
Public Engagement Checklist                                                                                         
This public participation checklist was created to use as a guide to satisfy the public participation 
process for the state’s plans and programs. This document can be shared with stakeholders, staff, 

or 3rd party vendors to set expectations for an outreach event or could be identified in a public 
engagement plan. This checklist was created in accordance with the Public Participation Plan, as 

well as best practices for public participation.  

 
Goals and Objectives 
 Information dissemination: Promoting the broadest understanding of the state's plans 

and programs 
 Targeted consultation: Offer ample opportunities for interested parties to identify and 

provide valuable input during the development process 
 General participation: Public input obtained should be used to help advise the SPC’s 

planning and decision-making process to encourage involvement from the public and 
stakeholders 

 
1. Planning and Preparation 
 Identify Americans with Disabilities Act (ADA) compliant venues (Governor’s 

Commission on Disabilities) 
 Identify populations with high limited English proficiency and develop a system to 

provide those services 
 Engage with groups that focus on low-income neighborhoods to advertise 

engagement opportunities, inform engagement strategies, and to host meetings for 
engagement 

 Conduct an equity assessment of high priority, high impact agency programs, 
policies, and processes 

 Physical and digital posting (Secretary of State) of the meeting's agenda at least 48 
hours in advance (See Appendix C on page 46 of Public Participation Plan) 

 Use of RIDSP extensive contact list to maximize the inclusiveness of participation 
 Offer virtual/ hybrid meeting options 
 Engage with community leaders early 
 

2. Equitable Access/ Outreach and Communication 
 Translate all announcements and materials into Spanish 
 Ensure all meeting locations are ADA accessible  
 Ensure all online engagement materials and opportunities are 508 Compliant 
 Partner with Community-Based Organizations who focus on marginalized groups to 

advertise engagement opportunities.  

https://planning.ri.gov/sites/g/files/xkgbur826/files/2024-03/PPP_20240314_FINAL_1.pdf
https://www.section508.gov/manage/laws-and-policies/


 Ensure meeting locations are accessible by public transportation (within 1/4 mile of 
bus stop or on bus line) and near low-income neighborhoods. 

 Hold pop up locations near services for people experiencing homelessness. 
 Updates in RIDSP newsletter about events. 
 Update RIDSP website to reflect public participation outreach events. 
 Collect emails from previous engagement on the project. 
 

3. Event Facilitation 
 Welcoming remarks, explanation of purpose, and how information will be used 
 While funds are limited to do so, provide food at public workshops whenever possible 
 Consider childcare options at events likely to have kids, or provide child-appropriate 

engagement activities 
 Have interpreters available at public engagement events if the event is located in an 

area with a large population that speaks a different language 
 Facilitate inclusive discussions through small breakout sessions, open houses with 

activity stations (visual and low-pressure engagement), idea/ comment boards, 
interactive maps with sticky-note voting (good for visual learners), and digital 
surveys (expands reach beyond attendees)  

 Collect inputs: track spoken comments, written comment forms, and use tools such as 
polls 

 Interactive activities: include ways for people to engage without having to speak or 
write a long comment, such as voting jars, sticky notes with prompts, or multiple-
choice questions 

 Monitor time: ensure agenda elements remain on schedule 
 Note attendance: collect number of participants, demographic summary, and 

stakeholder group classification through feedback surveys 
 Encourage outreach for those unable to attend post meeting submission of comments 
 At closing: explain next steps, how feedback will be documented, and how and when 

results will be published 

 
4. Post Meeting Processing and Reporting 
 Transcribe comments, scan forms, download digital input 
 Summarize feedback: develop a summary report: highlight issues raised, frequency, 

and concerns of underrepresented groups 
 Provide response to comments: indicate which comments will be considered, which 

may not, and why 
 Make summary responses publicly available: Publish on website and email mailing 

list 



 Evaluation: Compare participation to goals, assess diversity of participation, mode 
effectiveness, and overall success of participation 

 Archive records: ensure all documents, recordings, meeting materials, and comment 
logs are publicly available 

 
5. Continuous Improvement 
 Update engagement strategies: based on outcomes, refine outreach channels, adjust 

timing and venue, and expand languages/ accessibility if participation from certain 
groups were low 

 Track long term metrics: over multiple engagements, track participation diversity, 
input volume, impact on decision making, and feedback satisfaction (Attendee 
Feedback Survey) 

 Document how engagement influenced planning outcomes 

 

 

 

 

 


