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Step 1: Scoping 
· Determine the purpose of the stakeholder engagement effort and set clear goals and objectives for the engagement effort, activity, meeting, or presentation.

· Identify desired outcomes of the process and share among the engagement team.

· Determine the level of effort expected to achieve the desired outcomes and staffing necessary to spearhead and coordinate the effort.

· Gauge the level of community concern and the level of expected engagement based on local news, complaints to the airport, the local political environment, etc.

· To the best ability of the airport, try to match the level of community engagement with the level of interest in the community. 
· A lot of time and resources go into creating public communication and engagement plans, and they require an audience to be effective. 
Step 2: Planning 
· Concerns should connect a diverse set of stakeholders with varying roles, responsibilities, viewpoints, and interests in the outcomes of the engagement. 

· The airport should identify and map stakeholders as well as document key demographics about their communities. 

· Possible stakeholders may include:
· Airport owners or operators
· Military units that operate at the airport
· Other airport tenants such as commercial airlines and Fixed-Base Operators (FBOs)
· Other industries in the area that may be responsible for releases into the environment
· Local or regional municipal water department representatives
· Local or regional air quality department representatives
· Neighborhood and community association representatives
· Local faith group representatives
· Community leaders
· Local environmental advocacy groups
· Local Environmental Justice advocacy groups
· General public
· Elected officials
· Media representatives

· Identify forums and strategies for engagement (refer to sections below for more information).
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· Meetings 
· Open houses
· Workshops
· Focus groups
· Listening sessions
· Online resources
· Presentations at community meetings/ events
· 

· Craft consistent messaging and tailored communications specific to the airport community.

· Create a comprehensive set of key messages and talking points to be used in all public forums that convey relevant information in a consistent, clear, and accurate manner.

· Verify staff remain on message during interactions with the community to avoid confusion or losing trust.

· Clarify roles and responsibilities of airport staff involved with the outreach efforts.

· Identify a single point of contact for inquiries
· Introduce the Public Engagement Team

· Set the schedule for the event or events and publicize early to promote attendance.
· Invite participants through website, social media, print media, or a combination of as many of these options as practical.

· Plan for inclusivity
· Consider how to target and include low-income or marginalized communities.

· Consider providing registration links or asking for phone numbers to track and gauge interest.

· Choose a location convenient to the majority of community members with considerations for: 
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· 
· Travel times
· Childcare
· Parking
· Accessibility
· Adequate space
· Work schedules


Step 3: Engaging
· Hold meetings, workshops, and focus groups to share topical information with stakeholders.

· Stay on message
· Confirm sufficient time for Q&A 
· Use a facilitator to verify everyone has a chance to speak
· Set a time limit for public comments to avoid grandstanding

· Obtain feedback and input from stakeholders following engagement efforts to gain additional insight into their concerns with:

· Paper surveys
· Follow up email surveys
· Online comment form accessible from a website
· Social media

· Develop relationships with stakeholders over time by identifying partners and advocates, then schedule routine interactions with these groups.

Step 4: Evaluating and evolving
· Refine strategy based on changing circumstances or feedback received during the engagement process.

· As the regulatory environment, research, and understanding of environmental effects continue to evolve, airports should plan to remain engaged with their communities.

· Determine what components of the outreach strategy worked well and which require improvements.

· Determine what stakeholders and voices were missing from the conversation and how to better involve them in engagement efforts going forward.

· Evaluate whether the outreach achieved its objectives and determine a plan for continued outreach and engagement.

· Document and track changes the airport made in response to stakeholder feedback
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