer), and devel op consensus on the extent of publicinvolvement to beused. The FHWA isinvolvedwith
NEPA projects to ensure that 23 CFR 771 public involvement requirements are satisfied. The Pl Plan
includes the specific techni ques for that project’s outreach. As circumstances change or new issuesarise,
the PI Plan is modified as necessary.

The PI Plan should be signed by the Project Manager and kept in the project file throughout project
development. Revisionstothe Pl Planshould first be discussed with theappropriate Project Team members,
and the revised Pl Planinitialed by the Project Manager. An information copy of the Pl Plan should be
provided to the Regional Director (or designee) at the Scope Approval and Design Approval milestones.

In project scoping, the goal is to define and get
consensus on the problems, needs, objectives,
design criteria, feasible alternative(s) and
preliminary costs.  Project scoping provides an
. PI is cornerstone of successful project opportunity for stakeholders to raise concerns,

scoping and design. suggest changes and have them considered early
when the project scopeisnot yet finalized. Also,
early stakeholder communication helps in
developingwell formulated alternatives. Scoping
Pl should focus on:

Project Scoping and Design:

. PI brings stakeholder input and
community values into decision
making process.

. Identification and outreach with
. PI helps formulate sound alternatives stakehol ders.
that suit the community context and . Articulating community values
meet transportation needs. and project context.
L. . Developing consensus on the
. PI encourages participation to shape needs and objectives
project for community acceptance. o . '
. Beginning dialogue to formulate

and shape solutions for
community acceptance.

In preliminary design Phases -1V, effective communication continues with stakeholders with an emphasis
on shared decision-making. Theinput from community and public stakeholders, aswell asadvisory agencies,
isincorporated into the series of design decisions leading to definition of alternatives and selection of the
preferred alternative for design approval. Alternativesare devel opedinmoredetail, evd uated and trade-offs
are weighed among the various possible solutions.

Each Public Involvement Plan take into account project complexity, community characteristics potential
project effects, and the level of interest. The following section discusses core techniquesfor PI that should
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be used on most projects. Where projects are straightforward, the stakeholdersand their issues are easily
identified, and there is low potential for controversy, the core techniques may constitute most of the Pl
outreach. Routine activities may include a pressrelease and | etter to thelocal officials advising them of the
project, or meeting with community leaders and attending a regular village/community board meeting to
discuss project scope and schedule.

With more complex projects (more potential impacts and/or greater community interest) use additional
techniques to provide effective public input into the design process, such as multiple project meetings,
advisory committees, newsletters, etc. Select the combination of techniquesbest suited to meet project and
community-specific needs.

Refer to the Appendices of this Manual for information on Pl techniques:

. Chapter A1 - Public Outreach and Feedback

. Chapter A2 - Public Mestings and Hearings

. Chapter A3 - Additional Outreach Techniques

. Chapter A4 - Special Needs

. Chapter A5 - Moving from Conflict to Consensus

Resources include the Regional Public Information Officer (PIO) and the publication Public Involvement
Techniques for Transportation Decision-Making,. FHWA HI-00-025, June 1999.

Public Involvement Plan for Simple Projects

Why is Pl necessary for simple projects?

. The public should always be informed about NY SDOT projects.
. Even limited public involvement may uncover unanticipated issues important to the
community.

Simple projects may not warrant anindividual Pl plan if there is a sandard approach for public outreach
during scoping and design development. Thelevel of publicinterest isinfluenced by the project scope, the
community context and the public’s perception of the work.

The Project Team evaluates the project context and community factors in judging whether to use the
simplified Pl approach. For example, can avillage’' s concerns about maintaining traffic during the summer
tourist season be resolved with one or two meetings with the Mayor and local businesses? If so the
simplified approach may be appropriate. Where significant issues arise, a project- specific Pl plan should
be devel oped.

Regions may choose to set up a standard template of actionsfor Public Involvement, including the public
notice and contact with locd officids. A “standardized” Pl Plan for simple projects can incorporate both
public involvement needs and Regional practices.

For simple projects, public outreach may be donein coordination with other similar projects. For example,
the RPPM or other designated Regional contact could present alist of such proposed projectsto appropriate
local officials. Thelocal officias have an early opportunity to review and comment on the projects with
regard to traffic impacts or any other issues that may affect the community.

PI for simple projects may include:

. A press release or public notice describing the project. This notice can also be a simple
brochure to hand out to affected property owners. A clear description lets the community
know the proposed project isandwhat it will accomplish. The project scope, limitsof work,
duration, schedule and effects on traffic or adjoining properties are described.
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. A meeting or call to the local officials to inform them of the project.

. Attendanceat aregularly scheduled|ocal government public meeting to describethe project
and answer questions.

Public involvement plan for moderate and complex projects

Pl Plansfor these projects should start community outreach using the basic techniqueslisted below. These
techniques are essential to identify project stakehol ders and exchange informati on with them:

. Mailing list

. Initial contacts with local officials

. Meeting with individual stakeholders and/or property owners
. Public information meeting(s)

Additional PI techniques for moderate and complex projects

One or more of the following methods should be used where the project complexity, level of community
interest, or potential impacts require a more extensive outreach program. Note that for Federal Aid Class
| projects (EIS), formal NEPA scoping meetings are mandatory.

. Newsl etter

. Radio or television

. NEPA scoping meetings

. Citizen's advisory committee (CAC)
. Collaborative task force

. Workshop or charrette

. Project web Site

. Increased mediainvolvement
. Telephone hot lines

. Field offices

. Onsitetours

34 Project Construction

After design, biddingand contract award, the Regional Construction Group managesthe construction project
and supervises the contractor. Construction phase responsibilities are identified in Section 100 of the
Standard Specificationsaswell asguidance providedinthe Contract Administration Manual (CAM) (MURK

Part 1A).

Each projects's Public Involvement filemust document the commitments resul ting from design phase public
outreach. These commitments should be discussed with the Main Office Construction Divisionto maintain
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continuity as project responsibility is passed to them.

Construction Activities and Public Involvement

Community Outreach

By the nature of the construction process,
Construction has aways interacted with the
traveling publicand neighboring residents. During
construction, the same principles apply for
successful public involvement - early, frequent
and meaningful communications.

Early outreach includes the Preconstruction
Conference, held soon after contract award to
discuss project scope, work plan and schedule.
Participantsinclude the Contractor and NY SDOT
staff (Design and Construction), and local
officials, utilities;, NYSDEC and other
environmental agencies.

Beyond theformal publicinvolvement process, the
Engineer in Charge (EIC) takes a pro-active
approach to build community relations. The EIC
may go out and introduce himsdf to the adjacent
property owners and residents, and make himsel f
available to answer questions and address
concerns.

The project Public Involvement Plan (implemented in scoping and updated during design) should be
reviewed againin construction. It canidentify how, when and what methodswill be used tonotify thepublic
of construction activities. Construction staff should review the Public Involvement file for specific

commitments made during design.

Projectswith major impactsand high level sof community interest may warrant agreater level of community

outreach, for example:

Project Construction:

. Construction PI maintains continuity
of commitments from Design stage.

. Early, frequent and meaningful
public outreach continues.

. EIC takes proactive role to build
community relations.

. Safe public movement requires
coordinated stakeholder notification.

. PI Plan aids in public notification of
construction activites.

. A community liaison office to provide timely updates to the public and the media for all
significant construction activities.
. A network for distributing periodic newsletters and public information to libraries and

municipal offices, emergency services, transportation providers, etc.

allows for direct mailings.

. Periodic public information meetings with presentations on the project status.
. Regional Public Information Officer (PIO) coordination with the news media.
. An internet web page with current updates on project progress.

. Responses and action logs of calls, letters and comments from the public.

The scope and responsibilities for extensive public outreach are identified in the Pl Plan, with input from
Construction staff. Public noticesissued by the Construction office should have prior coordination through
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the Regional Public Information Officer (PIO). Consultant resources may be used to assist with some
community outreach tasks.

M ai ntenance and Protection of Traffic (MPT) and Highway Users

NYSDOT and FHWA policy require that construction projects provide for the safe maintenance and
protection of traffic in highway work zones for all users - motorists, pedestrians, bicyclists, construction
workers, inspection staff and the general public. A sound maintenance and protection of traffic (MPT) plan
ensures safety while providing the balance between maintaining highway use and allowing the contractor
Site access.

Key to the success of any MPT scheme is providing public information on project construction well in
advance of the start of work. Timely and accurate news releases on construction activities are proven
effective communication methods.  Describe the schedule and nature of the work clearly, as well as
dternative routesif available. Municipal officials should be informed in advance of media outlets. Press
releases and media contacts can be supplemented with information provided directly to mgor traffic
generators such as night shift employers, shopping centers and sports facilities.

Highway signage provideswork zoneinformation, such as construction dates, |ocations and aternate routes.
Supplement these with variable message signs (VMS) on specific traffic or incident management and short
term MPT activities. Public meetings and newsletters can disseminate project information and inform the
traveling public. Additionally there should be coordination with transportation groupssuch asthe American
Automobile Association (AAA). All signs and pavement markings must be current and correct. Refer to
Chapter 16 of the Highway Design Manual (HDM) for MPT details.

Highway advisory radio (HAR) may also be used to provide drivers with specific work zone information.
When not operational, signs alerting driversto HAR availability must be removed or covered up.

Adjacent Property Owners

Where highway construction affects adjacent property, EIC responsibilitiesinclude supervising contract
work, and maintaining good relations with adjacent property owners and addressing their concerns. This
work includes:

. Grading and restoration plans.

. Land mining permits for borrow or spoil siteslocated outside the right of way.

. Re-establishing existing driveway entrances, sidewalks and stairs.

. Owner’s consent for trees and shrubs to be planted on private property alongside the
highway right of way.

. Disposition of existing structures(stairs, signs, etc.) found to encroach within the highway

right of way, either by removal or alowing to remain under permit if not interfering with
safe traffic flow.
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News Media

If the press seeksinformation about a project, or if NY SDOT needs to inform the public, the PIO handles
al presscals. When aninterview is requested, the EIC should refer the request to the PIO, and notify the
PIO and Regional Construction Office.

Interview decisionswill be made by thePIO, or the Officeof Public Affairs (OPA) intheir absence, who will
coodinate with the Regional Director, Division Director and project staff. If aninterview isagreedto, plan
out the key points to be presented, and be sure to use the resources of the PIO for help. In the interview,
short concise answers, clearly stated in arelaxed manner help establish credibility. Interview guidanceis
in Chapter A1 of the Appendix.

Regulatory /Public Agency Contacts

Ongoing coordination is required with outside agencies involved in the project:

. Cooperating agenciesthat providefunds, land or other real interest for project construction,
such as a village with a water line betterment, a town agreeing to maintain landscape
elements, or a utility with relocated facilities.

. PermittingagenciesincludingNY SDEC, the USArmy Corps of Engineersandthe US Coast
Guardfor bridgesover navigablewaterways. Agency approval isrequired after completion
of permit work.

ECOPAC

To assist in tracking environmental permit requirements and other commitments, Engineering Bulletin EB
99-055 instituted the Environmental Commitments & Obligations Package (ECOPAC) for Constructionin
July 1999. Thisform providesastandardized tool to document project-specific environmental requirements
aswell asfacilitating post-construction audits, and enhancing environmental awareness. The ECOPAC
identifies specific permit requirements and required public agency contacts, and transmits this information
from design to construction staff.

3.5 Operations and Maintenance

The Transportation Maintenance Division (TMD) operates and maintains NYSDOT facilities. These
responsibilities are divided among four program areas. Snow and Ice Control, Bridge Maintenance,
Pavement Maintenance and Roadside Maintenance.

Each county is served by a Maintenance Residency (more than one for some larger counties). Under the
direction of the Resident Engineer, Mantenance staff monitor the condition of the facilities, perform
maintenance and winter snow removal activities, and implement paving and related capital projects. The
Resident Engineer issues driveway permitsand utility permitsfor work withinthe right of way, coordinated
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with approvals by the Regiond Traffic Engineer. Maintenance staff are usudly the first to be called to
respond to floods, storms and other emergencies to restore and maintain transportation functions.

Community relations is a major responsibility for
the Resident Engineer and Regional Maintenance
staff. To locd officids, residents and the
traveling public, Maintenance staff are the most

Operations and Maintenance:

visible NYSDOT presence. They are in the ) g/llfgifgni?::ﬁ gp f:? ;‘;:)SJ :c(;th an end
community every day, observing and maintaining development.

thetransportation system. The Resident Engineer

knows and meets frequently with local mayorsand | | Maintenance functions can be the
supervisors, county officials and highway most visible NYSDOT community
superintendents. Maintenanceistheearlywarning presence.

system - thefirst to hear of transportation concerns

from localities or affected property owners, . Maintenance is the first to hear of

ranging from the presence of road kill to major

. . community transportation concerns.
highway deficiencies. y P

. Residency staff are in the forefront of
Public Involvement for Maintenance Projects public outreach with daily
community involvement..

Besides maintaining facilities, the Maintenance
Division aso undertakes capital projects for
pavement overlaysand improvementsto guiderail,
signs and drainage facilities. Project design may
be done either by the Residency or by Regional Design. Work may be done as Maintenance by Contract or
vendor placed paving projects. These projectsaresimplein scope - no extensive pavement wideningisdone
or right of way acquired. They can be sizeable (up to 7 centerline miles of 1 %2 inch overlay), so there may
be community impacts.

Public Involvement for maintenance projects should be appropriate for the scope and expected level of
interest based on past experience. The principles of effective, early and frequent communications with
involved stakehol ders apply to ma ntenance project as well asto the capital program. The community and
traveling public seeonly aNY SDOT project, regardless of whether a project involves ahalf mile pavement
overlay or amajor structure replacement.

The Pl Plan may document what the Residency is already doing for public outreach. For example, a
pavement overlay is discussed with the Mayor or Town Supervisor to inform them of project limits, scope
and construction schedule. Some projects may only warrant this meeting plus personal contactswith afew
adjacent property owners. Othersrequire ameeting with local business ownersto help plan maintenance of
traffic during construction to minimize impacts on them.

One or more public meetings may be advisable to present the project, get community input, and address
public concerns. When feadble, local concerns can be incorporated into the scope of the maintenance
project. Other requests may not be feasible at thistime, and are communicated to Planning and Program
Management and to Design for consideration in future projects.
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Coordination with Planning and Design

The maintenance phase represents both the end and the beginning of the project development process.
Safety and infrastructure needs identified by Maintenance help in planning capital projects. The Resident
Engineers and staff may live and work in the community, and have first-hand knowledge of capacity
problems, safety deficiencies, and deteriorated pavement, bridges, etc. Because of this familiarity,
Maintenance should have an active input to the Project Team during project scoping and design. This
participation hd ps to:

. Identify Stakeholders and Community Context - Maintenance is in the community —
working with highway users, local businesses, and adjacent property owners. Since
identifying the project context (the physical, environmental and socio-economic
characteristics of the project ared) is necessary for good design, Maintenance’ sknowledge
isinvaluable.

. Identify Needs - Maintenance has information on documented problems such as
deteriorated drainage, persistent slopefailures, or safety deficiencies. When acommunity
has an identified request, Maintenance may not be able to provide the requested solution,
but is usually thefirst program areato hear of it and can relay the request to Planning and
Design.

. Evaluate Operation and Maintenance Factors in Project Designs -  Input should be
provided on operati on and mai ntenance requirementsfor design solutionsincluding: traffic
signals or ITS facilities, roadside/median landscape plantings, durability of decorative
pavements, or snow removal at roundabouts.

Where a local municipdity agrees to maintain a landscape feature, Maintenance should be consulted.
Increased maintenance costs should be identified early in design, not as an argument against using these
elements, but as part of the informed decision making. If a locality requests a landscaped median,
Maintenance staff can speak from experience on the commitments needed, which may aid local decision-
making. In addition, the early exchange of information with Maintenance and other team members may
result in innovative ways to manage or mitigate these concerns.

Other Public Involvement Opportunities

Maintenance Residencies are frequently in the forefront of Public Involvement for the Department. These
efforts may not be project related, but avalued part of NY SDOT ongoing involvement in the community.
These initiatives by Resident Engineers and other Maintenance staff enhance the Department’ s reputation
with the public as well as provide public service opportunities. Some examples include:

. Membership in Kiwanis, Rotary and other service organizations.
. Adopt-a-Highway program.
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. County Fair participaion.
. Support and traffic control for local events such as road races and concerts.
. Coordination of activities with local and county highway superintendents.

Residencies have conducted Open Houses to highlight the goal of reducing preventable accidents, and to
inform the public about the dangers involved in snow and ice operations. For example, the South Erie
Residency held an open house and partnered with law enforcement agencies and the American Automaobile
Association (AAA). Information was presented on defensive winter driving techniques and awareness of
NY SDOT snow removal operations. Snow removal equipment wasdisplayedfor visitors. Advancepublicity
was arranged with the Chamber of Commerce, and a follow-up questionnaire was used to get feedback on
other Maintenance activities. Asan added benefit, the event received favorable media exposure from local
TV and newspapers.
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Appendix A
Public Involvement Techniques

Chapter Al
Public Outreach and Feedback

The Pl Manual discusses Public Involvement Plansfor project development. Thisappendix presents
recommended practices for public outreach:

Chapter A1 - Public Outreach and Feedback
Chapter A2 - Meetings and Hearings

Chapter A3 - Additional Outreach Techniques
Chapter A4 - Specia Needs

Chapter A5 - Moving from Conflict to Consensus

Al.1___Communicating with the Public
Key points for public communications:
Mailing List . Updated mailing list is essential.
The mailing list isthe basisfor issuing newsletters, . Newsletters should be informative
meeting notices and other communications. It yet brief.
contains names and addresses of anyone who should
receive project information, and supports other . Use individual meetings whenever
public involvement techniques: needed for timely information
. Document public outreach program exchange.
under NEPA and SEQR . ) ,
. Asssist Environmental Justice efforts ’ We:’ Sltis e:ll,ltlfmcel’ tbu:ldfm t
to help reach as many peopleas replace traditional tecnniques.
possiblein affected groups, and to
record outreach.

Solicit participation for Citizen's
Advisory Committees or other special
forums.

Catagorize and analyze public comments received. On major projects, comments can be
sorted by type, and also correlated to the respondents’ location, affiliation, household
size, commuting status or other relevant feature.

Identify agroup of stakeholders for surveys. If asurvey isto “take the pulse” of the
community, then use themailing list. If ascientific survey is needed, however, it must
be properly designed to select arandom samplethat is statisticaly representative.

In creating the mailing list, begin with local officials, nearby property owners, those affected by
potential detours, resources agencies and people who have dready contacted NYSDOT with concernsin
the project area. Other sourcesinclude specialized business directories, advocacy groups, agencies
serving low-income groups, and community organizations. When interviewing community stakeholders,
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ask them to identify additional namesto add tothe list. Keep thelist current and add names as the
outreach continues - phone calls, personal contacts, meeting and workshop sign-in sheets and e-mails.

If the purpose of thelist is simply to track who receives project mailings, it needs only namesand
addresses. Where more extensive outreach is planned, expand the list to a database. Data can include
residence location (may be different from mailing address), phone or fax number, group affiliation,
committee membership, comments or statements received.

The PI Plan should identify any special purpose for the mailing list - what kind of information isto be
gathered, what will be done with it, and what staff resources arerequired. Staff time required for
mailing lists varies. Creating theinitial list may take only ashort time. For example, oneregion uses
ArcView GISto generate project mailing lists.  On the other hand, projects with many stakeholders,
specia outreach efforts, and more sophi sti cated data base functions will require more effort. Time
reguirements may be extensive to gather, verify and update data.

Newsletters

Newsl etters keep large numbers of people informed usng the mailing list. Some projects may need one,
while projects with greater public outreach will use acontinuing series published at regular intervals.
They can beissued asfrequently asneeded. Often they are sent to announce an upcoming public
meeting and give a brief summary of current project issues.

Newsletters include all necessary information, yet should be as brief as possible. Newsletters can be one
page, or brochures with a map and easy to read graphics that support the text. Newsdletters have clear
and simple writing for the lay audience. Factors to consider for anewsletter include:

. Target audience - It may be the general public, or specific stakehol ders. If
Environmental Justice isinvolved, evaluate the need for special communications. Will a
different language be required? Will an alternate distribution method be more effective
than mailing?

. Type of information - The first newsletter should answer the question: “Why is this
project planned?’ Topics can include general planning and environmental process
topics, or discussions af specific problemsand possible solutions.

. Frequency - Project with less extensive public outreach needs may only require 1 or 2
newsl etters summarizing existing conditions and proposed alternatives. On larger
projects, consider updates quarterly or other regular intervals . Issues newslettersin
advance of major milestones, such as before a public meeting to narrow down the
number of alternatives.

. Distribution - Most newsletters are mailed, but other means can be used. Handing out
flyers at the neighborhood grocery, or providing restaurant placemats may help reach a
specificaudience. Where NYSDOT isworking with community groups, aproject-
related article can be placed in the neighborhood or civic group newsletter.

Newsletters should be well written and produced to convey the desired message. If it istoo technical,
people will not make the effort to read and comprehend it. If itistoo “slick” - excessively glossy
packaging with little real content - it will be viewed as a public relations piece, and a waste of taxpayer
money. Follow thesetipsin preparing newsd etters:

. Orient the readers by relating current activities to the overall process. Make the
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newsletter as brief as possible.

. Use simple, non-technical language, and avoid acronyms and jargon if possible. Explain
important technical issues clearly and define any necessary terms. Test for
comprehension - ask a non-technical person to read it andtell if the material is
understandable; then revise.

. Graphicinformation should beincluded to illustrate the text. They can range from simple
maps and diagrams to more detailed plans, colored photos.

. Provide for feedback - there should at least be a name and phone contact. Where
appropriate, provide a comment section to cut out and mail back, or postcard enclosure,
or web address.

. If anitem serves as aformal environmental document under NEPA (such as a Notice of
Intent), write it informally, not in bureaucratic style.

. Acknowledge problem issues- the project’s environmental and community impacts, and
what’ s being done to mitigate concerns.

. Check for proper grammar and spelling.

. Consider atranslated version if many in the community speaksaforeign language.

A disadvantage of newslettersis that they are interactive only to the extent that people mail back or call
in with responses. They are not a substitute for open discussion at a public meeting.

To be effective, newsletters must be widely distributed. The mailing list needs to be current and as
complete as possible. With larger projects, postage and printing costs can be substantid. Consider gaff
resources regquired when devel oping the Public Involvement Plan. Costs and gaff time need to be
budgeted to support an ongoing series of newsletters, or extensive use of graphics.

Individual meetings and briefings

Individud meetings or interviews are an opportunity to meet face to face with stakeholders. They help
NYSDOT understand potential project impacts on a neighborhood or local scale. Individual meetings
promote information exchange in arelaxed, informal setting. Initial meetings should always be held
with local elected officials and affected property owners, and may be warranted for other interested
stakeholders.

Topics for early meetings with local officidsinclude: project area transportation and community needs,
local perspective on who islikely to have an interest in the project, and dternative concepts (if
developed). These meetings help focusthe PI effort by identifying other stakeholders. Likewise,
meeting with individual property ownersand others serve to gather information and explain the project in
an informal setting.

Briefings are similar to early meetings, and include a presentation by NY SDOT. They may beinitiated
either by NY SDOT or community representatives, and are often used at project milestones - at project
startup, and to give advance notice to the community before important events. They provide aforumto
present information to a small group or individual stakeholders, and may also be used to provide
feedback on the presentation.

Who should be contacted for meetings? The Pl Plan should identify local officials, individuals or
groups mog affected by the project (both actual and perceived effects), and those whose consent is
needed. Local officialsand other initial contacts can assist in identifying key persons. If the project has
aprevious history with the community, review the project files for likely contacts.
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Effective interviews follow these principles:

. Meet at atime and place that’s convenient for the people involved.

. The tone of the meeting should be informal, unlike a public hearing.

. Explain the purpose of the meeting to the participants at the start.

. Have an agenda, including both information that NY SDOT needs to find out, and
aspects of the project to explain. A list of prepared questions can is helpful.

. Bring supporting maps and plans to help illustrate project concepts.

. Encourage feedback and listen to people's concerns and ideas. Don’t discount
suggestions, and also be willing to explain NY SDOT decision making factors.

. Take notes for an accurate record of what was discussed, and exchange phone numbers
for follow-up contacts.

. Where a question needs more investigation, tell the parti cipants how and when NY SDOT

will respond with answers, and then follow up . Participants need to know how their
views will be taken into account.

Followup meetings may be useful to keep the parties updated and maintain good communications. Also,
several people representing different community segments may be interviewed. An interview can be
used for feedback on the Public Involvement Plan itself - isit effective? Isit reaching the right
stakeholders?

Interviews are useful to exchange information with individuas or small groups, but are not a subgtitute
for open public meetings. Too much reliance on briefings, especially with elected officials, or groups
known to beinfluential, can create the perception of “backroom deals’.

Telephone hot lines

Telephone hot lines allow anyone to call with input and questions about the project. There are different
degrees of telephone service available to broaden the public outreach, depending on the likely usage.

For many projectsit’s sufficient to have a contact person to answer calls during business hours, and an
answering machine to take messages during off hours. Talkingto a“real person” is also preferred
because callers feel that NYSDOT is more responsive.

Where the level of community involvement or project complexity require, recorded messages can provide
explanations for frequently asked questions. Recorded messages should be changed as needed to reflect
the project status and current topics. Use these messages as well to notify callers of upcoming public
meetings or other project milestones.

A telephone hot line should have these features:

. Contact phone number, either the project engineer’s or another designated contact
office phone. If substantid activity isanticipated, an 800 number may be used for toll
free calling.

. Publicity for the phone service. List the number on every newsrelease and brochure,
and mention it frequently at interviews and public meetings.

. Designate a knowledgeable person to answer questions. The contact person doesn’'t need
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to know everything, but should have alist of other staff persons who can help answer
specialized questions. Oneregion findsa“ Caller Information Sheet” to be useful. This
is a one page summary of the project and public meeting information that is left at each
phone in the project design squad and with every secretary in the design and executive
offices. Thisreference allowsanyone to be able to give the caller essential information
about the meeting and project. Only detailed information requests then need to be

forwarded.

. Review project information regularly to make sure that it is consistent and current, and
relay any new public concerns to the project team.

. Have awritten policy on telephone etiquette, responding to questions, and timeliness of
call backs. Evaluate performance periodically.

. Provide an answering machine for after hours calls, followed by timely call backs.

. Provisions for telecommunications device for the deaf (TDD capability), for the use of

people with hearing impairments, to allow messages to be typed rather than spoken.

The Public Involvement Plan should address the need for atelephone hot line, and what type of
information it will provide. Telephone hot lines don't require significant staff resource, and are alow-
tech option that doesn’t depend on Internet access. Budget needs may be minimal for a system using
the office phone and an answering machine for off hours. Once set up, the system will require some
staff time to answer gquestions. Costsincrease with added features such as an 800 number and the ability
to choose multiple options.

Telephone hotlines can be auseful element of apublic outreach program. They do not, however, offer
the full participation and variety of opinions expressed at face to face public meetings.

Internet and E-mail

For projects with sufficient community interest, adedicated project web ste can be created to facilitate
information exchange. Adding an e-mail address provides the public with a means to communicate with
NY SDOT and ask questions.

Detailed information on NY SDOT Internet policy is available at the Information Services Bureau (1SB)
Intradot site, at the Web Central Area, and from each Regional and Main Office functional unit Web
Content Coordinator (WCC). Following isabrief overview of web sitecreation. Thefirst stepis
project definition and management approval to create anew Internet Ste. Thetext isthen submitted to
the Office of Public Affairs (OPA) for review. After OPA approval, the responsble project team
member performsthe design and coding with assistance fromthe WCC. Materials are reviewed by both
the WCC and Web Central for technical quality and ADA compliance. After final reviews by the
submitting office and OPA, Web Central places the material on the production sitefor public access.

Like any public information, web site content must be well-organized. Evaluate what material to
present, and what graphics and visual aidsto use. These are possible topics:

. Areatransportation problems and needs
. Project history
. Description of existing conditions and community context
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. Design criteria, goals, objectives constrants

. Announcements of upcoming meetings and project milestones

. Public meeting reports

. Possible alternative solutions

. Analysis of alternatives, advantages and disadvantages

. Environmental and community concerns

. Estimated costs

. Project development schedule

. Linksto related sites

. “Frequently asked questions’ to help send a consistent message and reduce the number

of questions needing individual responses.

Graphic materials can be used several ways. One technique employs color aerial photos as base maps.
Overlays can show site constraints such as wetlands, cultural resources and neighborhoods in the project
area. When alternative alignments are developed, they can be overlaid on the photo. Visualizations and
Power Point slide shows from public meetings can also be available.

Linksto the project web site need to be easily located - usually from the Region’ s home page, or the main
NY SDOT home page. To help encourage use of the web site, every public notice and project newsl etter
should list its internet address, and it should be mentioned at all stakeholder meetings.

Include all relevant documents on the web site, but avoid information overload - keep descriptions
concise. Text for the web site should be written in the same clear style used for any public information.
Information needs to be kept current, and out of date material promptly removed. Maps, plans and
graphics must be clear and easy to understand. Contact the ISB Web Content Coordinator for assistance
in ensuring ADA compliancefor all NY SDOT web content.

One disadvantage of the Internet is that not everyonein the community has ready computer access, or is
comfortable with using computers. Lower income households may be less likely to have Internet service
than the population asawhole, so aweb site should be viewed as only one of anumber of techniquesto
reach the community. Any material on the web site should be available for public review by alternate
means - at public meetings or via brochures and newsd etters for example.

The main costsfor a project web site are the saff time needed for the Project Team and ISB to prepare
materials for the site, and to maintain all information up to date.

Speakers bureaus

Speakers bureaus are trained people who can speak knowledgeably about the project with community
groups. They listen to feedback, answer questions from the audience, and relay information back to the
Project Team.

This technique offers another way of exchanging ideas with the public. Talking with neighborhood
associations or civic groups shares project information with awider audience than at a public meeting.
Speakers may explain other aspects of NY SDOT’ s work besides the project (such as congestion
management or planning issues) and hep the community to a greater understanding of the Department’s
mission. By bringing issues back to the Project Team, speakersaso increase NY SDOT’s community
knowledge.

Speakers bureaus may include knowledgeable, interested volunteers outside of the Project Team.
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Partner agencies such as FHWA, county highway superintendents, local officials, or membersof a
Citizen's Advisory Committee may be candidates. Volunteer speakers may have expenses paid, or it
may be agreed to pay them a nominal sum.

In organizing a speaker’ s bureau, it isimportant to identify apool of volunteerswilling to serve and
provide continuoustraining for speakers. People from non-technical experience may need background on
engineering issues, and all volunteers may need public speaking training. With outside volunteers who
are not Department employees, make sure that the message is what we want to present.

Develop presentation and supporting material such as slide shows and handouts. Foreign language or
other elements may be modified for certain audiences. Incude staff support to accompany the speaker to
take notes and assig with the presentation, and help with the written record of the discussion.

Speaker’ s bureaus may have several useful roles. Where community volunteers participate, they help
bring the local perspective to the project discussion. Volunteers and gaff speakers may help facilitate
discussions at open forum public hearings, which require significant amounts of staff support. They can
also assist at non-project related open houses and transportation fairs. Community and business
organizations can be contacted to offer the speakers as apublic service. Volunteers who are multi-
lingual may be able to help with translation where there is asubstantial percentage of the community that
does not speak English.

Remember that speakers bureaus are for information exchange, and are not aforum to resolve
community issues. Volunteersgive presentations but are not a*“shield” for the Project Team, and are not
responsible for resolving conflicts or fixing problems.

Speakers bureaus require a time commitment to select and train interested speakers, and for
administrative support. Don't expect volunteer speakers to put in the same travel and evening hours as
project staff.

Al.2 Communicating with the Media

Basic concepts

News coverage of transportation projects helps public involvement by conveying information to awide
audience. The Department can build credibility by clearly explaining transportation needs, possible
solutions, and can work with the community to meet these needs. On the other hand, unfavorable press
stories make the project development process more difficult.

In our free society the press can report on any subject, and reflect any viewpoint in that coverage.

NY SDOT cannot dictate how transportation project news will be covered. Sometimes the factsare
inaccurate, or the media may appear to devote greater attention to vocal project opponents than to

NY SDOT' s position as a government agency. Nonetheless, a productive relationship with the media
helps NY SDOT to present a clear, accurate and responsive message.

The Communicators Guide (Federal Communicators Network, December 2000) has a useful discussion
of government agency mediarelations. Some important principles include:

. Available - Provide the PIO with project data o that they can provide information to
reporters and the public, and keep this information up to date. Willingness by NY SDOT
to provide information increases opportunities to convey the points we believeto be
important.
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Credible - Information must be accurate and reliable, and facts clearly separated from

opinions. Credibility also means acknowledging differences of opinion and not hiding
information on controversial issues.

Informative - The public perceives transportation problems from their own personal

experience, but may not know how NY SDOT’s planning and design process will work
to resolve them. Background materials helps explain the issues and increase public

awareness.

The positive aspects of NY SDOT projects - that are sometimes taken for granted -can be
emphasized. Where safety and capacity problems exist, NYSDOT can address them,
with full involvement by the public. Solutionsthat are innovative in solving
transportation and community needs can be news worthy.

Role of the Public Information Officer (P10)

Key points for media communications:

Consult with Regional P1O for
media assistance.

News coverage can increase
public outreach.

Credibility and availability
essential for productive media

relations.

News releases allow NYSDOT to

highlight important information.

Interviews are communication
opportunities; need solid
preparation.

. Concise - Keep messages simple and
use plain language. Explain technical
terms where it is necessary to use
them. Useseveral shorter
communications instead of one big one
to discuss complex issues.

In devel oping the Public Involvement Plan, consider
likely news media coverage and how it can be used to
help public communications. Isthe project simple
enough, both technically and in the scope of
community issues, that afew press releases will be
sufficient? Does the project have complex technical
problems, numerous stakehol ders or the potential for
controversy, which call for additional steps?

The PI Plan should identify the approach to use in
communicating with the news media, how the project
team will work with the PIO as the primary news
mediacontact, what materials will be presented in
news releases and how frequently project information
will be provided.

The Regional Public Information Officer (PIO) will handle all media contact. Their responsibilities
include preparing news releases and advising the project team on public involvement issues. Project
developers should contact their Regional PIO early in the scoping process to discuss the project and the
desired Pl outcomes. The PIO should be a project team member and always be kept well informed of
project issues.
One benefit of PIO participation in developing the Pl Plan isimproving internal communication, since
the PIO can work with several Project Teams and across awide variety of Regional projects. From this
Region-wide perspective, the PIO can seewhat isworking effectively and assist the Project Teamin

focusing the PI Plan effectively.

In addition, the PIO can be an serve as a sounding board by reviewing

written materials for clarity and the appropriate level of technical detail.

Public Involvement Manual
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News Releases

News releases can be issued whenever there is any project event worth discussing. News releases can
provide project background and status reports, and should be used to announce major milestones, such
as public meetings and decision points. Write news releasesin the same clear, concise language and use
understandabl e graphics (maps, plans, sketches) to add interest and clarify the message.

Provide the PIO with draft press releasesfor editing and distribution, including both text and graphics.

For all projects the PIO will determine all of the news media outlets that cover the project area. These
include not only daily papers and TV and radio stations, but also weekly and community based journals.

A press kit, prepared with the PIO, can be sent to newspapers and stationsto make them aware of the
project. Thiskit should include an advisory, meeting notice, press release, general project information
and the name and phone number of the PIO as the media contact for the Department. It establish that
NY SDOT isinterested in sharing information about the project with the media throughout the
development process.

Additional Media Actions

For high visibility projects, a coordinated media campaign may be appropriate. This may involve use of
several resources. newspapers, TV/radio, static message signs, video, and preparation of materialsfor
paid TV air time or newspaper advertising.

Infrequently an editorial board meeting with the newspaper(s) may be warranted to provide project
information and context early in the process. Requests for editorial board meetings shall be coordinated
in advance with the Director of OPA. These meetings offer the opportunity for NY SDOT to present
background on the project history, needs and community context, and for editors and reportersto ask
guestions and gather information in amore relaxed setting than at the end of a public meeting when
reporters are facing deadlines.

More extensive background articles can help NY SDOT to explain unfamiliar issues, such as safety
benefits of modern roundabouts. In other situations, access management may be proposed as part of a
suburban four-lane arterial reconstruction. The public (and property owners) may get useful information
from awell-illustrated piece on the principles, practices, advantages and disadvantages of access
management, published in awidely circulated newspaper.

Interviews

Frequently reporters covering a story want to conduct an interview with NYSDOT staff. All interview
diecisions will be made by the PIO or OPA in their absence, who will coordinate with the Regional
Director or Division Director as appropriate, and project staff. An interview is different fromthe
exchange of technical information within NY SDOT, and requires attention to some basic principles:

. Practice and prepare - Becomefamiliar with the project, its history and clippings of
previous news reports. Have fellow employees ask questions, including difficult ones,
and practice responding positively.

. Be responsive, with agreed-upon ground rules - After finding out the subject and scope
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of the interview, agree to meet in atimely fashion. Set the time, place and length allotted
for it. Shorter times force both parties to stay focused on the main topic. Ask the
reporter who else he/shewill talk with in preparing the story.

. Preparethe message - An interview is not only an opportunity to answer questions, it's
aso the chance to communicate what NY SDOT feelsisimportant. Have three positive
points to make during the interview. If you get the opportunity to recap at the end, review
them again.

. Keep responses simple - Talk in short sentences, using plain, non-technical language,
and when you' ve made your point, stop talking. Relate the message to the audience and
avoid technical jargon.

. If you don’t know the answer, say so - Offer to get the answer later (if it isaquestion
that can be answered).
. Correct misinformation - If areporter usesinaccurate or erroneous information, correct

the error right away, but don’t pick up the reporter’ s negative phrasing. Simply state the
correct facts.

. Havevisual aids - These may be simple, such as a chart or simplified plan, or they
may include a video, or visualization suitable for TV. The reporter may or may not use
NY SDOT-provided materials later, but they may be useful during the interview.

. Nothing is off therecord - Reporters strive for baance as they perceive it, however
they will tell the story from their perspective after talking to a variety of parties. Don't
be drawn into arguments or allow the pace to accelerate. Smply repeat the facts that you
know, presenting accurate information and emphasizing the positive aspects of the
project. Avoid giving opinions.
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Chapter A2

Meetings and Hearings

A2.1 Public Meetings

Initial public information meetings

It isimportant to consider an initial public
meeting as soon as the project has been identified
and ateam has been established. The purpose of
thismeetingisto provide an opportunity for an
open dialogue with potential project stakeholders
as ameans to discuss not only identified
transportation issues and needs, such as safety,
congestion, deteriorated pavement, etc., but to
identify for further exploration, community and
environmental issues such as pedestrian fecilities,
integration with comprehensive planning
activities or other community concerns.
Sometimesreferred to as the “blank sheet of
paper” meeting, it facilitates getting input into
related problems that communities may have a
better awareness of and prevents focusing
prematurely on preconceived solutions. Detailed
aternatives are not presented to avoid the
impression of a“ done deal”.

The aim of early meetingsisto fully identify and

Public Meetings and Hearings:

Are participative - both communicate
with, and listen to stakeholders.

Initial meetings help identify
problems and opportunities, and
engage stakeholders.

Public information meetings can use
variety of formats.

Public hearings follow requirements
for: notification, content, comment
opportunity and transcripts.

Visualization techniques effectively
communicate design concepts.

agree on the extent of problems to be solved, and possible performance measures for successful
solutions, before identifying specific solutions. In the first meeting:

. NYSDOT presentsinformation on the transportation infrastructure needs.

. The community has the opportunity to tell NY SDOT what they feel the needs are.

. NY SDOT obtains information about unigue circumstances or community resources that
should be taken into account in design alternatives.

. There isinformed and open discussion on all identified needs.

Does a “blank sheet of paper” mean no visual aids? On the contrary, some graphics are needed -
certainly clear maps of the study area, or perhaps an enlarged aerial photo. Photographs of identified

problem areas help to generate discussion.

How much datato present is a judgement call based on the specific situation. Some people feel that
having no plansto look at istoo nebulous. It may help some in the audience to view alternative concept
sketches, so long asthey don’t look like finished designs. At a downtown street reconstruction, for
example, people may want to see preliminary cross sections showing total street widths using
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dimensioned combinations of travel lanes, parking lanes, sidewalks and medians.

The National Environmental Policy Act (NEPA) requires formal scoping for Federal Aid Environmental
Impact Statement (EIS) projects. Thisshould be incorporated into the initial public meetings through
the early coordination process specified in 23 CFR 771.111. EIS scoping requirements of NEPA
regulations 40 CFR 1501.7 include inviting the participation of affected Federal, State and local
agencies, as well asinterested members of the public. Scoping should:

. Identify those issues to be addressed in depth in the EIS.

. Identify and eliminate from detailed study thoseissues which are not significant or which
have been covered by prior environmental review.

. Identify the range of alternatives and impacts to be addressed.

. Identify other environmental review and consultation requirements so that they may be

prepared concurrently with studies for the EIS. findings.

In addition to early public meetings, NEPA scoping meetings are required for EIS projects, and may be
held for any project with subgtantial environmenta agency involvement. Federal agencies with
permitting respons bilities (cooperating agencies), and state permitting agencies are contacted for early
input, to insurethat the EIS scope addresses environmental issues and potential impacts.

Formal scoping meetings are held with NY SDOT and cooperating agencies. These agency working

meetings are by invitation only, but they are coordinated with the public input into EIS scoping.
Meetings are held to:

. Determine the information and regulatory requirements of the agencies.

. Allocate responsibilities among the lead agency and cooperating agencies for preparation
of the EIS or EA.

. Identify environmental and technical studies requiring further analysis.

. Identify necessary permits.

. Hold discussions to gain consensus on issues.

. Review the NEPA and design process schedule.

. Identify action items and due dates, and set the date for the next meeting.

These agency working meetings continue during the EIS preparation. Meetings are chaired by
NY SDOT, and attended by staff familiar with their agencies’ procedures. NY SDOT provides agendas,
notes from previous meetings and coordinates presentations and handouts.

Presentation format

With this format there isaformal presentation by NY SDOT, followed by aquestion and answer session.
Thisisthe traditional format used for public meetings. With thisformat, NYSDOT presenters are at the
front and the audience is seated.

Some people prefer the familiarity of presentation format , but others do not feel comfortable asking
guestions or expressing opinions in front of acrowd. The separation of the presenter’s area from the
audience may be perceived as“usvs. them”. The open house format (described below) may be
preferable in these cases.
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Public meetings often attract project critics, so it isimportant to demonstrate that NY SDOT islistening
and taking public opinionsinto account. Public meetings attract peoplewith the time and inclination to
attend, so the full cross section of the community may not be present.

One or more meetings are held early in project development, and may be held at any time during design.
Public meetings are also advisablejust prior to major decision points, such as selection of preferred
aternative. Refer to Section A2.3 of this Chapter for setting meeting agenda.

There should be awritten summary for every public meeting included as a Design Report appendix, and
maintained in the Public Involvement file. Copies may be sent to all meeting attendees.

Open house format

Thisformat features an informal display of project information, with the opportunity for the public to ask
project team members questions on an individual basis. These meetings may omit aformal audience
presentation, or have it scheduled after the open house portion, or in a separate room.

Benefits of an open house include the opportunity for individual feedback between the public and project
team members. People can ask detailed questions and have them answered by knowledgeabl e technical
staff. With one on onediscussions, people may focus more on issues, and be less likely to play to the
audience by staking out a position.

The atmosphereislessforma, so people who are uncomfortable talking in front of a group may be more
likely to interact with the project team members. Time limitsare more flexible, allowing discussonsto
continue at length. Displays are available for continuous, close-up viewing. If the presentation is given
in a separate room, then the public isfree to choose either the formal presentation or to remain with the
displays.

Documenting guestions and answers may require more effort with the open house format since there can
be many simultaneous discussions. One limitation is that a project engineer may spend a great deal of
time explaining a point to someone, but the larger audience hasn’t heard it. The absence of a public
forum can be a drawback if it curtails open group discussions. It can be useful for people to hear views
(both in support and opposition) expressed out in the open.

Enough staff with technical knowledge are needed to man the displays and answer questions, which may
be in-depth and detailed. Topicsto consider in planning the meeting:

. Convenient schedule and location, well publicized in advance. Open house meetings
may take place over several days, running several hours eachtime. Late afternoon and
early evening allows attendance by people who don’t go out in the evening, and those
coming home from work..

. Provide a concise presentation on the project and purpose of the meeting. A video, slide
show or power point presentation can be repeated as necessary, and supplemented with
maps and sketches. Furnish clearly written brochures.

. Make project team members and other knowledgeabl e staff available for discussions and
guestions. They can be stationed at displays and tables throughout the room. Larger
projects may warrant several tables, each one labeled for different topics.

. Provide away to record formal written comments. As aminimum provide a table with
comment forms. Post cards (pre-paid to increase the chances of being used) can be
circulated for people to fill out and return at their convenience. If warranted, a
stenographer can be stationed at a table to record verbal comments.
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Non-traditional approaches

Consider a non-traditional meeting format or location whenever an important segment of the community
isn't being reached through conventiona means. What are some barriers to becoming involved in
project outreach?

. Language for those who speak little or no English.

. People may not be comfortable with the give and take and open exchange of opinions at
apublic meeting.

. Lack of transportation - an easy 10 minute drive may be difficult for low income
residents where a meeting location is not near public transportation.

. Inconvenient time, location for commuters, or those who work multiple jobs or irregular
hours.

. Lack of child carefor families.

Those who may benefit from the non-traditional approach include ethnic minorities, people with less
education and income, residents of urban neighborhoods historically used as transportation corridors,
and any community not being reached by conventional means. Environmental Justice requires specia
outreach where thereis potential for disproportionate impact on minority and/or low income
communities. Non-traditional meetings may require sizeable staff resourcesand expenses. The Pl Plan
should consider the need, costs, and potential benefits of a non-traditional approach.

What are some ways to improve attendance at meetings?

. Plan special outreach by consulting with community groups and locd leaders. Meeting
with an organized neighborhood association may be a good first step. If the group has a
newsletter, it may be used for status reports and to announce upcoming meetings. Local
churches often play an important community role, and may include a high percentage of
the under-represented people to be reached.

. Posting fliers, listing meetings in community calendars, and using phone reminders to
supplement newspapers and the mail are ways to reach more people.

. Feature interesting or locally well-known speakers to help spark interest.

. Offer alternative participation opportunities such as phone and internet comments.

. Provide simple but meaningful perks such as snacks and child care during a meeting.

. Follow-up by thanking peoplefor their participation, seriously considering community
ideas, and providing feedback.

. Evaluate how well meetings worked, and make improvements.

Non-traditional locations can be used effectively. Some may be more suited to astaffed display to
answer questions rather than afull public meeting, but they are another communication opportunity:

. Important local stores or shopping malls.
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. County fairs and neighborhood/community festivals.

. Community sports events such as local youth soccer or baseball games.
. Well-used municipal facilities like parks, transit centers and libraries.
. Coordinated with special events such as career days.

Another alternative meeting is thesite visit or walk through. The affected stakeholders - NYSDOT,
community residents, and loca officials - seethe project site under the same conditions at the same
time. Uniquelocal conditions can be pointed out, leading to a better understanding of existing
conditions. NYSDOT can illustrate how certain areas will be affected, and discuss constraints with
other participants stakeholders. Site visits can dso help build media relationships by providing reporters
with background and context information.

A transportation fair is another way to raise community awareness of NY SDOT, and may be useful as
a supplement to project-specific events. Transportation fairs are one day events that feature a variety of
exhibits. They are not principally for projects, but rather for general awareness and to give the public the
opportunity to comment on transportation issues. They are extensively advertised and promoted ahead of
time and are held in an easily accessble, central location. Theremay or may not be a speaker. They may
have some project-specific elements but many displays are of general interest, such as maintenance and
snow removal equipment, and video or traffic monitoring displays.

A2.2 Public Hearings

Format

Public hearings are public meetings that meet prescribed requirements for notification, meeting content,
public comment opportunities and formal transcripts. Hearings occur after adraft EIS or EA has been
circulated for public comment, and before finalizing the NEPA environmental process and selecting a
preferred aternative. A public hearing or opportunity for one must be offered for Federal EIS projects,
and any project that:

. Requires significant amounts of right of way.

. Substantially changes the layout or functions of connecting roadways or the improved
facility.

. Has a substantial adverse impact on abutti ng property.

. Has a dgnificant social, economic, environmental or other effect.

. Or for which FHWA determines that a public hearing isinthe public interest.

Public hearings are also required under New York State Eminent Domain Procedure Law (EDPL) where
NY SDOT acquires property that is more than de minimus as determined by the Regiond Real Estate
office. Public hearings may be held if warranted for other project environmental categories.

NEPA public hearings may be required for a Federal agency to issue a permit, for exampleaU.S. Army
Section 404 wetlands permit. A combined hearing may be used. Information can befound in the
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FHWA publication Applying the Section 404 Permit Process to Federal-aid Highway Projects.

Public hearings are only one element of pubic involvement. A public hearing complements, but is not a
substitute for, early and continuous communication with stakeholders. Meaningful public involvement
that begins earlier in project devel opment makes a successful hearing more likely.

Public hearings may be offered using either the presentation meeting format, or the open house format.
In the latter case, the formal public comment period is scheduled as thefinal item. For the open house
format, aformal NY SDOT presentation may be omitted, provided that all attendees are provided with
brochures as described below.

Requirements

Public hearing requirements are summarized below and in Section A2.3 Meeting Organization. The
complete procedural steps are not listed here. Refer to the following sections::

. Sequence of steps for publishing notices and conducting hearings - PDM Chapter 4,
Project Design Stage Procedural Steps

. Required notices for public hearings - PDM Appendix 3, NEPA and SEQR Official
Notices and Document Distribution

. Federal and New York State public hearing regulations - Appendix B of this Manual

. Checklists for meeting location and supplies - Appendix D of thisManual

Advance notice

The draft EIS must be distributed and available for review by Federal, State and local agencies and the
public at least 15 days prior to the public hearing, and for a minimum comment period of 45 days. The
“Notice for a Design Public Hearing” isto be published twice, once 30 to 40 days prior to the hearing
and again 5 to 12 days prior to the hearing.

Copies of the Notice must be sent to all property owners with right of way impacts from the project.
Copies of the notice are also sent to al Federal, State and local advisory agencies and individuals on the
mailing list.

Meeting notices should be clearly written and well publicized. So long asthey contain the required
content, notices should be written in plain language, easy to read and prominently placed in the
newspaper. As needed, supplement newspapers with handouts, mailings, and media publicity.

Brochure

Brochures providing a clear explanation of the project and the meeting purpose are handed out to all
attendees at the registration table or entrance. Brochures must explain the information required by 23
CFR 771.111(h)(2)(v):

. Project’ s purpose, need and consistency with the goals and objectives of any local urban
planning.
. Brief project description, map, schedule and cost.
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. Project’ s alternatives and mgjor features.

. Social, economic, environmental and other impacts of the project.

. Rel ocation assistance program and right-of-way acquisition process.

. NY SDOT proceduresfor receiving both oral and written statements from the public.
Transcript

Hearings require a public assembly session to allow comments to be made in public. Stenographic
services are provided to record all comments for the hearing transcript. In addition, written comments
are accepted for at least ten days after the public hearing.

The FHWA shall be provided with a transcript of each public hearing and a certification that the required
hearing or opportunity was offered. Included shall be copies of al written statements from the public,
both submitted at the public hearing or during the announced period after the hearing. Also include
copies of all brochures, pamphlets, photos and/or depictions of displays, and presentation summaries
from the hearing.

A2.3 Meeting Organization

Recommended practices for public meetings and hearings are described below. Depending on regional
preferences, one person may be assigned the role of Regiona Public Hearing Coordinator. Duties would
include locating and reviewing meeting sites, coordinating arrangements with the site owner and local
authorities, and responsibility for equipment, supplies and stenographic services.

Date, time and location

Pick meeting dates that are convenient for most stakeholders. Try to avoid conflicts with Town or
Village board meetings, school vacations and activities, and holidays. Friday evenings and other
religious observance times should be avoided.

Evening meetings are atraditional choice for those people who get home from work and are free to
attend. Afternoon meetings can be held in communities with a high percentage of elderly population who
may prefer not to drive or go out after dark, or multiple times may be used.

The meeting location should be easily accessible, such as schools or municipal offices. In some
neighborhoods, other facilities such as church halls may be a good choice. There should be adequate
seating room for the audience and space for setting up displays and presentations. Parking and
ingress/egress needs to provide for people with disabilities. Where much of the community depends on
public transit, strive for alocation close to atransit stop. While assessing the facility, note any signs
required to direct people to parking and to the hearing room.

When a suitable meeting room is located, make arrangements with the owner for NY SDOT use. Discuss
with the owner: costs, insurance, limitations on time or use of space (such as requirements for mounting
materials onwalls) and janitorial service. Confirm the location, date, time and other important details
with afollow up letter, call, eemail or fax. Appendix D has meeting facility and supplies checklists.

Public Involvement Manual A-17 PDM Appendix 2



Use effective publicity to maximize meeting participation. Methods should be appropriate to the
community and the scale of the project, including newspaper ads, web ste, posters or flyers, lettersto
civic leaders, media advisoriesand TV or radio advertising. Coordinate advertising with legal notices
issued for required public hearings. With a significant percentage of non-English speaking people,
meeting notices may be published in their language.

Physical layout

If the open house format is used, have enough space and tables for display stations. People need
adequate room to circulate around the exhibits, where NY SDOT staff are stationed. There must be
adequate lighting for viewing plans and photos.

For the presentation format, and formal presentation part of the open house, the audience needs
adequate seating. The presentation area at the front of the room should be at the same level asthe
audience, to foster discussions among equals. Have tables and chairs for NY SDOT staff and the
stenographer, but avoid using raised platforms and executive-gyle swivel chairs. These give an
unwanted grandiose impression.

Make sure that the microphones, PA system, screens, projectorsand light controlsare set up and tested.
Presentations should be on the laptop hard drive with a backup CD included. NY SDOT staff should
locate themsdlves (and/or have assistants) to be able to make the presentation, operate the projector,
make eye contact with the audience and not block the screen.

Provide one or more microphones in the seating areafor use by members of the public when they wish to
speak. Have one or moretables near the entrance for people to sign registration cards and pick up
brochures. Provide adequate signsto direct people to the meeting room and orient them to the displays.
If the siteis not familiar to the anticipated audience, roadside signs may be needed.

Staff should be available to explain any display. NY SDOT nametags identify each person’s name and
title. 1f questions can’'t be answered at that time, record the person’s name and question, so that it can be
answered later. There should be atable available for the Regional Real Estate staff to answer questions.
Many people are primarily concerned about their property and want information about the right-of-way
acquisition process.

Meeting agenda

Public meetings and hearings agendas should include these topics:

. Introductory remarks and orientation - how to register and comment, location of exits
and restrooms, availability of staff for discussions.

. Purpose of the meeting - what will be discussed, how the public’ s feedback will be
incorporated into decisions, and review of ground rules for speaking.

. Project background and recap of the project development process - project purpose,

needs and objectives (both transportation and community related), previouswork, and
how the current stage fitsinto the process.

. Technical presentation - appropriate to the project phase, i. e., needs and objectives
during scoping, specific alternativesin preliminary design. Explain relationship to
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other projects. The presentation can range from a brief discussion summary with a
colored sketch or map, to extensive power point presentationsor visualizations.

Reviewing the devel opment process helps orient the audience on how the project relates
to local and MPO planning, how alternatives were developed, nearby related projects,
and how the NEPA process works.

. Use charts and visual aids extensively. Provide handouts with graphics, covering the
same points as the presentation.

. Right-of-way acquisition procedures.

. Future actions - discuss the next seps and schedule in the process. Explain how people’s
guestions will be answered and input used in deci sion-making.

. Public question and comment period when people may make statements or ask questions.

Those who have filled out registration cards speak first, followed by speakersfrom the
floor. Have speakersidentify themselves for the record. NY SDOT answers questions,
but doesn’t prematurely commit to specific actions.

. Explain that stenographic services are provided at public hearings.

. Close the meeting with a review of what was discussed, how and when NY SDOT will
follow up, and for how long comments will be received. Thank the public for their
participation, and provide contact names and phone numbers.

Brochure content

Brochures give the audience a concise summary of the meeting topics. Text should be clear and relevant,
and written in terms that everyone can understand. Have enough handouts printed and available.
Provide graphics and plans that support the text and are easy to comprehend. Where alarge segment of
the community does not speak English as their primary language, a translated brochure may be provided.

Additional information may be helpful. For example, if aroundabout isproposed, the public meeting
may have an educational component explaining the operation of modern roundabouts. The brochure
could include a discussion and diagrams of roundabouts and their important features.

Meeting followup

Send thank you notes to the owner of the meeting facility, and otherswho helped with the meeting
process. Depending on the project and the community, letters may be sent to participants thanking them
for their participation. For Federal Aid public hearings, the transcript must be reviewed and sent to
FHWA along with the certification, brochure and other presentation materials.

The project team should meet to review and document:

. The substance of what occurred at the meeting.

. How the public’s concerns are going to be eval uated.

. New technical or procedural issues affecting the project.

. How the meeting went in relation to its planned purpose - what went well and what

could be improved for the next time.
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A2.4 Communicating Effectively at Meetings

Encouraging Open Dialogue

Effective Listening

The better NY SDOT listens to the public, the better the chances of understanding issues, needs and
opinions. Thefirst stepislistening, and allowing the time to understand what isbeing said. People
may seek information, or express themselves on an issue, or advance a specific agenda.

Since good listening is essential to communication, experienced listeners pay attention both to the
content (the message) and the feelings expressed (the emotions). At meetings it should be clearly stated
that NYSDOT wants to hear from people, even when thereis disagreement.

Credibility

Itiscritical that NYSDOT behonest and open in all dealings with the public. Credibility and trust are
hard-earned qualities that can be easily lost. Even when people disagree with the our opinion, they
should feel that NY SDOT iswilling to actively lisen and consider other viewpoints in an open and fair
way. The audience may not always agree with us, but people appreciate honesty and sincerity.

Do not attempt to minimize project impactsiif they are real and significant. Be prepared to discuss
controversial issues. When asked questions for which no one has the answer, it's best to say so, promise
to find out - and then follow up with the answer later.

As atransportation agency NY SDOT has amission to fulfill. Meeting mobility and safety goals and
correcting deficiencies arevital. Sometimes these require NY SDOT to take unpopular positions that
nonethel ess need to be defended. Credibility is enhanced when NY SDOT is an honest advocate for
transportation goal s and takes the time to explain why they are important, while at the same time
working with stakeholders to mitigate community concerns.

Natural Speaking Style

Successful meetings are conversations, not speeches. Being relaxed, speaking clearly, making eye
contact with the audience, and speaking in a calm manner all help communications. The goal should be
to have an open discussion that fulfills the meeting purpose, in an atmosphere of mutual respect.

It’s normal to have some degree of apprehension about speaking in public. Becoming more relaxed
requires practice; as it becomes easier with experience. Training classes have been offered by the
Governor’s Office of Employee Relations (GOER) and others help to build these skills.

Adeguate preparation helps make for a more relaxing presentation. Know what topics you want to
discuss, in what order, and who will do which tasks in the meeting. Have an agenda and use it as aguide
to keep the meeting on track. Practice presentations ahead of time.
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Speak clearly for the non-technical audience

Clear and simplelanguage is the best way to communicate information. Most members of the audience
will not have atechnical background, so engineering jargon should be avoided. Use technical terms and
acronyms only when necessary, and explain them to the audience.

On the other hand, don’t talk down to the audience. There are no issues in transportation projects that
are too complex for the public to understand. The challenge isto explain a concept clearly, make
information easy to understand and allow plenty of opportunity for questions.

Organize presentation material in alogical way that makes sense. It could be from general to specific,
specific to general, most important to least important, or step by step.

Managing the Meeting

Who Facilitates

The facilitator runs the meeting, keeps it organized and helps identify areas of agreement and
disagreement. In many cases the facilitator may be the project engineer.

When the project is potentially controversial, it may be a good idea to have someone else serve as
facilitator. Although the project engineer may know the most about the project, he or she may have a
vested interest as project advocate. 1t may be more difficult for that person to take on the neutral
facilitator role in a contentious meeting.

Consider assigning the role of facilitator to someone not directly working onthe project. On larger
projects thisis an effective way to share the public meeting workload and takes pressure off the project
engineer. The facilitator needs some knowledge, but does not have to be atechnical expert.

Set Ground Rules

The rulesfor an orderly meeting need to be clearly explained at the beginning, allowing everyone to
participate and the meeting to stay on track. Everyone needs a chance to speak and be heard but then to
allow othersto speak. Tell people in what order comments will be received and explain the use of the
microphone. Usually those who have pre-registered speak first before those making comments from the
floor.

If many people want to speak and time will be limited, tell participants ahead of time that they needto let
others speak, and if time allows, they can comment further after everyone has spoken.

When people care strongly about an issue sometimes emotions run high and inflammatory statements get
made. The audience should be reminded of the need for respectful communication.

Explain What You're Doing

Start every meeting by stating the purpose of the meeting - is it to get input on transportation deficiencies
to be scoped for improvements, or is it to obtain comment on alternatives, or isit a problem-solving
meeting? Tell people what will occur in the meeting and who is going to do what.
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Have awritten agenda and review it with the participants. Summarize, if necessary, how the NY SDOT
project devel opment process works, and how this meeting fits into that process.

Speaker and Recorder Work Together

Have separate people handle speaker and recorder duties. If one person triesto handle both rolesits
difficult to concentrate effectively on either. Both are important, full time functions.

The speaker or facilitator keeps the meeting going, introduces other speakers, acknowledges those who
wish to speak, answers questions and participatesin discussions. The recorder serves as morethan anote
taker, and should be given the chance to speak and identify him or herself.

Sometimes people wish to make statements, and the facilitator should ask questions to draw out more
specific information or concerns. If people start monopolizing the conversation, the facilitator needs to
keep the meeting moving. He or she can say that it’s time to hear from other people, such as “It sounds
like we have your concerns written down, so let’ s hear from some of the others, OK?’

In taking notes, the recorder strives to capture the essence of what was said using neutral language. The
recorder writes speaker’ scomments on the flip chart, and invites feedback by asking the speaker
questionslike “Let me know if | have this correct.”

Use aflip chart when recording comments, and print using big letters and easy to read colors such as red,
blue or black. Writing with the broad tip of the marker increases visibility. It's more important to
accurately get the essence of the comment than it is to have correct spelling.

Use Reframing

Reframing is a technique that seeks to uncover the underlying interest or concern that prompts strong
statements. In reframing, the facilitator tries to develop a constructive regponse to a highly charged or
emotional statement. Once people have gotten things off their chest, and they feel that their needs are
being heard, they often can switch to more productive communication.

There are four steps in the reframing process:

. Take the time to listen to the statement and demonstrate that you understand.

. Take out the unproductive parts that get in the way of problem solving - the threats or
demands or pasition statements.

. L ook for the underlying interest.

. Restate the comment, using language and tone that captures its essence, but is more

neutral and affirmative, such as “So, what’s important about thisplanis.....?”

The reframing processisiterative. The facilitator may need to ask several questions and listen carefully
before the person’ s underlying interests become clear. Appendix Chapter A5 has further conflict
resolution guidance.
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Summarize What' s Been Said

Whenever possible restate agreements as they occur. Summarize key issuesto be resolved, and what has
been said in terms of feelings, concerns and interests. Review what happened in the meeting and discuss
what will be the next steps. Let people know what NY SDOT will be doing with the statements made at
the meeting - how will the input be used?

At the conclusion of the meeting recap what happened and what comes next. Meetings should conclude
by thanking the participants for their time and efforts.

A2.5 Visual Aids

Visual aids help convey information in aclear and understandable way and offer improved
communication value. Unlike atext description, images and other project graphics can emphasi ze
specific issues and show the project’ s appearance and effect on adjacent areas. They are less affected by
language barriers or the audience’ s level of technical knowledge.

Plan visual aids to convey a dear message, with important information easy to find and comprehend, and
no extraneous data to confuse the viewer. Frequently used techniques include:

Printed Materials

Plans and maps

Vicinity and location maps are always needed to orient the viewer. They should answer the viewer’s
guestions: Where is the project sudy area? What are the project limits? Whereisitinrelationto
residences, schools and businesses? Where do the sheets match up? Even withvisudizations, people
want to see plans marked to show what’s important, without information overload.

At meetings early in the process, alternative concepts are developed and it may be better to show
informal sketches, or hand-lettered plans marked up with afelt tip highlighter. Don’t present
computerized plans that ook too finished. High quality plots lead some people to think that the designis
already set and that the public' sinput is not really wanted. Later in the design processit ismore
appropriate to use specific plans, profiles or details if they clearly illustrate a concept. In preparing
plans for public meetings:

. Use large, easy to read lettering. Label everything that needs to be identified.

. Eliminate all excessinformation. For example, when showing the existing and proposed
edge of pavement, take out survey baselines and subsurface utilities.

. Use color and highlighting extensively to bring out what isimportant.

. Compare and contrast existing conditions with proposed construction. If aroad is being

widened to add aturn lane, people want to see where the existing curb line is, and how
that relates to the proposed curb line. Place existing and proposed information near each
other, labeled for ready comparison.
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. Mount plans on mat boards and provide enough copiesfor ease of viewing.

Photographs

Photos can show views from the highway or other perspectives. Aerial photos can be used as base maps
to show alignmentsand site features. Photos can be combined with visualizations to show the “before
and after” conditions of project improvements: a rendering of a new bridge or modified highway can be
added to the photo of existing conditions. With digital photos, computer technigues can readily be used
to show proposed conditions.

Aeria photos serve as an excellent base map for showing different alignments. These are normally done
in black and white but can be obtained in color if needed. Color photo base mapsallow the publicto
recognize familiar landmarks and orient themselves with ease.

Arial photos are available as contact prints, or enlargements on photographic paper or mylar. The
standard enlargement is the same as a 1:24,000 scale quadrangle map. Proceduresto request aerial
photography or planimentric mapping are available on the Photogrammetry Section of Design Division's
IntraDOT site. The Photo and Mapping Index, (PMI) on that site liststhe availability of existing

photography and mapping.

Statewide Digital Orthoimagery Program

Digital Orthoimagery is vertical aerial imagery that has had dl distortions caused by ground elevation
changes and camera distortions removed through computer processing and placed in adigital format that
can be used with computer applications. A digital orthoimage combines the rich information content of
an aerial photo with the accuracy and spatial registration of amap. The quality of the images makes
them useful for public presentations.

Orthoimages are distributed on-line through the NY S Office for Technology GIS Clearinghouse. This
program’sgoal is to obtain imagery for the entire State on repeated 3-4 year cycles. Products will
include 1 ft resolution natura color for urban areas and 2 ft resolution panchromatic (black & white) for
non-urban areas. For information on image availability, refer to the GIS Clearinghouse web site at
www.nysgis.state.ny.us/orthoprogram.htm.

Electronic media slide presentations

A well-designed electronic media presentation can hold audience interest and is an effective tool. These
can use traditional 35 mm photos, aswell as programs like Microsoft Power Point and Corel
Presentations.

Computerized slide shows make it easy to assemble the presentation, titles and text. Digital photos can
be used, or good quality original photos can be scanned and digitized. These presentations require a
laptop computer and projector, whereas 35 mm slides need just adide projector. Guidelines for
effective presentations include:

. Keep the presentation length short and to the point, so the audience doesn’t lose interest.
Don't display more information than people can absorb.
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. The purpose is to present information with pictures, so keep thetext to aminimum. Use
short bulleted lists and save detailed explanations for the handouts.

. Use text fonts that are large and easy to read. Make it readable for everyone, including
people in the back of the room and older audience members.

. Use color in away tha adds interest and enhance the presentation. No one wantsto
look at black and white text slides.

. Animation should be used sparingly and only when it enhances the material. Sliding text

or dissolving photos can be a distraction.

Have the projection equipment set up and checked out ahead of time. The laptop computer and projector
need to be compatible, and the presentation should be on a CD as well as the computer’s hard drive.

Therest of the equipment needs to be ready - screen, microphone, laser pointer. Locate light
switches ahead of time and designate someone to operate them. Have aremote contral or cord long
enough to reach the equipment, or employ an assistant to help run the projector.

The speaker needs to locate him/herself to not block the audience view of the screen. A good postion is
off to the side where the speaker can ook at both the screen and the audience. Speakers may talk using
the screen as areference, or refer to printed notes. Speaker’s notes must be readable in a darkened room.

Visualization and Simulation
Visualization

An effective way to communicate project conditions and needs is through the use of visualization.
Visualization is useful throughout project devel opment to support decision making, communication and
project coordination. Visualization uses digital information from project datato build 3 dimensional
modeing very similar to the methods of physical construction. This modeling enablesNY SDOT to
assess and communi cate planning concepts, design features; highlight unforeseen design opportunities,
identify and resolve potential conflicts or discrepancies and facilitate agency and construction
coordination.

Visualization includes the following techniques:

. Conceptua imaging

. Photo simulation renderings

. Animation

. Simulation of 2 dimensiond and 3 dimensional data
. Multi-media applications

. Real time/ urban simulation

Visualization helpsinternal and external stakeholders more clearly understand complex technical
information about a project’ s potential effects. Visualization can aso help convey the design intent to
potential bidders and construction staff, who often do not participate in project development.

Visualization can range from a simple photographic artistic rendering to a fully animated or rea time
simulation that illustrates all project featuresin lifelike detail. A variety of different technologiesare
used, such as photography, photogrammetry, digital imaging, GIS, Computer-Aided-Design, and

Public Involvement Manual A-25 PDM Appendix 2



computer graphics to create the simulated improvements.

It is best to consider the application of visualization during project scoping and Pl Plan preparation.
When scoping visualization, keep in mind project scope and needs, project complexity and cost,
potential impacts, potential for controversy or public concerns, and project location. Factors to consider
include

. Type of medium - Mediatypesvary in complexity and purposeto suit project needs.
The choice can affect delivery time, quality and cost. Formats include hardcopy print,
digital files for presentations, multi-media, video, real time/urban simulation or on-line
accessibility viathe Internet.

. Clearly show the difference between existing conditions and proposed alternatives -
Show all visible design features, such as number of lanes, sight distances, median and
shoulder treatments. Areas adjacent to the right-of-way should show effects on
residences or businesses.

. Portray the project as accurately as available data allows - Only show proposed features
intended to be built. Images with preliminary or incomplete information should be
clearly identified as conceptual. Avoid artistic license and representing additional
features not intended to be in the project merely to enhance an image or sell an
alternative. Inaccurate portrayals are misleading and biased, and may become the basis
of a'visual contract' whereby the public expects that what was illustrated will be built.

. Future conditions - If the project includes planting materials which will appear
differently in the future than in the “construction” year, show all three conditions:
existing, completion of construction, and future conditions at specified intervals.

. Document theprocess - Identify and survey the location of photographs or videos so
the exact location can be re-established, and others can re-create the visualization in the
future.

Because visualization is highly technical it poses some unique challenges. It uses avariety of different
technologies such as photography, photogrammetry, digital imaging, GIS, Computer-Aided-Design,
traffic modeling, and computer graphics to simulate the proposed improvements. When visualization
includes the creation and use of 3 dimensiond modeling for animation, simulation and virtual reality
purposes, the degree of complexity is considerably compounded. These factors should be identified and
considered during the visualization needs and scoping process.

Before public meetings, review the visualization for accuracy and consensus on the depiction of the
planned improvements. When design information is not fully developed, clearly inform stakeholders
that the visualizations are based on preliminary information and subject to change. Later, update the
visualization with more definitive information.

In general, the cost of visualization should bein balance with project costs. The extra cost for
visualization may be warranted for smaller projects when thereis ahigh level of public interest or
controversy. Contact the Landscape Architecture Bureau (LAB) Visualization Section for guidance and
assistance.
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Traffic Simulation

Traffic simulation software isprimarily an analytical tool for capacity analysis of highways and
intersections. It can also show the public how traffic flows under existing and proposed conditions.
Because the public can visualize how the system will work in real time (rather than rely on technical
terminology) simulations may help the public to understand the advantages and disadvantages of
aternatives.

NY SDOT standard traffic simulation models are CORSIM and Synchro with SimTraffic. These
programs simulate traffic flow throughisolated intersections or highway segments as well as
interconnected signals and corridors. Synchro is easier to use and is generally preferred for analysis of
signalized intersections which influence traffic at adjacent signals. CORSIM is often used for freeways
or large arterial studies, and has greater datacollection needs.

Synchro is a macroscopic analysis, based on the signalized intersection capacity analysis in the 2000
Highway Capacity Manual (HCM). Its companion program SimTraffic isamicroscopic simulation
moded that takes into account individud driver and vehicle behaviors. These programs generate
measures of effectiveness and show how traffic will flow under various design alternatives, such aslane
closures, addition of turn or through lanes, signal timing changes, etc.

Paramicsis a dynamic and versatile model used for microsimulation of freeways and connecting arterials.
It has been used on large projects such as the Coss Bronx Expressway projectsin New Y ork City, and
also to simulate traffic flow at roundabouts

When publicly presenting traffic simulations, check beforehand that the model accurately reflects
existing problems and identified alternatives. If afternoon peak trafficisthe concern, make surethat is
what’s demonstrated. Preview any “what if” scenarios to see what happens - a public meeting isnot the
place to run asimulation for the first time.

More information about visualization can be found on the IntraDOT at the following URL address:
http://intradot/des gn/l ab/visual/vis.html
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Chapter A3
Additional Outreach Techniques

Public meetings can record peopl€e’ s opinions at one point in time, but aren’t necessarily the best
approach for creative problem solving. Other formats are available to gain citizen input in a structured
way, or to work together to resolve specific issues. These are summarized below:

A3.1 Citizen’s advisory committee
Citizen’s Advisory Committee:
Requirements
. Consists of a cross-section of
stakeholders. This group of people, sometimes known as a
stakeholder’ s advisory committee, isagroup of
. Members are either appointed volunteers who meet periodically to exchange ideas
or self-selected. and viewpoints on an issue of common concern. The
committee serves as aforum for hearing and
. . . recording points of view about the project and
giiztli;;g:;?rly during project advising NYSDOT. Members are arepresentative
) cross section of stakeholders who serve as links
. between the Department and the larger community.
* Meeting notes, agenda and Individuas as well as local government leaders,
technical documents needed. civic and neighborhood groups, transportation user
groups, and planning/environmental organizations
. Plays an advisory, not decision- may be represented.
making role. A citizen's advisory committee (CAC) is organized
early in the design process and meets regularly

during project development. About 20 to 25 peopleis

the recommended maximum for a CAC. Members
are selected in two ways: NY SDOT identifies stakeholders and invites participation, or members can be
self-selected. In that case, initial meetings are publicized and anyone who wishes to can attend.

NY SDOT participates in the advisory committee as an agency member - providing information, support
and opinion but not dominating the discussion. The agency roleisto listen and get people’s ideas and
opinions.

Supporting a CAC requires commitment of agency resources. Staff time is needed to help set up and
conduct meetings. M eeting notes, agendas and other documents need to be prepared and distributed. If
technical experts from NY SDOT are invited to educate CAC members on atopic of interest, they need to
be available and have time to prepare materials. A meeting room is needed, whether at NY SDOT offices
or elsewhere.
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How a CAC functions

The CAC isconvened by NY SDOT, and then electsitsown officers. Meetings may berun informally.
M eeting agendas are prepared so that all participants know what isexpected. Experts may be brought in
to brief the CAC about specialized topics when the need arises. A pre-meeting may be useful with the
officers and agency staff to plan out topics for meetings.

NY SDOT normally provides meeting facilities, provides a structured agenda, prepares meeting notes
and mails materials to CAC members. On very large, complex projects, NYSDOT may fund a
community engineer to assist the CAC with their evaluations.

Benefits and limitations

One benefit to NY SDOT is feedback from a diverse group of people, committed to the process and
educated on the technical issues. The CAC benefits the community by demonstrating that NY SDOT
takes the public’s opinions seriously, and is working with the community. This early feedback is useful
to monitor the community’ s collective opinions on project elements. Because the CAC meets regularly
with NY SDOT, it' s possible to get early reaction to a proposal, before positions are solidified and
defended in public meetings. Controversial Issuescan be discussed in alow-key, give and take
atmosphere and compromises discussed. Also, feedback received over time has more continuity than one
public meeting.

Because opposing viewpoints are represented, it also provides the opportunity for members to interact
and learn from each other. NY SDOT participation gives members an appreciation for the technical,
fiscal and policy constraintsthat influence project devel opment.

Participants need to be told in the beginning that the CAC is an advisory body, not a decision-making
group. It'sroleisto advise NY SDOT on project activities. Sometimes NY SDOT has to act based on
other criteriathat don't reflect the CAC's consensus. It's aso possible that the CAC may become
polarized and unableto reach consensus if opinions are widely divergent.

If it becomes clear after time that some viewpoints are not represented on the CAC, further outreach is
needed to get participation by other stakeholders. Loca dected officials should be represented on the
CAC to maintain communications between political entities, and to avoid situations where the CAC
develops podtions not supported by local government.

A CAC can be perceived as manipulated by NYSDOT unless information is shared with the group, and
technical datafully explained to participants. Like all group forums, members (both agency and public)
may not participate fully if they feel that their concerns are not being taken seriously.

A3.2 Collaborative task force

Requirements

A collaborative task force is a group organized to perform a specific task with a defined time limit. Like
aCAC, acollaborative task force represents a broad cross section of the community, becomes familiar
with the project and givesinput to NY SDOT. A collaborativetask force differs from a CAC in that:
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. The task force is assigned a specific problem to solve.
. The task force sets a schedul e and has a deadline to complete its task.

. The godl is to speak with one
voice to develop a consensus
recommendation.

. Prior agreement defines to what
extent NY SDOT will accept
the task force decisions (i. e.,
certain technical feasibility and
cost benchmarks are met).

A collaborative task force is used with high-
profile issues that have the potential to polarize
the community or create an impasse, such as
expressway routing in urban areas. A task force
could be used to help identify locations of
pedestrian crossings and integrate bicycle and
transit accommodations into a downtown street
reconstruction project. A successful task force
regquires:

Collaborative Task Force:

. Representatives are invited to
participate.
. Assigned specific task with a

defined time limit.

. Helpful to resolve an impasse or
controversial issue.

. Trained facilitator and
technical support needed.

. NYSDOT accepts decisions
under established ground rules.

. Defined scope of work and
mission statement provided by
NY SDOT.
. Schedule for concluding deliberations and reaching a decision.
. Prior definition of how the group’ s decisions will be incorporated into the project. This

requires awritten statement defining specified budget and technical parameters, within
which NY SDOT will abide by the group’s decision.

A trained facilitator, support staff and officeresources. Technical experts are avalable

as needed to brief the task force.

. Policy support from agency decision makers, who beieve that there are legitimate
project decisions that can and should be made by an informed and representative group
of citizens, and who trust in this process.

How a collaborative task force functions

NY SDOT invites a representative cross section of the community to participate on the task force, sets
the overall schedule and gives the task force the specific task to be accomplished. The assignment is
structured to resolve one specific problem. The task force receives in -depth briefings on technical and
environmental issues to allow for informed di scussion and decisi on-making.

Resources are provided by NY SDOT - atrained facilitator to keep deliberations focused, support
services and presentations by technical experts. The facilitator may be a NY SDOT employee, or outside
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consultant, but not on the project team, to preserve neutrality.

To give volunteers an idea of what to expect, NY SDOT sets written ground rules - aclear
understanding of how and to what extent decisions will be incorporated into the project. The task force
selects its chairperson, sets procedural rules and meeting calendar, and develops a detailed schedule for
task completion. The task force, with the assistance of thefacilitator, brings in experts for technical
advice, discusses the issues, monitorstheir own progress and devel ops consensus about the preferred
course of action.

Benefits and limitations

A major benefit is the ability to resolve an impasse or controversial issue. A representative task force
with a high degree of credibility in the community is likely to make decisions that will result in broad
support. The task force can successfully address high profile issues because:

. With arepresentative cross section of the community, people feel that they have a voice
in the decision-making process.
. The task force has the resources to be educated about the technical issues, and develops

an understanding of constraints and trade-offs. Recommendations are based on
knowledge, not just opinions.

. The fact that people with diverse interests are participating in developing solutions can
bring about greater buy-in to the collaborative process.

A collaborative task force requires a significant commitment of agency resources, anditisalong
process. Thereis no subgtitute for time if a group of people are to meet, become knowledgeable on the
problem, debate alternatives and forge a consensus. A trained facilitator and technical support are
needed to foster informed decision making. This technique requires patience, and commitment to
success, by both the task force and NY SDOT.

A3.3 Charrettes and workshops

Requirements

A charrette is aworking meeting to solve a specific problem in alimited time period. It brings together
peoplefrom different backgrounds who share an interest in resolving the issue. With the coaching of a
skilled leader, participants examine background information, discuss all aspects of theissues, generate
possible alternatives and work to develop a consensus solution. Itisa “hands-on” process that gets
participantsinvolved, gains community feedback and producesvisible results. A charrette might be
used, for example, to get community input on design concepts and develop alternatives for vehicular,
pedestrian and bicycle circulation for a downtown street reconstruction project.
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Workshops, like charrettes, are small group
meetings for the purpose of working on a specific
Charrettes and Workshops: task. They often are of short duration, rangl ng
from one to three hoursin length and are less
formal than charrettes. The informal nature of
workshops allows people to express their opinions
without going on record. Workshops can be
) conducted at any stage of the project development
* Used to generate possible process, and can betargeted to specific groups
alternatives or give feedback. like neighborhood associations.

Workshops can be organized as part of alarger

. Working meeting to solve a
specific problem.

* F or.mat encourages meeting, and can give participants an opportunity
brainstorming. to do some relevant “handson” activity. In
planning an urban highway reconstruction project,
. Group leader and advance for example, NY SDOT could facilitate a workshop
preparation required. on project area bicycle access problems and needs.

Charrettes are resource-intensive to conduct. Ther requirements include:

. An experienced leader (who may be an agency employee or a consultant), and several
staff members to help conduct the charrette. Staff need to be knowledgeabl e about the
project needs, technical material and relevant policies.

. Significant advance preparation work. A steering committee selects the topic, chooses
the leader and which participantsto invite. Necessary ground work includes notifying
participants, team preparation, logistical arrangements and preparing background
information and visual aids.

. Goals and expectations are shared clearly with communicated to participants. Everyone
understands which issuesthe charrette will or will not address.

How a charrette functions

Preparations are handled by a steering committee - representatives of NY SDOT, FHWA, municipalities
and community groups. Topic are selected, dates set, a meeting place chosen and potential participants
identified. Participants are invited well ahead of the scheduled date. Background information issent to
members after they have agreed to participate.

An experienced leader is essential. The |eader must be knowledgeable of group dynamics, have
awareness of the issues facing the group, and be able to keep discussions focused to accomplish the

desired goa within the time available. The leader may be NY SDOT staff or consultant, or may be from a
stakeholder group or amunicipd official.

The leader or facilitator ensures that all participants are heard - not just those who are dwaysthe firg to
speak up. The format should encourage brainstorming and a free flow of ideas without fear of ridicule.

At least one or two other staff people assist the leader. They should be familiar with the problem, and be
able to provide background data and policy guidance. A charrette for a downtown street reconstruction
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would require information on the project scope, accident history, traffic and pedestrian counts, and
criteriafor designing pedestrian crossings.

Time reguirements for a charrette range from a minimum of four hours to one or more days for more
substantial issues. Materials required include:

. Large base maps and/or aerial photos of the project area, site photographs.

. Overlays for sketching on the maps.

. Background information fact sheets.

. Boards for display data, flip charts and markersto record ideas.

. Handouts with the agenda, ground rules, and time schedule to compl ete the work.

Workshops may be appropriate for awider variety of circumstances thanaformal charrette dueto their
format flexibility and lesser scope. Workshop planning should include:

. Selection of topic; whether to be a stand-alone event or part of alarger meeting.
. Expectations for what the workshop will accomplish

. List of participants to be invited.

. Date, time and location.

. Staff and moderator resource requirements.

. Necessary background data for the participants.

Benefits and limitations

Charrettes are most useful early in design when a full range of solutionsis open to consideration. They
can increase the level of community participation in the design process by attracting people to an
interesting and useful event. They allow stakeholders to ask questions and find out the implications of
alternative actions before decisions are made.

A wide cross section of the community isinvolved, and brainstorming is encouraged. Often new and
unique solutions are generated. Creativethinking is encouraged so that dl ideas can be considered, to be
refined later.

If anissueis controversid and reaching consensusis difficult, the charrette will provide vauable
feedback. Thisprovides NY SDOT a better understanding of the issues and guides adj ustments to design
concepts.

To make theseformats worthwhile, the decision expectations need to be clearly communicated, and the
right stakeholdersinvolved. Leaders must be able to facilitate useful discussons and foster full
participation by all attendees. If thetopic is controversial, then the leader should be neutral, not
someone perceived as an advocate of the project.

Time and staff resource requirementsfor charretes are extensive. Both charrettes and workshops are
one-timeeventsthat explore asingleissuein depth. Follow-up work is required to refine concepts and
develop detaled solutions.  These methods supplement, but can’t substitute for other public
involvement techniques with ongoing dialogue, such as public meetings and advisory committees.
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Chapter A4
Special Needs

A4.1 Identification of Stakeholders with
Special Needs

There are stakeholders with special needs which
historically have not been fully addressed in the
decision-making process. These include people
with disabilities, senior citizens, women, children,
under-educated, students, ethnic groups, Native
Americans, minority and low income
communities. People who share these
characteristics are project neighbors, facility
users, or both. Many lack atradition of
participation in government and may require
additional outreach and amenities to encourage
participation. Historically they have experienced
barriersto participation in the public decision-
making process and are therefore under
represented. The barriers arise both from the
nature of the system and from culturd, linguistic,
and economic differences. NY SDOT should
ensurethat all stakeholders have full opportunity
to participate in the project development.

Stakeholders with special needs:

. Should have full participation in
project development.

. Include people with physical
disabilities (ADA).
. Include people in minority and

low-income populations
(Environmental Justice.)

. May include cultural, language,
religion or other factors.

In developing aPl Plan, consider if stakeholders with special needs are potentially affected by the
project. If so, the Pl Plan must identify stepsto fully involve people in the public outreach process. The
minority and low income communities in particular have been under-represented in transportation
decision-making in the past. Perform a self-evaluation of the agency’s public involvement efforts to
determine if a cross-section of the community is responding and being heard. Decide if special

techniques are necessary to increase participation
methods. A well-designed Pl Plan will identify if

or meet a heed not being addressed by standard
any stakeholders with special needs are potentially

affected by the project, and take stepsto reach out to them. Pl Plans should meet these requirements:

. Identify if there is a community or group of stakeholders with special needs, or who may
be subject to the provisions of Environmental Justice.
. Determine if the community has been under-represented in the decision-making process,

and what are the barriers to partic

ipation. Answering thisquestion requires not only

demographic dataon the affected community, but also meetings with community leaders
and local officialsto develop ideas on effective outreach.

. Identify methodsfor public outreach to maximize the community’s involvement.

. Use avariety of methods tha target different groups or individuals. A single, one-size-
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fit-all approach usually results in missing many people.

. Continuously monitor public outreach throughout project development to insure that the
under-served community’ s issues and concerns are being evaluated by project decision-
makers to the same degree as those of other stakeholders. Also make sure that the
planned public involvement measures do result in the desired participation.

Refer to Chapter 2 for adiscusson on stakeholder identification and Community Impact Assessment in
developing the Pl Plan. Types of stakeholder with special needs are discussed in this section.

Americans with Disabilities

The Americans with Disabilities Act of 1990 (ADA) requires fully involving disabled people as part of
the community in the devel opment and improvement of services. As much as 14 % of the population has
hearing, vision, or mobility limitations. In addition, many others are temporarily disabled or impaired
during part of their lives - whether aged, infirm, pregnant, or recuperating from injuries. These
stakeholders may include anyone with permanent or temporary disabilities:

. Visual impairment or total blindness

. IlIness or age

. Partial hearing impairment or total hearing loss

. Mobility impairments requiring use of wheelchairs or crutches

. Temporary factors, such as pregnancy, child care needs recovery from injuries

Minority and low income population

Executive Order 12898 and Title VI of the Civil Rights act of 1964 provide that no person shall on the
basis of race, color or national origin be excluded from participation in, be denied benefits of, or be
subjected to discrimination under any program or activity receiving federal financial assistance.
Agencies must identify and address, as appropriate, disproportionately high and adverse human health or
environmental effects (as defined below) of program and proj ect activities on minority and low-income
populations. Environmental Justice applies to both Federal and state funded projects. Affected
communities include:

. Low income - household income at or below the Department of Health and Human
Services poverty guidelines.
. Minority -including Black, Hispanic, Asian American or Native American Indian and

Alaskan Native people.

Adverse effects means the totality of significant individual or cumulative human health or environmental
effects, including inter-related social and economic effects. These may include (but not limited to)
bodily impairment, iliness, noise, air and water pollution, destruction of aesthetic values, disruption of
community cohesion or the disruption of facilities or services, displacement of persons or businesses,
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increased traffic congestion, or the isolation of the minority/ow income community from the wider
community.

Disproportionate means an adverse effect that is predominately borne by the minority or low income
community, or will be suffered by this population to a more severe magnitude than adverse effects
suffered by the non-minority or non-low income population.

Identifying whether a minority and/or low income population is potential ly affected requires some
research. Programthistask into thePl Plan. Asastarting point use demographic data for the project
area. These data can be obtained from the US Census and analyzed for income levels and racial/ethnic
distribution. Once it has been determined that minority and/or low income residents (or facility users)
are present and potentially affected, then outreach to this community must be planned.

In urban areas, the MPO may already have preliminary demographic datafor aproject areain
connection with long range plans or corridor planning studies, prior to the start of NY SDOT project
development. Thisdatais useful information on project area context, and can document the need for
Environmental Justice consideration. The Project Team must coordinate with the MPO staff at theinitial
Pl stages to gather, maintain and update this information and community contacts.

Individud meetingswith community leadersand religiousleaders, and dected officials can help to
identify minority or low income people. Project team members with knowledge of the community can
help to identify the need for special outreach efforts. If there is anewspaper that serves the community
(English or other language), theninitial project information should be published to help build awareness
and interest, and tell people how they can participate in the process.

Often the church or neighborhood civic organizations play aprominent role in the community. People
who are not otherwise active in community affairs may be quite involved with their church. Initial
contacts with church leaders may yield an invitation for NY SDOT to present project information and get
feedback in connection with a church function, thereby reaching a broader audience.

Once the minarity and low income community has been identified, outreach must continue with them
throughout the project development process. Not only must disproportionate impacts be avoided under
Environmental Justice, the affected community must be an integral part of the advisory process to
identify, avoid and mitigate these impacts. Aswith all stakeholder groups, itis the responsibility of

NY SDOT to fully involve minority and low income people with meaningful participation, where their
input is respected and addressed.

Cultural and other factors

Besides ethnicity, income levels and disabilities, other factors warrant an individualized approach to
public involvement. People from ethnic or cultural groups who are not part of aformal Environmental
Justice population may share characteristics different from the community as awhole. It is helpful to
research an ethnic group’ s customs and language to have a good understanding. The Team should step
back and consider what techniques may help fully involve people whose differences include
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. Language - those whose primary language is not English.
. Religious observance - theseinclude groups who observe restrictions on travel and other

activities on the Sabbath, or whose beliefs affect how they use transportation facilities,
such as highway usage by Amish horse and buggies.

. Communication styles - in some cultures, it may be considered appropriate for eldersto
speak for the community asawhole. In others, getting constructive feedback may be
difficult if thereisareluctanceto criticize perceived authority.

. Sovereignty - American Indian tribes, are not only project stakeholders but also
sovereign nations who deal directly with the Federal government. Tribes may have their
own Historic Preservation Officer with authority over any Section 106 actions involving
tribal lands.

A4.2 Communicating with Special Needs Stakeholders

Meetings and hearings

Every meeting or workshop open to the public needs to be fully accessible for people with disahilities,
both to comply with the ADA, and to foster full participation. Use the following accessibility checklist:

. Has the site been visited and viewed with disabilities in mind?

. Are primary entrances accessible (doorway widths, steps), and is there an accessible
route to the meeting room?

. Is there ci rcul ati on space for wheel chairs throughout and at the front of the room?

. Are microphones, if used, at wheelchair height or adjustable?

. Is there an amplification system to aid hearing?

. Are drinking fountains, rest rooms, and public telephones at wheel chair height?

. I's the meeting Site accessible by public transt/paratransit?

. Is there parking for persons with disabilities?

. Isthere signing for an accessibl e route to the meeting room?

Meeting materials and services may need to be supplemented. Sight-impaired people may require
materialsin large print, Braille format, or cassette tape. For the general population aswell, all graphics,
posters and presentations should have large, clear printing that can be easily read from anywhere in the
audience.

Sign language interpreters, or listening assistance devices may be provided to assist hearing-impaired
meeting participants. Interpreters must be hired early, since they arein scarce supply. Two interpreters
are necessary for meetings longer than one hour, to provide breaksfor each other. Public notices for
meeting should state that sign language interpreters will be available. For communities with a high
percentage of non-English speakers, translators or interpreters are necessary to speak with the audience,
relay questions back to the Project Team, and to supplement the handouts printed in the second language.
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Use this checklist for meeting materials and services:

. Are meeting noticesin alternative formats for deaf, hard of hearing, blind , and visually
impaired people?

. Are published meeting materials avail able prior to meeting in aternative media: large
print, computer disk, tape, or Braille?

. Are tear-off pads available saying “1 need an interpreter” printed in their native language,

and are sign language interpreters available if requested?

M eeting content also needs to be tailored to the needs of the stakeholders. If the project will potentially
affect an Environmental Justice community, or other group with common cultural traits, meetings should
be structured to accommodate their needs. Input from knowledgeable members of the community is key
when striving to tailor meeting formats and presentations to their special needs. This advice should be
obtained early in project development to help guide public outreach.

Schedule ameeting time and place that will be most convenient for the aff ected community. M eetings
should be advertised in minority or ethnic news media. The announcements should be in the appropriate
language. In alow income area, some people work more than one job and may find it difficult to attend
meetings. Many will be dependent on public transit, so meeting locations should be convenient to transit
stops. If working through the auspices of a church or other civic organization will increase participation
levels, the church social hall may be an appropriate location.

M eeting times should be convenient for the local community to attend. For religiously observant
communities, thisincludes not scheduling meetings on the observed Sabbath or religious holy days.
Multiple time periods can offer working people a choice of hours.

Vary the meeting type to obtain the most effective outreach. Although the open house format is favored
in most situations, some groups may find the structure of atraditional presentation styleto be more
reassuring. One-on-one meetings can serve as briefings for key people in the community or civic leaders.
It may be useful to schedule informal group meetings to allow a comfortabl e setting where people can
ask questions and discuss their opinions.

Other communications

Under ADA, all public agencies should have a telephone communication device for the deaf (TDD)
connected with a telephone such that messages are typed rather than spoken. If atelephone hot lineisto
be used to provide project information, make provisions for aTDD. This modem-like device connects to
atelephone and displays the typed messages on a small screen.

Web sites mugt be ADA-compliant in terms of font and presentation so that they are readable by all
users. Contact the Regional web dte coordinator or Main Office |SB for guidance on web site design.

Other project documents besides Design Reports and brochures may need to be translated into a foreign
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language if there is a significant community need: summaries, public notices meetings, advisory group
recommendations, etc. Similarly, meeting notices may be published in large print, Braille, or other
alternative mediaif required.

Non-traditional approaches

Non-traditional approaches can include any contact with the public beyond thetried and true public
meeting at the municipal building. Meetings can be held at other locations and can be more informal.
The purpose of these events is to provide project information to, and obtain feedback from, a segment of
population that is not normally well represented in traditional outreach programs. Suggestions should be
sought from community members or key people. This can be done by interviews, focus groups, or public
opinion surveys. Often it is helpful to work through established neighborhood organizations, however, be
cautious about presuming that any one group represents the entire community. Developing
relationships with groups and networking within the community is especially useful.

For more information on non-traditional approaches to public meetings, refer to Appendix Chapter A2.
Good planning will hel p foster improved special needs stakeholder parti cipation by considering:

. Location - the key factor isto be in the community, at atimeand place that is
convenient for people to visit, and likely to attract interest.
. Times - should be planned with some knowledge of the community’ s needs.

Weekends, early evenings, or multipletimes may be best to give people the flexibility
to come and go at their own schedules.

. Publicity - besides newspaper ads, people can be invited to participate informally using
posters at various locaions or announcements made at church/social events.
. Incentives - may increase participation in some circumstances. Where families may be

working multiple jobs, alicensed child care provider could be hired to provide child
care in conjunction with ameeting. If accessibility isaconcern, subsidized faresor
assistance with transportation can be provided.

. Informaion - community leaders and/or citizen’s advisory committee members working
with NYSDOT can kick off the meeting with introductions. If using videos and
simulations, also furnish materialsthat people can look through at their own pace. If a
neighborhood meeting, keep display materials simple and low-key.

. Feedback - Comments should be collected and responded to, using comment cards or
sheets to be mailed back. If necessary, provide cassette recorders so that comments may
be transcribed | ater.

. Documentation - any meeting, formal or informa, needs a memo to the fileto capture
what was presented, who showed up, what their concerns were, what information was
learned by NY SDOT, and what issuesrequire further investigation. Memosalso
document the public outreach requirements of NEPA and Environmental Justice.
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A4.3 Accommodating Special Needs in Project Development

Some special needs requirements affect not only public participation, but also specific project designs.
These substantive requirements include:

. Americans with Disabilities Act (ADA) compliance - sidewalks and other pedestrian
facilities (stairs, building entrances) are ADA compliant. For example, ramps are
provided at all intersection sidewalk transitions.

. Environmental Justice - Executive Order 12898 requires NY SDOT to avoid, minimize
and mitigate disproportionately high and adverse impacts of projects on minority and low
income communities. See Appendix B of this guide.

The affected community’ s input must be obtained in project development, and the project outcomes must
reflect that input. Designs must demonstrate that disproportionately high adverse impacts are avoided.
The prescribed sequence is to avoid, minimize and mitigate. |f avoiding adverseimpactsisfeasible,
that is the preferred action (such as achangein alignment). |f avoidance is cannot be done, then
minimizing is the next preferred action (such as adjusting the cross section to minimize right of way
impacts) .

If neither actionis possible, then mitigation isrequired. Keep in mind that when mitigation is needed,
it isnot developed solely by NYSDOT. Rather, it is a continuation of the public involvement process
with the affected minority or low -income community. The community must be an active partner in
developing any mitigation, with full and fair participation in the decision-making process. The FHWA
must also be involved when thereis the potential for Federal funds to be used for mitigation purposes.

The NYSDOT project team should identify opportunities to address special needsin the project design
solutions when they enhance benefits or reduce adverse effects for these affected stakeholders.
Addressing these specia needs meets regulatory requirements and meets the intent of context sensitive
design - using public involvement to identify stakeholder needs and incorporate them into projects
which satisfy transportation, community and environmental requirements in an optimum way.
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Chapter AS
Moving from Conflict to Consensus

A5.1 Understanding and resolving conflict

NY SDOT strivesto work cooperatively with stakeholders to incorporate community and environmental
values into transportation design solutions. Nonetheless, even the most context-sensitive projects can
have perceived or real adverse effectson stakeholders.

Some opposition is inevitable, especially on larger,
more controversial projects, or those with intense
community interests. NYSDOT needs to be able
to work constructively with those opposed to

proj ect development to productively resolve
conflicts. This section of the manual presents:

Understanding and resolving conflict:

. Opposition requires
understanding all sides.

. Work for consensus. * Concepts to help understa_\nd and
resolve conflicts with various
Build a structured decisi stakeholders.
urld a structured decision- . Developing an organized system to

making process. clearly identify how project

decisions will be made, in

will decisions be communicated to
. Solve problems by involving the stakeholders.
public. . Communication principles for
working in situations where people
. Get beyond positions into perceive that their interestswill be
underlying interests. adversely affected

. Techniques for group interaction.

Working with opposition

Successful public involvement reaches out to those opposed to NY SDOT plans.  Solving complex
transportation problems requires not only technical solutions, but also stakeholder consent. If potential
opponents are participating in the process, it's more likely that they will consent to the outcomes.

Listening to, understanding and working with opposition is necessary because:

. It isthe right thing to do, and has to be done anyway. Transportation agencies do not
generally have the power to unilaterally impose an unwanted course of action.
. It may reduce lost time and costs due to project delays.
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. It helpsto clear up misunderstandings. Much opposition is sincere, yet based on
misinformation about project impacts. NY SDOT needs to understand public concerns
and communicate about problems and needs, in order to develop responsive solutions.

Working with those opposed to a project may be difficult at times, but project opponents do not go away
if they areignored. Working constructively with them to understand their concerns and resol ve
differencesis more likely to succeed than if the opponent’ s only discussions are with the news media.

When stakehol ders have competing objectives, not all issues can be resolved to everyone' s satisfaction
with afeasible solution. Vocal opposition may persist, eventhough NY SDOT has made good faith
effortsto work with al stakeholders, including the opposition. Still, thiswillingness to work with
everyone and try to incorporate their feedback enhances our credibility in the rest of the community.
Sometimes consent, if not consensus, is enough to allow projects to advance.

Keep in mind when working with project opponents:

. Credibility matters, so the public must feel that NYSDOT istrustworthy and honest.

. Identify and address concerns early. Problemsare easier to resolve when recognized
before devel oping alternative solutions.

. Focus attention, and meet individually with those people most likdy to bear the largest

share of project impacts.
Structured decision-making

With the advent of NEPA, and NY SDOT policies such as the Environmental Initiative and CSS, public
involvement has evolved from review and comment to a more collaborative approach. Effectively using
that public input is challenging in today’s environment -  there are multiple stakeholders, conflicting
objectives, needs that exceed funds, regulatory requi rements and media scrutiny.

Without a methodical approach to applying the information gained with public involvement, the project
teammay ask “Now that we have public input what do we do with it?” Lack of consstent gpproach to
decision-making can cause:

. Public involvement to focus only on gathering opinions.
. Prematurely selecting a solution before fully understanding the problem.
. Putting stakeholder input into a*“black box ”, without clearly understanding how it will

shape project decisions.

Structured decision-making improves the devel opment process by identifying project milestones and
related opportunities for public involvement, and ensuring that the dialogue with stakeholders influences
project decisions. It isnot so much a conflict resolution technique as atool to help avoid unnecessary
conflict. It makesit lesslikely that stakeholders will feel that they’re “out of the loop” and reduces

NY SDOT uncertainty about when to get public input and what to do with it.

Simply stated, structured decision-making is planning, in advance, the decisions to be made in project
development, and how the stakeholders will beincluded. It recognizesthat there is no one single
decision, but a series of intermediate decisions during this process. Structured decision-making makes
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public involvement an integral part of project management, not an “add-on”, by determining:

. Decision pointsin the process.

. Who will make each decision.

. Who will be consulted on each decision.

. How will recommendations and comments be transmitted to decision makers..
. How will decisions and information be transmitted to other sakeholders.

Determining, in advance, these decision-making steps benefits both stakeholdersand NY SDOT by
clarifying how the process works, and also identifying decisions that need concurrence from internal
stakeholders before going to the public. Key areas include:

. Problem definition - agree on the problems and needs before devel oping solutions

. Establish evaluation framework - develop criteriato measure how well the aternatives
meet transportation, environmental, community and economic objectives.

. Alternative devel opment - include a full range of feasible alternativesthat reflect
stakeholder values.

. Alternative evaluation - using the criteria devel oped above, compare alternatives,
identify different magnitude impacts, and assess tradeoffs.

. Alternative selection - explain how public involvement affected decisions, discuss how

the selected alternative(s) best meets the project area goal's, needs and objectives.

Alternative evaluation is an area where decision-making tools can help make the best use of technicd and
community input. There are sophisticated modd s involving decision science concepts, but often all

that’ s needed is a simple rating system, consistently applied, to evaluate alternatives. Working
collaboratively, NYSDOT and other stakeholders develop evaluation criteria and performance measures
for important factors, such as acres of wetland impacted, cumulative delay in vehicle hours, or number of
adequate pedestrian crossings.

A ranking system can be applied to each criteria - including both a weighting factor that reflects
consensus on that criterid s relative importance (such as assigning 20% of the total possible scoreto
improved pedestrian access), and arating of how well it meets the performance measure (suchasalto4
scale). Thetotal score demonstratesto all stakeholders how the alternatives rank based on these agreed-
upon criteria.  Ranking systems are not a substitute for judgement, but do show the logical basis
supporting the higher ranked alternatives.

Communicating risk

The principles for communicating about risk apply directly to NY SDOT project development. If we do
not effectively communicate and address the public’s questions about project impacts (risks), then
concerns can harden into opposition.

NY SDOT does not normally have to explain physical risk factors, such as exposureto low level
radiation or coastal hurricane hazards. However, technical issues such as of safety, congestion, mobility,
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and community impacts, need to be communicated to public stakeholders in an understandabl e way.

According to the Federal Communicators Network Communicators Guide, when people hear messages
about physicd risk, they either think about the justice of the situation, or think about the physical hazard
itself. One difficulty encountered by government agencies is tending to focus on explaining the physical
hazard, such as the mathematical risk of an accident hazard, whereas the public may be more concerned
about the justice of the situation — what is the agency’ s motivation and how credible are the
spokespersons?.

To eff ective communicate about risk:

. Find out what the audience is concerned about, and listen before explaining the issue.
People may have inaccurate information, and think a certain risk is more dangerous or
immediate than it really is. However, one needs to listen to the community carefully
before explaining or correcting misunderstandings.

. Make the message easy to understand. Think about what you are trying to explain to the
public, and if it contradicts what they may aready believe, offer specific examples. If
the message is hard to believe, acknowledge that fact.

. Peopl e often care more about trust, credibility, empathy, and agency competence than the
detailed statistics.

. When communicating a message that is not intuitivey obvious (i. e., that roundabouts
are more safe), use the step-wise explanation process:
- State the message.

- State the commonly accepted theory.

- Acknowledge that the lay theory is apparently reasonable.

- Describe a familiar experience that makes the lay theory questionable.
- Explain clearly the actual theory and show how it makes sense.

Problem solving approach

Project development in today’ s society involves apartnership with NY SDOT and the community in
addressing issues and devel oping transportation solutions. Not only does NEPA require public
involvement, but this outreach forms the basis of the context sensitive approach that strives to meet both
transportation and community needs. A problem solving approach looks for win-win combinations.

Community stakeholders, local governments and the FHWA all expect consultation in project
development. The problem solving approach encourages al stakeholders to contribute ideasthat |ead
to mutually acceptable solutions. Problems are solved jointly in an atmosphere of trust, so that the
resulting project has maximum benefits.

There arethree levels a which the public can participate in project devel opment:

. Being aware - There is recognition that a potential project exists.

. Being informed - People are knowledgeabl e about project concept and details, the
transportation problemsto be addressed, and how the decision-making process works.

. Being involved - Members of the community actively engage ininfluencing decisions.
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It isat thisthird level that problems can be effectively resolved and where members of the public can put
their mark on aproject. The challengefor an effective Pl programisto have stakeholders involved at
thislevel.

Positions and Interests

Conflict can occur when people oppose element(s) of a project that go against their position. In this
situation, there may be a difference between people' s stated positions and their underlying beliefs.
Sometimesthe public is more concerned with the fairness of the process, and if NY SDOT really takes
into account public opinion, than with individual technical issues.

The concepts of principles, interests and the “triangles of satisfaction”, developed by Roger Fisher and
William Ury, in their 1981 book Getting to Y es, may help to understand this apparent discrepancy.

A position is a person’ s preferred alternative or favorite solution. It’'s the outcome or answer that is best
for that person - not necessarily for anyone else. Aninterest, in contrast, isthe underlying need or the
reason why that solution is favored.

For example, some stakehol ders may oppose a realignment alternative that has small parkland impacts,
even though it may have traffic management and safety benefits by improving a deficient intersection.
There could be a number of “interests” behind this“position”. Some people may be users of the park and
oppose impacts on a space they enjoy. Others may not be users but have concerns about transportation
agencies taking parkland. Still others may object to shifting the alignment to minimize park impacts,
resulting in significant impacts to their own neighboring property.

To address issues that the public feels strongly about, it’s necessary to go beyond peopl€’ sinitial
positions and determine their underlying interests. What are these fundamental interests? There are
three areas that all need to be addressed, so that sakeholders feel that the processis fair and the solutions
legitimate. Collectively these are described as the “triangle of satisfaction”:

. Procedural interests - the perceived fairness and transparency of the process. Isthere an
opportunity for meaningful public comment? |s there adequate time for people to review
information before being asked to make decisions?

. Substantive interests - the tangible and measurable needs. How well does the project
alleviate safety problems? What are the wetland impacts and mitigation? How will the
historic downtown area be affected?

. Psychological interests - how people are treated and how they feel about themselvesand
other parties. Does NY SDOT take thetime to answer questions? Are suggestions taken
serioudy or just brushed off? If the project schedule has dipped, has NYSDOT kept in
touch with the community?

If any element is lacking, consensus ismore difficult to reach. Agenciescould develop technical
solutions on their own, with environmental and community benefits that effectively solve the
transportation problem. But if solutions are developed internally (“We know what’ s best”) without
opportunity for the public to put their own mark on the problem definition and solution, then the
procedural and psychological interests are not met. Stakeholders don’'t seeatrue partnership. A better
approach requires effort to understand stakeholder concerns, communicate mutual needs and values, and
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willingness to participatein problem solving.

Federal and New York State laws require NY SDOT to consult with the public, obtain environmental
permits and follow satutory procedures. The Department has the ongoing responsibility to design, build
and maintain transportation facilities that safely serve the public. This participative problem solving
approach does not ignore the reality of these powers, rightsand obligations.

A5.2 Conflict resolution techniques

Facilitation

With facilitation, askilled leader helps a group
productively discussand resolve issues. Itis
useful not only for dispute resol ution, but for any
meeting where a group of people need to work
together to accomplish atask.

The facilitator encourages all participants to
expresstheir viewpoints, maintainsan orderly
discussion, and assists in finding common areas
of agreement. Effective facilitation includes:

. Neutrality - The facilitator does
not express a personal opinion,
or favor one alternative over
another. The facilitator needsto

Conflict resolution techniques:

. Facilitation or mediation can
resolve conflicts.

. Both techniques require
impartiality.

. Perceived fairness is very
important.

. Find common ground and reach

for consensus.

be seen as impartial and unbiased, so that people feel that their opinions and concerns are
fairly heard, and the discussion outcome is not predetermined. When opinions run
strong, the facilitator should be from outside NY SDOT or a staff member with no direct

project role.

. Informality - Meetings operate with afew simple ground rules, not parliamentary
procedures. People fed free to share information, questions and ideas without criticism.
A relaxed atmosphere helps to encourage open exchange of information.

. Structured discussion - The facilitator monitors the agendaand time available, keeps
the meeting on track, and makes sure that a few do not monopolize the conversation. He

or she gets the discusson started,

brings out useful information, gives al participants

the opportunity to speak, and asssts participants in identifying areas of agreement.
Topics are fully discussed and priorities established for future action.

. Recording ideas - All suggestions, questions or ideas are recorded on flip charts. An
assistant handles the recording, leaving the facilitator free to help lead the discussion.
Both the facilitator and note taker ask follow-up questions to make sure that the written
summary clearly reflects what was said. Depending on the meeting, the flip charts may
be transcribed and issued to participants in the meeting notes.

. Areas of agreement identified - Thefacilitator tries to uncover and articulate common
points of agreement wherever possible. This may involve going through a list of
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concerns with the group and asking for input on common themes. Or, the facilitator may
say “What I'm hearingis.....” towrap up or restate a point inasummary. The
facilitator does not make decisions for the group, but helps them identify common

ground and areas of compromise. Remaining disagreement areas are also summarized.

Effective facilitation can be done by people with technical or non-technical background provided they
have the training and skills. The Governor’s Office of Employee Relations (GOER) can be contacted for
the availability of facilitator training courses.

Facilitation may not work in dl situations. If agroup is highly polarized, they may not reach consensus.
People with strongly held beliefs may refuse to listen to each other’ sideas. If the facilitator isseen asa
project advocate and not impartial, people may feel that they are wasting their time. Likewise, agency
staff may bereluctant to participate if they see meetings unproductively covering the same topics over
and over without resolution.

Staff support is needed, including agenda preparation, notetaking at meetings, meeting notes and
document distribution. When a skilled neutral facilitator is not available within NY SDOT, an outside
facilitator must be hired.

Mediation

Mediation involvesthe use of askilled, impartial person to work with partieswho have subgantive areas
of disagreement. The mediator works with them to try to find common ground and reach consensus.
Unlike facilitation which is employed for many kinds of meetings, mediation is normally used when an
impasse has devel oped. Characteristics of mediation include:

. Partiesto the dispute agree voluntarily to participate in negotiaions. Stakeholders
commit to the process instead of trying to dominate other parties, or go outside of the
transportation devel opment process to the political route.

. The mediator has no authority to impose decisions. The parties are encouraged, not
required, to accept hisor her non-binding recommendations.

. All affected stakeholders are included.

. The mediator assists in developing consensus by making suggegtions for possible
compromise positions and helping in negotiations.

. The parties agree to be bound by the results. Agreements are formalized in writing,
along with meeting notes, memos and progress reports.

. Unlike most public involvement activities, negotiations are confidential .

Mediation planning begins with conflict assessment. The mediator and project team identify the conflict,
determineif itisresolvable and if mediation isthe best way to resolve theissue. If so, then the full
range of participants areidentified and invited to participate.

All concerned stakeholders need to be included. The full range of interests areincluded - area
residents, local businesses, interest groups, community organizations, facility users and local officials.
Some may chose to appoint trusted representatives for them in the mediation process, such as church
organizations as champions for the neighborhood community.
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Mediation is arranged for by NY SDOT in cooperation with the interested parties. Parties agree that the
mediator selected isimpartial and fair. NY SDOT sets up the meetings, selects and pays for the mediator,
and provides the meeting location and administrative support. Schedulesand agendas are prepared and
distributed.

Through a series of meetings, the mediator works with the parties to reach agreement. The process,
ground rules and meeting schedule are identified and agreed to in the beginning, so that everyone knows
what to expect. Everyone hasthe chance to participate and express themselves, and at the same time
parti ci pants commit to listen to each other’s concernswith an open mind. Use thisoutline

. Introductions and review of ground rules for meeting conduct.

. Agreement on the scope of the mediations, agenda and participants' s roles.

. Presentation of views and concerns by all sides.

. Restate the issues and identify points of agreement.

. Attempt to develop compromise or alternate solutions that can bridge the gap between
the parties, and continue discussions to resolve differences.

. Document agreed-upon sol utions when issues are resolved.

. Identify remaining areas of disagreement, if any.

Mediation is most suited for dispute resolution when there isan impasse. It can be expensive, especially
if an independent mediator is hired. The cost and staff time to support multiple meetings for an extended
period can be aresource drain.  The consensusreached could unrave if the partiesdon’t remain
committed to implementation. Lack of agency support can be aproblem if the project teamis reluctant
to work with competing interess.

Nonethel ess, mediation has important benefits. It can provide a gructured format where the parties
come together and work out agreements for themselves, and not solutions imposed from the outside. If
an agreement results in avoiding time-consuming litigation, the potential savingsinclude both redesign
costs and delay costs.
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Appendix B
Federal and New York State PI Regulations

B1.1 Federal Regulations

Statewide and Metropolitan Planning - 23 CFR 450.212 and 450.316

. Early and continuing public involvement isrequired in Statewide transportation
planning. Technical and policy information must be made available for public comment,
and public input must be considered and responded to in the planning process. The
needs of low-income, minority households and others traditionally under-served by
existing transportation systems must be sought and considered.

. Metropolitan Planning Organizations (MPO) mus aso have early and continuing public
involvement. A 30 day public comment period is required before adopting the
Transportation Improvement Plan (T1P) or other major action.

Early coordination and public involvement - 23 CFR 771.111

« NYSDOT has procedures approved by the FHWA to carry out a public involvement/public
hearing program pursuant to 23 USC 128 and 40 CFR parts 1500 through 1508.

« Public involvement activities and public hearings are coordinated with the NEPA process.

« Early and continuing opportunities during project development for the public to beinvolved
in the identification of social, economic and environmental impacts, and impacts associated
with relocations of individuals, groups, or institutions.

« One or morepublic hearings (or hearing opportunity) must be provided, at a convenient
time and place for any Federal aid project that:

— requires significant amounts of right of way

— substantially changes the layout or functions of connecting roadways or of the
facility being improved

— hasasubstantid adverse impact on abutting property

— hasasignificant social, economic, environmental or other effect

— or for which FHWA determines that apublic hearingisin the public interes.

« Reasonable notice to the public of a public hearing or opportunity for one, indicating the
availability of explanatory information.
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« Explanation at the public hearing of the following information:

— Project purpose, need and consistency with the goals and objectives of any local
urban planning

— Project aternatives and major design features.

— Social, economic, environmental and other impacts of the project

— Relocation assistance program and the right-of-way acquisition process

— NYSDOT proceduresfor receiving the public’s oral and written statements.

« Submission to the FHWA of atranscript of each public hearing and a certification that the
required hearing or opportunity was offered. Included with the transcript shall be copies of
all written statements from the public, both submitted at the public hearing or during the
announced period after the hearing.

Notification of document and availability - 23 CFR 771.119to 771.127

« Environmental Assessment (EA) - Interested agencies shall be consulted through scoping or
the 23 CFR 771 early coordination process. When a public hearing is held, the EA shall be
available for review at the hearing and at least 15 daysin advance of the hearing. Comments
shall be submitted in writing within 30 days of EA availability. If apublic hearing is not
held, anotice of EA availability shall be published and comments shdl be submitted within
30 days of the notice publication. After a Finding of No Significant Impact (FONSl) has
been made, anatice of availability shall be sent to affected Federal, State and local
governments and made available to the public.

« Draft Environmental Impact Statement (DEIS) - When the decision ismade to prepare and
EIS, aNotice of Intent shall be published in the Federd Register. Scoping will be done with
interested agencies to identify significant issues, the range of alternatives and impacts,
through the 23 CFR 771 early coordination process.

The Federal Register notice of DEIS availability shall establish a period of not less than 45
days for the return of comments, and where comments are to be sent. The DEIS shall be
circulated to involved agencies, public officials, interest groups and members of the public
know to have an interest.

When apublic hearing is held, the DEIS shall be availablefor review at the hearing and at
least 15 days in advance of the hearing. The availability of the DEIS shall be mentioned and
public comments requested in any public hearing notice and at any public hearing
presentation. If apublic hearingis not held, anotice of DEIS availability shall be published,
advising where the DEIS is available, how to obtain copies and where to send comments.

« Fina Environmentd Impact Statement (FEIS) - After resolution of comments, the FEIS shall
be transmitted to any persons, organizations or agencies who made substantive comments on
the DEIS or requested a copy, no later than the time the document is filed with EPA. A
notice of availability shall be published. The FEIS should be available at NYSDOT offices
and at public institutions such as local government offices and libraries.
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» Record of Decision (ROD) - The ROD shall be completed and signed by FHWA no sooner
than 30 days afer publication of the FEIS notice in the Federal Register or 90 days after
publication a hotice of DEIS, whichever is later.

Public Involvement (NEPA Regulations) - 40 CFR 1506.6 to 1506.10

« Agencies shall make diligent efforts to involve the public in preparing and implementing
their NEPA procedures. They shall provide public notice of NEPA-related public hearings,
public meetings and the availability of environmental documents. Agencies shall hold public
hearings whenever appropriate. If a DEISisto be considered at apublic hearing, it shall be
made available to the public at least 15 daysin advance. A comment period of at least 45
daysisrequired for a DEIS prior to final agency action.

Certification of Public Hearing - 23 USC 128

Any state transportation department shall certify to FHWA tha it has held public hearings or has
afforded the opportunity for such hearings, and has considered the economic, social and environmental
effects of the project. When hearings have been held, the State shall submit a copy of the hearing
transcript together with the certification and report.

Environmental Justice - Executive Order 12898

This order reaffirms the principles of Title VI of the Civil Rightsact of 1964 - no person shall on the
basis of race, color or national origin be excluded from participation in, be denied benefits of, or be
subjected to discrimination under any program or activity receiving federal financial assistance. EO
12898 requires Federal agencies to identify and address, as appropriate, disproportionately high and
adverse human health or environmental effects of their programs, policies and activities on minority and
low-income populations. Environmental Justice applies to both Federal and state funded projects.

FHWA order 6640.23, dated December, 1998 provides guidance on Environmental Justice. An analysis
must determine the adverse impact potential. Using demographic information about the affected
population and obtaining stakehol der involvement in project planning, the analysis determines if one
group is bearing a disproportionate share of the project burdens.

To address significant individual or cumulative impacts of the project, agencies must take appropriate
actions, including:

«  Proposed measures to avoid, minimize or mitigate these impacts
« Provide for community input to identify potential effects and mitigation
« Consider offsetting benefits and opportunities to enhance the affected community

« Consider alternatives with less adverse effects on the population, unless those have more
severe adverse socia, economic, environmental or human health impacts or involve
increased costs of an extraordinary magnitude.
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For further information, refer to the NY SDOT Office of Engineering draft guidance on Title VI and
Environmental Justice, dated September 2002.

B1.2 New York State Regulations

State Environmental Quality Review Act (SEQR) for NYSDOT - 17 NYCRR 15

« For actionswhich are not Type I, NYSDOT shall prepare an environmental assessment, or
commence preparation of a DEIS or a Federal DEIS. NY SDOT shall determine whether or
not to hold a hearing on the action based up the degree of interest shown by other persons
and the extent to which ahearing can aidin NY SDOT’ s decision making process.

« A minimum comment period of 30 daysisrequired for al DEISs. A minimum comment
period of 10 daysisrequired for al FEIS's.

« Notices shall befiled with NYSDOT main office and regiond office, NY SDEC main office
and regional office, chief executive office of the municipality in which the project islocated,
applicant (if any) and with agencies involved with project funding or permits. Notices shall
include the name and contact information for NY SDOT, a brief description of the nature,
extent and location of the action, abrief description of possible sgnificant effects
identified, and information on where and how copies of the subject document may be
obtained from NY SDOT. Notices are required for:

— Determination of no sgnificant effect
— Determination that a proposed action may have a significant effect.

— Notice of completion of DEIS, stating that comments on the DEIS are requested,
and will be received and considered for not less than 30 days from the date of
first filing of the notice, or not less that 10 days after the close of any hearing
held, whichever shall occur last.

— Notice of hearing, published at least 14 cdendar days in advance of the hearing
in a newspaper of general circulation in the area of potential effects.

— Notice of completion of FEIS

Eminent Domain Procedure Law (EDPL) - Article2

« Prior to acquiring property for a public project, the condemnor (i. e NY SDOT) shall conduct
apublic hearing at alocation reasonably accessible to the property owners whose property
might be acquired. Notice of the public hearing shall be given at least 10 but no more than
30 days prior to the public hearing.

« At the public hearing the condemnor shall outline the purpose, proposed location (or
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aternate locations) of the public project and any other information including maps and
property descriptions. Any person in attendance shall be given a reasonable opportunity to
present an oral or written statement and to submit documents. A record of the hearing shall
be kept including written statements submitted. The condemnor shal make its
determination and findings within 90 days after the public hearing. The determination and
findings shall specify at least the following:

— the public use, benefit or purpose of the proposed public project
— the approximate project location and reasons for selecting that location
— the general effect of the project on the environment and residents of thelocality

»  The condemnor is exempt from compliance with an EDPL public hearing when:

— A public hearing is held or offered pursuant to other law or regulation upon notice to
the public and owners of property to be acquired. (i. e. NEPA public hearing)

— Inthe opinion of the condemnor the acquisition is de minimisin nature.
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Appendix C
Public Involvement Plan Checklist

Name of Preparer: Date Prepared:

Preparer’s Functional Area:

PIN:

Route/Description:

Municipality (s):

Current Phase (check one) _ Scoping _ Phasel-IV _ Phase V-Vl __ Construction _Other

Project Schedule as of Date Prepared

IPP Approved. .. .....
Scoping Approval. . . .. Design Approval .. .......
PSRE..............
Construction Begins. . . Construction Completion. . .

1. IPP update (please attach approved IPP)

List changes that have occurred since IPP:

2. Project Data

Funding. ............ Fed-Aid NHS Fed-Aid Non-NHS
Check Project Type (s). NEPA Class| NEPA Class ||
SEQR Non-Typell SEQR Typell

Brief Description of Project Work

100% State
NEPA ClassllI|

NYSDOT person designated as community contact

Public Involvement prior to IPP (y/n)

If yes, describe

Attach relevant correspondence and/or meeting minutes.

Fill out the following as appropriate to current phase:
3. Project Scoping

PI Objectives in Scoping:



1. Identify Stakeholders
2. Inform stakeholders of project and proposed project scope/needs.
3. Gather information on the project context.

3.1 Identify Stakeholders

List Internal Stakeholders: (e.g., Regional Planning; Regional Design Group; Regional Structures
Group; Regional Landscape/Environmental Group; Regiona Traffic and Safety Group; Regional

Construction Group; Regional Maintenance Group.)

List External Stakeholders: (e.q., Municipa/County/Legislative Officials,

impacted/interested parties, special interest groups, locd citizens, traveling public)

3.2 Potential community concerns:

3.3 Communication Methods to be Used to Inform Stakeholders (select and describe):
Meetings with public officials:

Public information meetings:

Is a citizen’s advisory committee necessary?

If yes, attach description of how it will be organized, list committee make-up and affiliation, and
committee objectives.

Other public involvement techniques:

Direct mailings

News releases

Media advertisement

Kiosks

Internet

E-mail or telephone hot line

Other actions

3.4 Schedule for Public Involvement Activities (list/attach; referenceto project milestones)




4. Design

PI Objectives during Design:

Preliminary Design: Summarize information gained from Scoping. Seek consensus on
preferred alternative.
Detailed Design: Update stakeholders on progress, discuss any changes.

4.1 Information

List Internal Stakeholders: (e.q., Design (including Structures, L andscape/Environmental), Traffic
and Safety, Construction and Maintenance

List External Stakeholders: (e.g., Municipa/County/Legidative Officias, impacted/interested parties,
special interest groups, locd citizens, traveling public)

4.2 Communication Methods to be Used (select and describe as appropriate)
Meetings with public officials
Public information meetings

Meeting formats

Brochure

Visualizations

Other public involvement techniques:

Direct mailings
News releases

Media advertisement
Kiosks

Internet

E-mail or telephone hot line

Other techniques

4.3 Schedule for Public Involvement Activities (list/attach; referenceto project milestones)

5. Construction Phase

PI Objective During Construction:

Inform and maintain contact with affected residents/businesses/other stakeholders
concerning construction activity schedule and impacts.



5.1 Issues requiring continued public outreach:
Maintenance and protection of traffic (MPT)

Public education for operational features (e. g., roundabout)

Minimizing community economic impacts during construction

Post-construction community feedback

Other issues

5.2 Communication Methods to be Used (select and describe as appropriate)
Pre-construction public meeting

Public meetings during construction

Informational brochure

Media advertising

Highway message signs

Internet

Other techniques

5.3 Schedule for Public Involvement Activities (list/attach; reference to project milestones)

Notes:
1. Prepareinitial Pl Planin Scoping phase, and update as needed during project devel opment.
2. Pl activities should be commensurate with project’s magnitude and potential effects.



Appendix D
Public Meeting Checklists

Checklist for Public Meeting Location

INSPECTION DATE: TIME:
LOCATION:

DIRECTIONS:

CONTACT PERSON: PHONE:
POLICE: PHONE:
PROJECT: PIN:
DATE OF PUBLIC HEARING: TIME:

ATTENDANCE ESTIMATE (DESIGNER):

NOTES
- BUILDING ACCESS NEEDED APPROX.3 HRS. PRIOR TO START OF HEARING
- AREA MEASUREMENTS
- AGREEMENT REQUIREMENTS

CHECKLIST:
YES NO REMARKS YES NO REMARKS

FIRE EXITS

FURNITURE

ROOM CAPACITY

CHAIRS, TABLES, PODIUM, ETC.)
ACCESS(HANDICAP)

DISPLAY AREA

PARKING REGISTRATION AREA
LOCATION (TO PROJECT) STAGE AREA
INSURANCE REQUIREMENTS OUTLETS
JANITORIAL BATHROOMS
SEATING

LOCATION OF MAPS

AUDIO SYSTEM

VISUAL AIDS




Checklist of Equipment and Supplies for Public Meeting

PROJECT: PIN:

DATE OF PUBLIC HEARING: TIME:

EQUIPMENT QUANTITY SUPPLIED BY

P.A. System and Backup

L aptop Computer and Projector and Backup

Podium

Tables and chairs

Table Microphone & Extension Cords

Floor Microphone & Extension Cords

Cassette Recorder and Tapes

Plans

Easels for Signs and Plans

Directional signs to meeting room

OFFICE SUPPLIES QUANTITY YES/NO

Tape (clear & masking)

Stapler and Staples

Paper Pads (5+) and Clip Boards

Pens, Pencils and Magic Markers (thin & fat)

Water Pitcher and Cups

English and Metric Scales

Gavel

Scissors

Stamp (Date) & Pad

Sign in Sheet and Registration Cards

Clear Name Tag Holdersand Name Tags

Calculators

Fans, Lamps & Extension Cords

Pointers

Pre-Addressed Letters and List of Addresses

Project M aterials: Brochures, News Release, Real Estate
Acquisition Brochure, Design Report, Project Fact
Sheets, Photos and Visual Aids




Appendix E
Public Involvement References

Process and Techniques:

Adopted NY SDOT Public Involvement Procedures for Transportation Planning and Programming,
NYSDOT, August 1994

A Guide to Best Practices for Achieving Context Sensitive Solutions, NCHRP Report 480,
Transportation Research Board, 2002

Communicators Guide, Federal Communicators Network, December 2000

Community Impact Assessment, A Quick Reference for Transportation, FHWA-PD-96-036,
September 1996

Improving the Effectiveness of Public Meetings and Hearings, FHWA and NHI, No. FHWA HI-91-
006, January 1991

Public Involvement Techniques for Transportation Decision-Making, FHWA and NHI, No. FHWA HI-
00-25, June 1999

Regulatory Information:

Applying the Section 404 Permit Processto Federal-aid Highway Projects, FHWA-RE-88-028,
September 1988

FHWA Actions to Address Environmental Justice in Minority Populations and L ow-Income Popul ations,
FHWA Order 6640.23, December 2, 1998

Guidance for Preparing and Processing Environmental and Section 4(f) Documents, FHWA Technical
Advisory T 6640.8A, October 30, 1987

Questions and Answers about the NEPA Regulations, Council on Environmental Quality, March 16,
1981




