GMP Dynamic Sourcebook - Appendix D: Public Involvement

D.5  Public meeting (Open House) - D.5.b Preparing for the Session

Meeting Setup – Staffing Needs and Roles

Staffing requirements will vary based upon the size of your venue, expected participation, and staff available to help. Staff should be clearly identifiable whether in uniforms (meeting coordinator decision) or wearing easy-to-read nametags, vests, ball caps, or some other distinctive look. Generally you will need the following:

Setup:

· Will be accomplished by the staff working the meeting.

Floaters Role:

· Circulate among the stations having light or in-depth conversations as they encounter people

· May want to begin evening near the video to welcome people and encourage them to actively participate in the listening sessions.

· Media public statement and/or interviews.

Unassigned Additional Staff:

These staff could float and pitch in to help where ever the need becomes obvious—such as adding chairs to listening stations, helping to direct people, etc.

Registration table:

Staff:

· 2–3 people

Role: 
· Welcome people, 

· Get them signed in (request they print their information so that it is legible), 

· Answer very basic questions

· Send them to the orientation session (if applicable)

· Thank people for their participation as they leave the room

Orientation Station
Staff:

· 1–2 people

Role: 
· Set the stage for participants on what we are looking for and how the meeting is organized. There are several ways to give us information—small group discussions, comment form, website, or one-on-one discussions with staff at the listening session. 

· Invite people to view the video presentation prior to joining the listening sessions and to help themselves to the refreshments (if available).

Video Station (if applicable)
Staff:

· 1 person

Role: 
· Operate the computer/video, answer brief questions, and send people on to listening stations

· Emphasize that the order they attend the listening stations may be random and is completely up to them

· Mention that discussions are being recorded on flip charts and they may want to spend a few minutes reading what the group has discussed prior to their involvement with the group

Listening Station 
Staff (per station):
· 1 person to facilitate

· 1 person to record comments on a flipchart

Role: 
· Facilitator: facilitate the session, ensure everyone has a chance to be heard, if necessary redirect the conversation toward the meeting purpose, and ask probing questions if the group goes quiet.

· Recorder: record the group’s conversation. This person should be able to listen to the conversation and capture the essence of what is said, and be able to write fast and legibly.
