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Introduction
The purpose of this public 
engagement handbook is to 
establish a concerted plan to engage 
Kamloops citizens, businesses, and 
stakeholders in City of Kamloops 
planning and policy making. This 
handbook provides definitions 
and guiding principles of public 
engagement followed by practical 
tools for implementation. The final 
section of the handbook provides 
a sample case study of a public 
engagement initiative.

Public Engagement 
Background
Public engagement is based on the belief that people 
should have, and want to have, a say in the decisions that 
affect their lives. Today’s citizens are expecting to have 
more influence than traditional democratic mechanisms 
such as voting and consultation processes. Public 
engagement provides a way to do this — a way of 
reinvigorating current practices and democratic 
institutions, bringing meaning to people’s participation, 
and fostering a two-way dialogue between citizens and 
government. 

Through a well-structured process of dialogue and 
deliberation, parties who disagree may come to 
understand why others hold the position they do, which 
greatly helps in the long journey towards common ground 
or positions from which compromise is more easily 
attained. Through public engagement processes, 
relationships of trust are built.

Effective community engagement enables City Council 
to make more informed decisions. By receiving diverse 
perspectives and potential solutions, the quality of 
decisions improve and subsequently a higher standard 
of citizen service is provided. 

There is no one-size-fits-all in public engagement, nor 
does every initiative or project require public engagement. 
Each activity, policy, or program development process 
requires a unique approach and adapted tools to address 
its specific needs. Engaging citizens in a meaningful way 
first requires an understanding of the philosophy and 
vision of public engagement.

Public engagement should 
follow a logical and 
transparent process 
that allows the public to 
understand how and why 
the decision was made.  
The best way to achieve 
this is to integrate public 
engagement into the 
decision making process 
itself.
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Public 
Engagement 
Concept
Public Engagement Does:

• Involve citizens in policy or  
program development, which  
may include agenda setting and 
planning to decision-making, 
implementation, and review.

• Involve two-way communication 
regarding policy, program change 
or project development between 
government and citizens.

• Aim to share decision-making 
power and responsibility for those 
decisions.

• Include forums and processes 
through which citizens come to 
an opinion that is informed and 
responsible.

• Generate innovative ideas and 
active participation.

• Contribute to collective problem- 
solving and prioritization. 

• Require that information and  
process be transparent.

• Depend on mutual respect   
between all participants.

Public Engagement Does Not:

• Involve participants in the last 
phase of policy development only.

• Intend to fulfill “public consultation  
obligations” without a genuine 
interest in influencing the decision 
with the opinions sought.

• Conduct public opinion polls,  
focus group, and other exercises 
in isolation from specific   
initiatives, ideas, or programs.

What Makes Public 
Engagement Meaningful?
To be considered meaningful for both the public and the 
government, a public involvement initiative should meet 
the following criteria:

• Clarity of purpose. Participants must be clear on the 
role they will play in the engagement process.

• Reflective of diversity. Demographic factors such as 
gender, ethnicity, age, ability, socioeconomic status, and 
place of residence can affect interests and values.  
A public engagement process should represent the 
community’s demographic diversity and make tangible 
efforts to allow for that diversity to be reflected.

• Based on credible, balanced information.   
Participants must have balanced information about the 
major elements on any issue or initiative so they can 
refine their perspectives, voice their points of view,  
and better understand the points of view of other  
stakeholders.

• Organized and facilitated. Consultation and   
involvement processes should be facilitated by someone 
whose role it is to encourage participation that is   
respectful and equitable so that discussions stay   
focused and sufficient time is given to the most   
important issues.

• Communication of results. Results must be shared 
with the community.

The goal of effective public engagement 
is not 100% consensus or agreement. 
Successful public engagement is having 
people come away from the process either 
in support of the project/issue, or if not 
in support, coming away saying, “I don’t 
agree or support this, but I understand it.”
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These eight guiding principles for public engagement reflect the foundation for the City’s
 engagement initiatives and strategies. 

Careful Planning and Preparation 
Through adequate and inclusive planning, the City will ensure that the design, organization, and 
process serve both a clearly defined purpose and the needs of the participants. 

Commitment and Accountability 
All citizens, stakeholders, Council, City Administration and staff share the responsibility for 
providing a high quality of life for this community. The City is a responsible steward of public funds 
and is accountable for wisely choosing the means and extent of engagement and holding itself and 
others accountable for achieving optimal performance.  

Collaboration and Shared Purpose 
The City will support and encourage participants, government and community institutions, and others to 
work together to advance the common good.

Impact and Action 
The City will ensure each participatory effort has real potential to make a difference and that 
participants are aware of that potential. Adequate time will be allocated to engagement activities to 
ensure a level playing field of understanding exists to ground dialogue and decision making. 

Inclusion and Demographic Diversity 
The City will equitably incorporate diverse people, voices, ideas, and information to lay the 
groundwork for quality outcomes and legitimacy. Geographic, technological, social, financial, ethnic, 
cultural, and linguistic factors will be considered in the design of the participatory process. 

Transparency and Trust 
The City will be clear and open about the process and provide a public record of the organizers,
 sponsors, outcomes, and range of views and ideas expressed.  

Openness and Learning 
The City will help all involved listen to each other, explore ideas unconstrained by predetermined 
outcomes, and learn and apply information in ways that generate new options. The City will also 
evaluate public engagement activities for effectiveness. 

Sustained Engagement and Participatory Culture 
The City will promote a culture of participation with programs and institutions that support ongoing quality 
public engagement.

Proposed Guiding Principles and Values for 
City of Kamloops Public Engagement
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Seeking Public 
Participation 
There are several methods to obtain 
public participation in City of 
Kamloops engagement activities.

• Random. It is important to  
randomly select a sample of   
participants from the target  
population in order to legitimately 
extrapolate findings to a broader  
population. This approach has  
the advantage of reaching people 
that other methods will likely 
not reach. The City of Kamloops 
Citizen Survey is an example of a 
random sample public opinion on 
City operations.

• Purposive. If there is interest in 
the input of a specific population, 
the City will do significant   
outreach to that community. This 
may include working with other  
organizations that have an   
established relationship with the 
community of interest.

• Open. This is achieved with an 
open invitation for people to  
participate in an event. It is a  
simple first-come, first-served  
concept. 

• Self-selective. This method can  
be used in combination with 
purposive or open recruitment. 
Participants will be selected from 
those who respond to an invitation 
to create a group that represents 
the population(s) of interest to the 
public engagement goals.

Considerations for inclusivity:

 • Cultural and linguistic 
      diversity
 • People with disabilities
 • Youth
 • Seniors
 • Gender
 • Interest groups

In order to be most effective, it’s important to 
engage the public as early as possible in the 
project development process. This can have a 
tremendous positive impact by saving time and 
money and helping to build public trust and 
support for a project or issue.
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Developing 
a Public 
Engagement 
Plan
The following pages and worksheets 
are meant to serve as a planning 
guide in the delivery of successful 
public engagement.

The more complex the 
issue or project, the 
greater the need for public 
engagement.

For a sample Public 
Engagement Plan Case 
Study, see Appendix D 
(pages 30-32 ).

Select the level of public 
engagement that will best 
meet both the project’s 
and stakeholders’ needs

5

    1. Getting Started  > Workbook pages 7–11

• Define the project/issue/opportunity and identify the 
decision to be made

• Outline the constraints that govern the decision- 
making process

• Identify the internal and external stakeholders
• Determine the level of public impact
• Confirm timelines and available resources, including 

staff and budget

    2. Defining the Strategy  > Workbook pages 12–15

• Identify the process goals and objectives
• Determine the level of public engagement
• Determine the engagement methods that will be used

   3. Implementing the Plan  > Workbook pages 16–20

• Identify logistical requirements
• Create the communication and media plan
• Determine the public engagement budget
• Conduct the engagement

   4. Making the  Decision  > Workbook page 21

• Review stakeholder input and other related  
information to make informed decision

   5. Communicating  Results  > Workbook pages 22

• Inform stakeholders of outcomes, decisions and next 
steps

   6. Evaluating the Outcome  > Workbook page 23

• Report successes and challenges of public  
engagement process (debrief)

The planning process typically 
involves the following key steps:



A “How To” Workbook

Public
Engagement



workbook

1. Getting Started
• Define the project/issue/opportunity and identify the decision to be made
• Outline the constraints that govern the decision-making process
• Identify the internal and external stakeholders
• Determine the level of public impact
• Confirm timelines and available resources, including staff and budget

DEFINE the project/issue/opportunity and required decision

OUTLINE  the constraints (What is negotiable, what is not?) 
                   e.g. budget, timeline, partners
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IDENTIFY  your internal stakeholders 

Who needs to be involved? List names or departments.

Who can contribute to a solution that will meet the needs of the stakeholders and public?

How will City Council be involved?

8
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IDENTIFY  your external stakeholders 

Who do we need to involve? List names.
e.g. Individuals, public interest groups (ethnic community associations, stewardship societies),
specific demographic groups (youth, seniors), marginalized, hard-to-reach populations, industry 
associations and individual industries, scientific, professional, educational, voluntary 
associations, school board, regional, provincial, or federal government or agencies       

Is a partnering option possible with other levels of government?                     YES          NO       
Identify who and how.

Are there potential sensitivities to consider that other government                 YES          NO       
agencies might note? Explain. e.g. design, timing, or implementation

Are we striving for balanced participation by inviting diverse public               YES          NO       
opinion and groups? Provide details.
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Use the following criteria to determine likely “level of impact” of your project/issue/opportunity.  
This level of impact will help determine the required level of public engagement and methods.

        Level 1
HIGH IMPACT 
City-Wide

        Level 2
HIGH IMPACT
Local Area/Group

        Level 3
LOW IMPACT
City-Wide

        Level 4
LOW IMPACT
Local Area/Group

• High level of real or perceived impact or 
risk across Kamloops.

• Any significant impact on attributes that 
are considered to be of high value to the 
whole of Kamloops, such as the natural 
environment or heritage.

• Any impact on the health, safety or well 
being of the Kamloops community.

• Potential high degree of controversy or 
conflict.

• Potential high level of interest across 
Kamloops.

• Potential high impact on provincial or 
national strategies or directions.

• High level of real or perceived impact 
or risk on a local area, small community 
or user group(s) of a specific facility or 
service.

• The loss of or significant change to any 
facility or service to a local community.

• Potential high degree of controversy or 
conflict at the local level.

• Lower, although still some real or   
perceived impact or risk across   
Kamloops.

• Potential for some controversy or   
conflict.

• Potential for some impact, although not 
significant, on provincial or national 
strategies or direction.

• Lower level of real or perceived impact 
or risk on local area, small community 
or user group(s) of a specific facility or 
service.

• Only a small change or improvement to 
a facility or service at the local level.

• Low or no risk of controversy or conflict 
at the local level.

• Kamloops Official   
Community Plan

• Removal of a facility or 
service catering across 
Kamloops (eg. waste  
removal)

• Provision of a major   
facility (e.g. arena, arts 
centre)

• Removal or relocation of a 
local playground

• Change to or loss of  
valued activity or program 
(e.g. local youth activity)

• Increase or removal of 
parking

• Upgrade of city facility 
• Provision of a community 

wide event
• Review of community 

needs (e.g. Citizen   
Satisfaction Survey)

• Upgrade of a local   
playground

• Local street or streetscape 
upgrade

• Changes to a local   
activity program (e.g.  
timing or venue)

Level of Impact     Criteria  (one or more of the following)    Examples

10
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IDENTIFY  public engagement process timeframe

IDENTIFY  required resources 
                    e.g. budget, staff, background materials

11
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2. Defining the Strategy 
• Identify the public engagement process goals and objectives
• Determine the level of public engagement
• Determine the engagement methods that will be used

IDENTIFY  public engagement goals and objectives

What are the benefits of engaging stakeholders? Once the benefits have been identified, the 
public engagement goals and objectives will be clear and will help guide the process.

Establish good relations with the 
community. 

Provide timely, accurate, balanced, 
and easily understood 
information. 

Listen and learn about views, 
concerns, and interests. 

Consult for feedback. 

Create shared visions embraced by 
interests. 

Work collaboratively to develop 
recommendations and alternatives. 

Delegate decision making. 

Bring attention to an important issue. 

Identify a broader range of options. 

Identify areas of conflict; mediate; and 
build resolution. 

Meet the needs or requirements of a 
regulatory process. 

Help stakeholders develop their own 
plans and resolve problems and/or 
issues. 

Conform with a political decision to 
consult stakeholders. 

Manage stakeholder expectations 
effectively. 

Improve project management. 

Achieve better decisions. 

Inform stakeholders about plans and 
decisions that will affect their lives. 

Mitigate project impacts on public. 

Help stakeholders understand the 
complexities of the issue. 

Build stakeholder buy-in and shared 
ownership in the decision’s 
implementation and/or evaluation. 

Reduce delays 

Other(s) 

12
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Use the following chart to assist in determining the appropriate level of public engagement relative 
to the likely ‘level of impact’ of the project, issue or opportunity. As highlighted by the chart, 
more than one level of engagement will generally be required. It should be noted that the order of 
undertaking the different levels of engagement will vary with each project. For example, it may be 
appropriate to seek information through consultation before informing the community.

Inform

Consult

Involve

Collaborate

Empower*

Inform

Consult

Involve

Inform

Consult

Involve

Inform

Consult

        Level 1
HIGH IMPACT 
City-Wide

        Level 2
HIGH IMPACT
Local Area/Group

        Level 3
LOW IMPACT
City-Wide

        Level 4
LOW IMPACT
Local Area/Group

*Limited application that would include activities including referendums or alternate approval 
  processes.

Level of Impact Level of Engagement (any or all may apply)

13
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Having decided on the ‘level of impact,’ the next step is to determine the level of public 
engagement that is appropriate for the particular project, issue or opportunity. Not all ‘high 
impact’ projects or issues will require a high level of community involvement or collaboration, 
although some will.  

It is the responsibility of staff to understand the impact of their project or issue on the community 
and select the appropriate level of public engagement to match the situation.

Five (5) levels of public engagement have been developed based on the level of community 
involvement. These levels are based on the International Association for Public Participation 
spectrum (See Appendix A, page 24) and are defined below. 

Please refer to Public Engagement Method Descriptions (See Appendix B, page 25) for additional 
information on engagement methods.

One way communication 
providing balance and 
objective information to 
assist understanding about 
something that is going to 
happen or has happened.

Two way communication 
designed to obtain public 
feedback about ideas 
including rationale, 
alternatives and proposals 
to aid in decision-making.

• Advising the community of a situation or 
proposal.

• Informing on a decision or direction
• Providing advice on an issue.
• No response is required, although people are 

free to seek a further level of participation.

• Seeking comment on a proposal, action or 
issue.

• Seeking feedback on a service or facility.
• Requiring a response, but limited opportunity 

for dialogue.
• Option for people to seek a further level of 

participation.

                                          …continued next page

Level of
Engagement 

Definition Examples

Potential Methods 
of Engagement

Open houses   Fact sheets   Website

Letters to residents   Notice on City Page

INFORM

CONSULT

Focus groups   Survey    

Advisory groups   Open houses  

Potential Methods 
of Engagement

14
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Participatory process 
designed to help identify 
issues and views to ensure 
concerns and aspirations 
are understood and 
considered prior to 
decision-making.

Working together to 
develop understanding 
of all issues and interests 
with the intent to work out 
alternatives and identify 
preferred solutions.

Empowering the 
community to develop 
solutions and implement 
them.

• Involving the community in discussion and 
debate.

• Ensuring informed input through briefings 
and information.

• Adopting a more personal and innovative 
approach through personal contact and meet-
ings/sessions that encourage participation.

• Involving stakeholders at different times in 
the planning process, (e.g. keeping informed 
and enabling further comment.

• Establishing a structure for involvement in 
decision-making (e.g. committee)

• Enabling ongoing involvement and keeping 
informed.

• Allocating responsibility in achieving  
initiatives.

• Establishing a process that allows the public 
to make an informed decision.

• Placing the final decision making in the hands 
of the public.

Level of
Engagement 

Definition Examples

Tours/field trips  World cafes

Open space meetings   Deliberative polling

Potential Methods 
of Engagement

Potential Methods 
of Engagement

Charrettes   Consensus building   

Expert committees   Citizen advisory committees

Potential Methods 
of Engagement

Ballots     Citizen juries

Referendums 

Confused about these methods? 
Please refer to Appendix B – Public 
Engagement Method Descriptions 
for enhanced descriptions and 
considerations.

COLLABORATE

INVOLVE

EMPOWER

15
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3. Implementing the Plan 
• Identify logistical requirements 
• Create the communication and media plan
• Determine the public engagement budget
• Conduct the engagement

Use the following checklist as a guideline to identify your logistical requirements.

FILL OUT  the public engagement logistics checklist

PROJECT/PROCESS:

DATE:       TIME:  

Facility name:

Location:

Facility contact person:  

Phone number:  (         )      Email:  

Rental fee:  $       Occupancy size:

Wheelchair accessible: Yes  No         Restrooms                   Parking

Contact person:  

Phone number:  (         )      Email:  

Time of delivery: 

Items ordered:

Contact person:  

Phone number:  (         )      Email:  

Person Responsible Completion Date

BOOK FACILITY

Person Responsible Completion Date

ORDER REFRESHMENTS

Person Responsible Completion Date

PREPARE MEDIA CAMPAIGN

Estimated Costs:

Estimated Costs:

Estimated Costs:

16
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Person Responsible Completion Date

STAFFING

Person Responsible Completion Date

PREPARE MATERIALS

Person Responsible Completion Date

PLAN LAYOUT

Person Responsible Completion Date

SUPPLIES

         Identify staff to participate    Assign roles 

         Provide Facilitation Tip Sheet and Checklist (see Appendix E, pages 33-34)

Handouts, other informational materials

Display materials (poster boards, 

powerpoint presentations, etc.)

Sign-in sheets

Name tags

Signage for outside to identify presence

Participant evaluation forms

Number of tables for displays

Number of tables for participants

Registration table

Flipcharts with paper

Flipchart markers

Pens

Refreshment table

Head table

Box for completed evaluation forms

A/V equipment (projector, laptop, screen, 
mics, etc.)

17
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Estimated Costs:

Estimated Costs:
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Once you have defined your public engagement process, you can proceed with identifying the 
communication methods that will help you reach your public engagement and participation goals. 

Print ads

Radio ads

TV ads

Banner ads on web

City website

Topic-specific interactive mini sites (dedicated pages within City website)

City Page

Media release

Direct mail piece

Staff briefing on City messaging regarding local issues

Issue notes (backgrounders) for staff and Council

Site display - notification signs of impending change/action, such as 

     proposed zoning changes

Newsletter

Displays in other locations (e.g. info booth at a fair)

Pamphlet/postcard info piece

Personally addressed letter containing information about a major City 

     initiative

One-page flyer/poster

Communication REQUIRED?

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     YES         NO

     

YES         NO

     YES         NO

     YES         NO

     YES         NO

     

     YES         NO               

OTHER: 
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Consultants/Contractors

 Public engagement consultant

 Communications consultant

Data gathering

 Public opinion polls/surveys

 Online surveys

Technical requirements

 Computer analysis process

 AV Equipment

Logistics

 Facilities

 Refreshments

Communication

 Advertising

 Website development and maintenance 

 Web-casting sessions

 Print materials

 Presentation materials

           SUBTOTAL:

Project team costs

Special event HR costs

Additional internal consulting costs

           SUBTOTAL:

           SUBTOTAL:

       TOTAL:

19

CREATE  the public engagement budget

Hard Costs PROPOSED BUDGET FINAL COSTS

Soft Costs PROPOSED BUDGET FINAL COSTS

Other PROPOSED BUDGET FINAL COSTS

Account code(s):
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CONDUCT  the engagement

After the public engagement planning is complete, it is time to implement the engagement 
methods. Through careful planning, adequate time and resources will have been allocated to 
undertake the public involvement allowing for meaningful participation and input. For example, 
if surveys are utilized, background material will be available to help inform respondents. If open 
houses are offered, sessions will be held in a location near the impacted group and hosted by 
knowledgeable staff/experts. 

The goal of all public engagement methods is to provide participants with an experience that is 
welcoming, easy to participate in and efficient. It is important for the City to consider these factors 
when undertaking its public engagement initiatives. 
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4. Making the Decision 
Once all stakeholder input has been collected, it is time to make a decision on the project/issue/
opportunity. You will want to review all public input received as well as other critical information 
you have researched or collected to help you and other decision-makers determine the course of 
action. At this point, you should also review the decision to be made and constraints identified at 
the start of the public engagement process (page 8) to determine if these points remain valid 
or have changed during the process. You will also want to confirm that adequate stakeholder 
participation and input was achieved during the public 
engagement opportunities. This review may result in 
amendments to the project or issue leading to a new course, 
which may also require additional public engagement based 
on this new direction.
 
Once you have made a decision, it is very important that you 
communicate the result, rationale for the decision, and next 
steps with stakeholders as outlined in the next section.

There may be benefits 
and opportunities for 
some components or 
stages of the project to 
be at a higher level of 
public engagement.
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5. Communicating Results 
Once you have completed your public engagement process, it is important to inform internal and 
external stakeholders of outcomes, decisions and next steps. Stakeholders value the follow-up and 
rationale for the decision. Effective reporting to the public should include: 
 • what decisions were made 
 • why those decisions were made 
 • how public input was used 

Communicating results – things to consider

Who do you need to communicate the decision and rational to?

How do participants, decision-makers, and others (e.g. media) wish to receive the 
information?

How will you report the findings from your engagement process? What findings 
will you present? What format will you use? (e.g. online, electronic or printed report; 
detailed or summary document) How will you promote and distribute your findings?

How will you manage feedback/reaction to the decision and rationale?

22

Whenever possible, the follow-up 
reporting should be released 
through similar communication 
methods used throughout the 
public engagement process.
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6. Evaluating Information 
Once you have completed your public engagement process, it is important to determine its 
effectiveness and how it may be improved in future. It is recommended that the Public Engagement 
Lead and Project Lead complete the following evaluation worksheet together and share with project 
team.

Evaluation tool for internal use

  1. The public engagement process was followed. 

  2. The issue/question was clearly defined before starting.

  3. Constraints were assessed and dealt with appropriately.

  4. The level of engagement was applied effectively.

  5. The outcomes were achieved satisfactorily.

  6. A public engagement lead for the process was identified early.

  7. Support from colleagues was evident throughout.

  8. Appropriate stakeholders were identified.

  9. A variety of techniques were considered to reach and involve stakeholders.

10. Identified stakeholders participated. 

11. The public involvement was appropriate and added value.

12. The reporting process was developed and administered.

13. Project results were communicated to all stakeholders.

14. Time spent by staff in preparation, delivery, and follow-up:

 a) Number of hours estimated 

 b) Were these estimated hours budgeted? 

 c) Number of actual hours 

 d) If a gap, why? 

15. Budget

 a) Estimated costs (staff time plus other) $ 

 b) Were these estimated costs budgeted? 

 c) Actual costs $ 

 d) If a gap, why? 

16. What can be improved for next time?

17. What went well, and would you do it again?

1 = No    2 = Partially    3 = Yes

23
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Public participation goal Promise to the public Techniques

Appendix A  IAP2 Public Participation Spectrum 

To provide the public with 
balanced and objective 
information to assist them 
in understanding the 
problem, alternatives, 
opportunities, and/or 
solutions.

To obtain public feedback 
on analysis, alternatives, 
and/or decisions.

To work directly with the 
public throughout the 
process to ensure that 
public concerns and 
aspirations are consistently 
understood and considered.

To partner with the public 
in each aspect of the 
decision, including the 
development of alternatives 
and the identification of the 
preferred solution.

To place final decision 
making in the hands of the 
public.

• Fact sheets
• Web sites
• Open houses  

• Public comment
• Focus groups
• Surveys
• Public meetings

• Workshops
• Deliberative 
   polling 

• Citizen advisory 
   committees
• Consensus 
   building
• Participatory 
   decision making  

• Citizen juries
• Ballots
• Delegated 
   decision

We will keep you informed.

We will keep you informed, 
listen to and acknowledge 
your concerns and 
aspirations, and provide 
feedback on how public 
input influenced the 
decision.

We will work with you to 
ensure that your concerns 
and aspirations are directly 
reflected in the alternatives 
developed and provide 
feedback on how public 
input influenced the 
decision.

We will look to you for 
advice and innovation in 
formulating solutions and 
incorporate your advice and 
recommendations into the 
decisions to the maximum 
extent possible.

We will implement what you 
decide.

INFORM

CONSULT

INVOLVE

COLLABORATE

EMPOWER

SOURCE: International Association for Public Participation (IAP2)

Increasing Level 
of Public

Engagement

24
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Method Description Considerations

Appendix B Public Engagement Method Descriptions 

Advisory 
committees

Charrettes 

Citizen 
juries

Advisory committees are 
representative of a broad range of 
stakeholders and provide advice or 
guidance in a range of areas. They 
are tasked with providing advice and 
guidance to Council, in particular on
priority subjects.

A charrette is an intensive multi-
developmental process using a team 
of experts that meet with community 
groups, developers and neighbours 
over a period from a few days to 2 
weeks, gathering information on the 
issues that face the community. 
Charrettes are often conducted to 
design such things as parks and 
buildings, or to plan communities or 
transportation systems. The charrette 
team then develops solutions 
resulting in a clear, detailed, realistic 
plan for future development.

The Citizens’ Jury method is a means 
for obtaining informed citizen input 
into policy decisions. The jury is 
composed of 12–16 randomly 
selected citizens, who are informed 
by several perspectives, often by 
experts referred to as ‘witnesses’. 
Jurors then go through a process of 
deliberations where subgroups are 
often formed to focus on different 
aspects of the issue. After a series of 
focused discussions, jurors produce 
a decision or provide recommenda-
tions in the form of a citizens’ report. 
Usually a 4–5 day process.

• It is important to ensure that advisory  
committees are truly representative of the  
community. Examine the demographics of  
the group and take steps to recruit more   
participants from groups that are being left 
out.

• Advisory committees should have a clear 
Terms of Reference and be aware of the  
level of decision-making responsibilities 
they hold.

• A staff member should work with the  
advisory committee to provide support and 
guidance.

• The process is intensive and can be   
expensive, usually lasting several days and 
involving experts and specialists, including 
a trained charrette facilitator.

• The process operates with general sessions, 
small work groups, report backs to the large 
group, and feedback sessions with, or  
presentations from technical staff or  
decision makers.

• Decision makers work with participants to 
achieve reasonable and feasible decisions, 
by identifying reasonable constraints,  
teaching relevant design principles, and 
offering professionals insights to the   
ramifications of different design   
approaches. 

• Process requires significant resources and 
time commitment for participants and  
organizers.

• Small size of group and their non-  
intimidating nature allows for innovative 
ideas and active participation.

• Brings legitimacy and democratic control to 
non-elected public bodies.

25



appendices

Method Description Considerations

Deliberative 
polls

Expert 
committees

Focus 
groups

Key 
informant 
interviews

Kitchen 
table 

discussions

Deliberative polls are a large random 
interview sample, and eventual 
participation in a weekend face-
to-face discussion group, which is 
founded on a background reading 
package of impartial and balanced 
reading materials. The discussion 
phase includes both deliberation 
and interviews of experts and public 
officials.

Expert committees help to identify 
the important questions, provide 
unbiased information, and review 
recommendations.

Focus groups are small group   
discussions with six to eight   
participants. An established format 
and a trained facilitator can   
effectively “dig deeper” for   
participants’ insights.

Interviews are excellent ways of 
gathering initial information and 
learning about specific situations.

Kitchen table discussions, also known 
as “coffee klatches”, are informal 
meetings of community members 
(without staff involvement) to discuss 
certain issues and share feedback. 

• A deliberative poll is especially useful  
when the public is likely to have little  
information on the issue or when a policy 
choice depends on trade-offs between  
competing choices.

• Needs a large number of participants  
(250–600) and is costly.

• Experts should be sought for a range of 
areas to provide a balance of perspectives, 
such as technical and socio-economic.

• Information from experts should be  
"translated" into simple language before 
being shared with the wider community. 

• Skilled facilitators are essential to   
encouraging better levels of discourse.

• If you are doing more than one focus group, 
it is essential to have the same process  
and questions so that the results are  
comparable.

• An honorarium should be provided to  
participants for their time.

• An interview requires an established format 
with a set number of questions. Do not be 
tempted to have too many questions, as 
people will inevitably speak for longer than 
expected. Four to six questions are more 
than enough.

• It is useful to share your notes with the 
interviewee afterwards to ensure that you 
captured all the main points.

• More than one interview should be done 
with each interest group to make sure that 
the information gathered is representative 
and valid. 

• Preparing a good kitchen table guide is 
essential — this guide would include  
background information, discussion   
questions, and a form for completing  
feedback and sending back to the project team.

• It can be difficult to get a significant level 
of uptake on kitchen table discussions, as 
these are mainly community-driven.
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Method Description Considerations

Online 
forums

Open 
houses/

Community 
fairs

Open Space 
Technology 

(OST)

Presentations

Online forums are web-based 
discussions that can occur in real 
time or over a period of time and 
are complementary to face-to-face 
engagement.

Open houses were traditionally static, 
information sharing events; however, 
by including interactive stations, 
entertainment, and other ways of 
providing input, they can be exciting 
and appealing to a wide range of 
people.

OST is an approach for hosting meetings 
focused on a specific and important 
purpose or task, but beginning 
without any formal agenda beyond 
the overall purpose or theme. 
Participants create the agenda 
themselves at the beginning of 
the session by sharing their most 
important issue in a “Marketplace of 
Ideas” and self-organizing into groups 
based on these issues.

Presenting to organizations 
throughout the community is 
an excellent way of building 
relationships and doing outreach.

• Participant guidelines are essential and 
these instructions should be simple to  
understand. 

• Forums need to be moderated in order to 
vet the input and keep the discussions  
focused.

• The amount of real-time forums should be 
limited to allow for participation from a 
wide range of people.

• There may be a risk of overwhelming  
participants with too much information. 
Make sure that displays are visually   
appealing and only share the information 
that is important.

• Staff at the open house should be well 
briefed prior to the event.

• Staff should discuss the issues and options 
with attendees but not show bias while  
gathering input.

• Open houses can offer a range of other 
engagement exercises as separate “stations” 
within the larger event.

• OST is a self-organizing practice that invites 
people to take responsibility for what they 
care about. It is an innovative approach  
to creating whole systems change and 
inspiring creativity and leadership among 
participants. 

• Presentations are most likely to be well 
attended if they piggyback onto existing 
meetings.

• Make a special effort to meet with groups 
that are harder to engage, such as   
immigrants and youth, as they are often 
under represented in public processes. 

• Ensure that your presentation is short  
and simple, as there will likely be many 
questions. Do not overwhelm your audience 
with too much information or jargon. Speak 
clearly to your audience.

• Provide handouts so that people can review 
later.
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Method Description Considerations

Surveys 
(mail/phone/

online)

Task forces

Workshops

World Café

Surveys are a good way of getting a 
snapshot of opinions across a wide 
range of demographic groups. 

A task force is a committee charged 
with a specific task (deliverables) 
under specified deadlines.

Workshops can be either small or 
large, and are structured events with 
a set process to facilitate discussion 
on specific topics.

World Cafés enable groups of people 
to participate together in evolving 
rounds of dialogue with three or 
four others while remaining part 
of a single, larger, and connected 
conversation. 

• The level of statistical validity depends on 
the type of survey you undertake. Generally, 
it is harder to get a representative sample 
or statistical validity from online surveys, 
although they are easy and affordable to 
organize; however, they are good ways of 
engaging with youths, working people,  
and anyone who would not otherwise  
participate.

• Mail and telephone surveys can be more 
representative; however, they are quite  
expensive to arrange due to the costs of  
carrying out the surveys and coding the 
results.

• Task forces should be kept small, with clear 
guidelines.

• A staff member should work with the task 
force to provide support and guidance.

• No more than 25% of the workshop   
time should be dedicated to providing  
information.

• Ensure that larger workshops offer   
opportunities for everyone to participate, 
through regular small group discussions.

• Begin with a clear idea of the desired out-
comes, both when planning the event and 
when communicating with participants.

• Participants should have an opportunity to 
provide feedback.

• Circulate the summary of the workshop  
to participants and articulate how the  
information will be used.

• Small, intimate conversations link and build 
on each other as people move between 
groups, cross-pollinate ideas, and discover 
new insights into questions or issues  
that really matter in their life, work, or  
community.
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Facility Room Capacity Uses

Hal Rogers
2025 Summit Drive

Heritage House
100 Lorne Street

Interior Savings 
Centre
300 Lorne Street

McArthur Island 
Sports Lounge
1165 Island Parkway

Old Courthouse
7 Seymour Street West

Parkview Activity 
Centre
500 McDonald Avenue

TCC
910 McGill Road

Valleyview Hall
2250 Park Drive

Yacht Club
1140 River Street

130

Upper Lounge:
115

Parkside Lounge:
374

Sports Lounge:
325

Main Floor:
100

2nd Floor

Activity/Meeting 
Room: 60

Small Lounge: 15

Meeting Room 
A, B, C, or D
Each room 

theatre style: 60
All (4) rooms as one
theatre style: 250

Upstairs Meeting 
Room: 50

Full Facility (kitchen/
meeting room): 70

115

Weddings, Receptions, Meetings, Preschool 
programs, Art Workshops

Senior’s Groups, Meetings, Small parties 
(with approval from Facilities staff)

Banquets, Workshops, Meetings

Banquets, Workshops etc.

Arts and Cultural events, Weddings, 
Receptions (with approval from Arts, 
Cultural and Heritage staff)

Preschool programs, Meetings, Workshops

Meetings

Meetings, Receptions, Workshops

Meetings, Receptions, Workshops

Rainbow preschool, Meetings, Dance group

Small Reception/party, Meetings (anything 
requiring kitchen facilities)

Weddings, Receptions, Meetings

All Room Capacity Numbers above are based on maximums permitted by the City of Kamloops and/
or Fire Regulations. Please contact the numbers below for capacities of various set-ups.

Contacts for:
  ISC or McArthur Island Sports Lounge - 250-828-3335
  TCC Meeting Rooms - 250-828-3580
  All Other Facilities - 250-828-3506
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Appendix D  Sample Case Study

Getting Started
Project Description: As part of the City of Kamloops’ arterial road reconstruction program, 
pedestrian master plan and bicycle master plan, XYZ Street between 1st Street and 2nd Street has been 
identified for reconstruction in 2014. 

Decision to be made: Which road reconstruction options/components will be incorporated into the 
final road design (ie. sidewalks (one or both sides), multi-use pathway, on-street parking, bike lanes, 
curb extensions, improved lighting, bus stop improvements, environmentally-friendly drainage 
solutions, etc.). Stakeholder input and feedback is desired to help determine these components.

Potential project constraints: Budget, construction timeline, road width, location of existing 
infrastructure and driveways. (Note: Ensure that potential options/components that are presented to 
external stakeholders take these constraints into consideration.) 

Stakeholders:
Internal: Public Works; Design; Transportation; Traffic; Business and Client Services
External: XYZ Street residents; XYZ Store owner; middle school and elementary school students, 
teachers, parents; Church administrator; government funding agency

Level of public input: Level 4 – lower impact, local area

Timelines/resources:
Public Consultation – 2013
Road Design – 2013
Construction – 2014

Project budget: $3.5 million     

Defining the Strategy
Public engagement goals and objectives: Establish good relations with the community; listen and 
learn about the views, concerns, interests of the community; consult for feedback; manage stakeholder 
expectations effectively; help stakeholders understand the complexities of the issue; build stakeholder 
buy-in and shared ownership in the decision’s implementation; reduce delays.

Level of public engagement: Consult

Engagement methods: 
a. External stakeholder questionnaire to gather input 
b. Public open house to report back to external stakeholders on final road design, construction 
     timeline/details, budget  

XYZ Street Reconstruction Project – Public Engagement Plan
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Implementing the Plan
Logistics:
 Survey design and distribution to stakeholders (mail)
 Open house details
 • Venue (Middle School located on XYZ Street)
  - Directional signage outside and inside venue directing people to the room
 • Weekday evening (7 – 9 pm)
 • 5 display boards
  - Background project info, budget, construction timeline
  - Survey results (graph format)
  - Final road design 
  - Cross section views
  - Photos/graphics of key features (bioswale, lighting, multi-use pathway, parking etc.)
 • City staff in attendance to welcome people/answer questions
 • Notetaker/sign in sheet
 • Refreshments

Communication/media plan:
 Survey (sample attached) 
 • Mailed to all external stakeholders; include deadline date plus City contact info 
 Open house
 • Invitation mailed to all external stakeholders (2 weeks prior to open house)
 • City Page, City website, print ads – notice of open house
 1 month prior to start of construction
 • Letter mailed to all external stakeholders, plus notice in XYZ store and church, advising of 
    tentative construction schedule
 • Letters sent home to parents of XYZ school advising of tentative construction schedule
 • Media release issued 

Making the Decision
  Review external and internal stakeholder input
  Review project constraints identified at the start of the process
  Incorporating stakeholder input and project constraints, finalize road design
   
Communicating Results
Outcomes, decisions and next steps:
  Inform external stakeholders (and public) of decision (final road design) through open house, 
     City website;
  Utilize City Page notices and City website to advise the public of road closures/detours, re-routing 
     of transit during construction;
  After construction, hold grand opening event onsite (invite stakeholders, plus local government 
     officials/staff, funding agency, media)      

Evaluating the Outcome
Internal stakeholder debriefing session: Determine what worked and what didn’t work with 
regards to the public engagement process. 
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As part of the City’s arterial road reconstruction program, pedestrian master plan and bicycle master 
plan, XYZ Street between 1st Street and 2nd Street has been identified for reconstruction in 2014. 
As we begin the design phase of the project, we welcome input from XYZ Street residents, business 
owners, and other stakeholders.  

We invite you to complete this comment sheet and return it in person, by mail, by fax, or by email by 
November 1, 2013. Your input will be considered, together with technical and budget considerations, 
during the development of the reconstruction plan.

In 2014, the City will present the proposed XYZ Street reconstruction plan to the neighbourhood at a 
public open house.  

1. Please indicate your level of support for each of the following potential options as they pertain to 
    XYZ Street (circle your choice):

 1 = In Favour    2 = Somewhat in Favour    3 = Not in Favour    n/a = No Opinion

a)  Raised sidewalks on one side of the street 1 2 3 n/a

b)  Raised sidewalks on both sides of the street 1 2 3 n/a

c)  Separated multi-use pathway on one side of the street  1 2 3 n/a

d)  On-street parking  1 2 3 n/a

e)  On-street parking directly in front of my house 1 2 3 n/a

f)   Landscaping/boulevard green space (e.g. trees, shrubs, grassy area, and/or decorative paving) 

 1 2 3 n/a

g)  Bike lanes 1 2 3 n/a

h)  Painted crosswalks 1 2 3 n/a

i)  Curb extensions (bump outs) at intersections 1 2 3 n/a

j)   Improved street lighting 1 2 3 n/a

k)  Bus stop improvements 1 2 3 n/a

2. Of the options listed above, please identify your top three priorities:    _____     _____     _____
3. Comments (continue on back, if necessary): 

 
4. Address (optional): 

If you have any questions, please contact Susan Smith, Project Manager, at 250-828-0123 
or ssmith@kamloops.ca. Please send your completed comment sheet by November 1, to:

City of Kamloops, Attention: Susan Smith, P.Eng.
955 Concordia Way, Kamloops BC  V2C 6V3

Fax: 250-828-1234   |   Email: ssmith@kamloops.ca

XYZ Street Reconstruction Project – Public Comment Sheet
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Appendix E  Facilitation Tip Sheet and Checklist 
Meetings or events where stakeholders are brought together to provide input or ask questions about 
an issue are generally more effective and more efficient if they are facilitated, particularly if the issue is 
controversial. A facilitator manages the meeting, keeps conversations on track and ensures each 
participant’s voice is heard. This tip sheet will provide some information on how to accomplish these 
tasks. 

What is Facilitation? What is the Role of a Facilitator? 
The definition of facilitate is “to make easier” or “to help bring about”. The role of the facilitator is to 
help the participants work together by providing and managing the meeting process or structure, while 
the participants remain focused on the meeting content. The facilitator keeps the process on track and 
moving forward with all participants engaged, making best use of time and resources.
  
An effective facilitator quickly establishes and builds trust with the group through honesty and 
transparency in his/her communication. Facilitators must know what questions to ask, when to ask 
them, and how to structure questions to get good answers without defensiveness. Facilitators should 
know how to rephrase or reframe questions and comments, giving positive reinforcement, encouraging 
contrasting views, including quieter members of the group, and dealing with domineering or hostile 
participants.
   

   Before the Meeting:

 • Know who the meeting participants will be, and which 
    community groups will be represented;
 • Understand the purpose of the meeting and the 
    desired outcome. What will a successful meeting look 
    like?; 
 • Together with the project manager, establish a 
    structure for the meeting and confirm the 
    agenda; 
 • Select and design a process and agenda for the 
    meeting that will help participants to engage 
    effectively and provide the feedback required. Have  
    a plan but be willing to be flexible in response to the 
    situation; 
 • Set up the meeting space, and ensure that other 
    logistical details have been taken care of; 
 • Provide adequate notice of the meeting, its purpose 
    and agenda to participants. 

  GOOD FACILITATORS
• Value people and their ideas
• Think quickly and logically
• Are excellent communicators
• Are active listeners
• Avoid jargon or acronyms
• Speak clearly, at a   

moderate pace and an  
appropriate volume

• Guide the discussion, but 
don’t lead it

• Raise questions to bring out 
different viewpoints

• Restate ideas when the  
person presenting them is  
not clear

Facilitator’s Checklist
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           During the Meeting:

 • At the beginning of the meeting, with the group:
  - Review the purpose and the expected outcome of the meeting
  - Review the ground rules/expectations*
  - Review the items for discussion and the time line; 
 • Be very clear about your role as a facilitator. During the meeting, maintain eye contact with 
    participants. Try not to talk too little or too much. You are there to bring out the views and 
    contributions of participants. Stimulate discussion in the group when needed, asking the     
    right questions and providing context for the discussion; 
 • Be sure that everyone is heard and able to participate fully. Know when to draw in those 
    who may not be participating initially, and prevent others from dominating — to ensure that 
    all voices are heard; 
 • Summarize when necessary and build on the contributions of the participants; 
 • Keep the discussion on topic. Be aware of when the group is off topic or confused and when 
    structure may be needed; explain, summarize and help to paraphrase participants’ input 
    when necessary; decide when to extend a discussion and when to move the group onto the 
    next topic; remind the group when they are off subject; 
 • Prepare to work through conflicts between participants by creating trust within a “safe space”;
 • Stick to the pre determined timeline; 
 • At the end of the meeting, provide closure and reiterate action items/next steps;
 • Ensure that a proper record/minutes are kept of the meeting (e.g. record of discussion, 
    decisions made, next steps, action items). Ensure accuracy. 

*GROUND RULES
Ground rules help meeting participants 
establish appropriate ways to interact 
with each other during the meeting and 
encourage positive group interaction. 
The rules do not have to be extensive. 

Here are some examples:
• Listen to and show respect for the 

opinions of others
• Follow the agenda — stay on track
• The only stupid question, is the one 

that isn’t asked
• No disruptive side-conversations
• Cell phones off



For further information and assistance: 
Business & Client Services
(250) 828-3572
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