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Worksheet 6:  Documentation and Evaluation Protocol                                 
This worksheet is designed to help complete the Evaluation Cornerstone of the Public Participation Plan.  

Instructions: 
1)  Use this worksheet to consider how to guide documentation and evaluation of participation activities.  

1.  Identify the people or organizations responsible for documenting public participation events.   What are they responsible to do?
	Ex 1.  Local secretary
	Take meeting minutes at local meeting sessions. 

	Ex 2.  Planning staff
	Documents and posts all public comment. 

Responds to public queries.  

Takes attendance. 

Evaluates the results each participation activity. 

	
	

	
	

	
	


2.  Identify possible methods to document and evaluate public participation activities.  

	Ex 1.  Attendance sheet (names, jurisdiction, affiliation, etc) to document participation at every meeting.

	Ex 2.  Web “hit” counter to identify how many times the planning Website is used. 

	Ex 3.  Gather feedback from participants (comment box at every meeting)

	Ex 4.  Meeting minutes taken at each meeting and posted on-line.  

	Ex 5.  Document response rates of opinion surveys.  


3.  Develop a general documentation and evaluation protocol to include in the PPP.  
A.  Define intended results.

Intended results or goals must be set for each public participation activity.  A protocol must be developed to define what would make each participation activity a success.  Meeting attendance, diversity of participants, number of responses, or achieving defined tasks are all ways to define intended results. 
B.  Document actual results.  
Who attended, what was achieved at the meeting?  These are actual results that must be documented.  What methods will be used to document actual results for various participation activities?  Who is responsible for documentation?

C.  Compare actual results with intended results.

Were intended results achieved?  Did you achieve the planning task?  Did attendance meet your quota?  Identify who is responsible to determine whether goals were achieved for each participation activity.
D.  Modifications or additions. 

If actual results fell short of achieving participation goals, what modifications or additions are necessary to fill the void?   Address how this will be done in the PPP.  
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