
Salt Lake City Engagement Team 	 1

PRACTICES FOR
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INTRODUCTION
This guide was designed to supplement the Civic Engagement Guide. It contains best engagement practices and 
design templates to aid in creating a complete engagement experience for residents, businesses, and additional 
stakeholders in your projects. 

These are meant to be the minimum standards for engagement in Salt Lake City projects. 

This guide can also be given to consultants to show the expectations of engagement.

For questions about this Guide or assistance in implementing its practices, please contact the
Civic Engagement Team.

Team Email: CivicEngagementTeam@slcgov.com

mailto:?subject=
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This section will help you with the basics of best engagement practices. The following 
examples are used in large scale projects, but can easily be scaled down to be used on 
projects of all sizes. 

OUR STANDARDS ARE HIGH

BEST
PRACTICES
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USE THE WORKSHEETS! 
WHAT WE EXPECT AS THE MINIMUM

MINIMUM STANDARDS

The Civic Engagement Team has created an Engagement Planning Worksheet to help you get started on your 
Engagement Plan. The Engagement Planning Worksheet must be completed at the beginning of every project. The 
Engagement Planning Worksheet outlines the items that will turn into your Engagement Plan. 

Once the Engagement Worksheet is complete it should be submitted to the Civic Engagement Team. The 
Engagement Worksheet can be found on www.slc.gov/can/civic-engagement. If you can’t find the Worksheet or need 
help thinking through your project, email CivicEngagementTeam@slcgov.com.

PROJECT INFORMATION
Project Name: Department/Division:

Project Manager: Phone:

Email:

Contacts/Team:

Brief Description of Project:

Project Timeline:

What type of project is this?  (Master Plan, New Project, Construction, Changing Program)

What is the goal of this project?

Who has signed-off/approved this project?

Does a decision need to be made? If so, who makes the final decision? (Elected Officials, Administration, Boards/
Commissions, Work Groups, Ad-hoc Committees) 

Does this project have a legal requirement to engage the public?                          
Project Budget: (estimate)

Engagement Budget: (estimate)

ENGAGEMENT PLANNING
WINTER 2019

Used in conjunction with the Civic Engagement Guide, this worksheet is designed to help you plan the public outreach for a project 
from its inception through completion. This includes, informing the public about next steps and communicating how their feedback 
influenced the project outcome.

Yes No

Key Issues:

Key Messages (what is the goal of your project? What are you trying to say?):

What is your call to action? What does the public need to do throughout the project? 

Who needs to be engaged? (stakeholders/advocates/opponents)

Which kinds of engagement is needed? (check all that apply. Inform will be used throughout the entire process)

Consult Involve Collaborate
When does outreach need to happen? (timeline of which levels and when they need to happen, when will you kick off outreach?)

What engagement methods will be used? (expand on how you are going to use inform, consult, involve, & collaborate)

What is the desired outcome for successful engagement?

Is this a single engagement event or will there be multi engagement projects needed?

What is your outreach number goal?
Have you considered ADA needs as a part of your engagement plan?
Are you planning an online survey? 
Do you need graphic design support?
Do you need SLC Media Services support?
Will you be using social media to inform of engagement opportunities?
Do you anticipate promoting or boosting your social media posts?

ENGAGEMENT PLANNING

Yes
Yes

No
No

Yes No 
Yes No 

Yes No 

Yes No

http://www.slc.gov/can/civic-engagement
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FIRST THINGS FIRST — CREATE A PLAN

ENGAGEMENT PLAN

Building off your Engagement Planning Worksheet you will next create your Engagement Plan. The Engagement Plan, 
at a minimum,  includes:

• A SUMMARY of the project
• Brainstorm of ideas for ENGAGEMENT ACTIVITIES across the span of the project
• A TIMELINE of when engagement will happen through the course of the project

Examples of good engagement plan outlines are found below. 

What should be included in the PROJECT SUMMARY?

The project summary is generally a few short paragraphs of what the project is, how the engagement will be used, 
and other things to be considered in the engagement process. This summary should include information from the 
Engagement Worksheet including; “What engagement methods will be used?” “Is this a single engagement event or 
will there be multi engagement projects needed?”” What is your outreach number goal?”” Does a decision need to be 
made? If so, who makes the final decision?”” Brief Description of Project:”

Project Summary Example:

Salt Lake City is in the process of designing and constructing two new Homeless Resource Centers. Initial 
engagement and site selection has already been completed and a detailed account of that process can be found at 
www.slc.gov/HAND.

The City is now conducting engagement with the community to include feedback on the designs of these resource 
centers. The feedback received will be used to help inform the selected architect on design elements for the sites.  
Five neighborhood engagement workshops will be held throughout Salt Lake City from June 6-17, 2016. The purpose 
of the workshops is to get public input on the location criteria for two new single adult homeless resource centers. 
The input received at these workshops will help determine the location options for the resource centers. Once the 
location options are developed, the public will be asked again to provide input before a final decision is made.

In addition to the five workshops, an online survey will be conducted to receive feedback from residents and 
community members who cannot participate in a workshop. 

We hope to have 100-150 participants at each workshop and 400 online responses to reach a total response of 
1,000 voices in this round of public engagement.

PROJECT SUMMARY
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ENGAGEMENT ACTIVITIES

ENGAGEMENT TIMELINE

What should be included in the ENGAGEMENT ACTIVITIES?

In your Engagement Plan you should include an overview of all the engagement activities and events that you plan 
on having throughout the course of the project. This should be a list of activities that will be done as part of the 
engagement.

What should be included in the ENGAGEMENT TIMELINE?

In your Engagement Timeline  you should include an overview of all the engagement activities and events that you 
plan on having through out the course of the project. This should be a list of activities that will be done as part of the 
engagement. This should include any dates that are available at time of publication and be updated and shared as 
changes are made. It is also best to include staff, location, and supply needs, if known.

Engagement Activities Write-Up Example:

1. PROJECT WEBPAGE - The project webpage will provide background information and links to other sources of
information to provide project context. Project webpage will also include all contact information for project. (Develop
project email and phone number, if needed)

2. FACEBOOK LIVE Q&A - This project has community benefit and a neighborhood impact. City representatives will
first describe the project then answer questions from the community via SLCgov Facebook page, Twitter, YouTube,
and other platforms. Team will work with SLC Media Services to coordinate live stream. (Example of this event is 2700
S Virtual Town Hall)

3. COMMUNITY COUNCIL MEETING PRESENTATIONS - Staff will attend all community council meetings in project area.
This project impacts three Community Councils including Central 9th, Downtown, and Ballpark.

4. ON SITE COMMUNITY CONVERSATION - Staff will meet with interested community members on site to discuss
project. Advertise the event on Nextdoor, Facebook, Twitter, Mayor and City Council newsletters.

5. BUSINESS COMMUNITY OUTREACH - Staff will coordinate with Economic Development to host business outreach.
This will include a meeting where local business are invited or one on one meetings at the businesses.

Engagement Timeline Example:

1. DEVELOP TALKING POINTS - Immediately
2. CREATE PROJECT WEBPAGE AND EMAIL ADDRESS - Immediately
3. COORDINATE WITH DEPARTMENT TO PROMOTE PROJECT - Week of September 2
4. SCHEDULE COMMUNITY COUNCIL PRESENTATIONS - (September & October Meetings)
5. SCHEDULE ON-SITE COMMUNITY CONVERSATION - TBD Late September
6. FACEBOOK LIVE Q&A-WEEK FOLLOWING ON-SITE COMMUNITY CONVERSATION - TBD Late September

https://www.facebook.com/SLCGovernment/videos/1447080682093098/
https://www.facebook.com/SLCGovernment/videos/1447080682093098/
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EVERYONE ON THE SAME PAGE - HOW TO TALK ABOUT THE PROJECT

TALKING POINTS/MESSAGING
Building off your Engagement Plan, you will start to build the general TALKING POINTS, MESSAGING, and FAQs for your 
project. This will be a living document stored where all project team members have access to. The date of recent 
additions should be easily viewable.  It is very important that the most recent version of these materials is known,  
these materials will be the building blocks for all project messaging and engagement. 

This should include:
• All the project info in one place. Mainly for internal use. But, is used to build all the materials for the

project engagement.
• Purpose & Need
• Project Goals
• Main project messages
• Project Details
• Planned improvements,
• Funding Sources
• Outreach and education timeline
• FAQs
• Contact Information

Examples of each of  elements are found on the following pages. (full examples can be made available)

PURPOSE & NEED

FUNDING SOURCES

What should be included in the PURPOSE & NEED?

The purpose & need section gives a brief overview of why this project is being done. This generally includes 
information about why the change needs to be made, what is are the challenges or obstacles with the project area 
and why the project will help these issues. 

What should be included in the FUNDING SOURCES?

This needs to include what your project is being funded by. This can include grants, federal funding, or city funding.

Purpose & Need Example:

Salt Lake City is reconstructing 300 West because 100% of the pavement is in poor condition and the road is failing. 
Current conditions along 300 West create an uncomfortable, sometimes unsafe, and unwelcoming environment for 
motorists, pedestrians, cyclists, and mobility device users. These conditions are a deterrent to active transportation 
and continue adding to congestion and poor air quality. In addition to solving these current problems, the City is 
planning ahead and adding improvements that will support economic development and future growth.

Funding Example:

Cost: $17 million from Funding Our Future bond money.
$8 million State Roads Funding
$300,000 CIP Funding
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PROJECT GOALS
What should be included in the PROJECT GOALS?

Project goals include what you want to accomplish during the project. These goals will help to build your messaging 
statements and narratives for the projects.  The goals may include goals for outreach and overall goals for the 
projects. Each goal should include expanded talking points. 
Project Goals Example:

Goal 1: 300 West is a safer roadway for bicycle, pedestrian, and alternative modes of movement. Project 
improvements will directly improve safety for drivers, pedestrians, cyclists, wheelchair and power chair 
users and, overall, make 300 West a welcoming environment where people want to shop, stroll, and enjoy. 
• Protected/buffered bikeways will improve safety for bicyclists, while upgraded crosswalks will improve safety for

pedestrians, wheelchair, and power chair users.
• Improvements are likely to reduce speeds.
• Improvements such as raised, planted medians will reduce the number and severity of vehicle crashes.
• Reduced crashes will result in $36 M in safety benefits.
• Integrating crime prevention through streetscape features (landscaping, public art, benches, etc.) will reduce

illegal activity by bringing more eyes to the street and improve the quality of life for local communities.

Goal 2: 300 West is accessible for all users. The project team is aware that 24% of area residents walk, bike, 
or take public transportation; 25% of area households do not own a car; and 29% of project area households 
have at least one person with a disability.
• Current conditions on the ground show a number of barriers that inhibit accessibility for all users including:

power poles in sidewalks, areas lacking sidewalks, outdated ADA ramps, not enough crosswalks, difficulty
accessing pedestrian buttons, lack of bicycle facilities and other

• Issues that make traveling along the street by walking or in a wheelchair, power chair, or bicycle difficult.
• The project team has gathered feedback from these users to understand the nuances of their particular issues

on the corridor. This context has been invaluable to the team as they look at design treatments.
• The project will be built to ADA standards at minimum. However, the project team is talking specifically to

community members with disabilities to identify additional problems that can be solved by the project.
• The project team will use the data gathered by these user groups to expand travel access with project

improvements including upgraded sidewalks, crosswalks, ADA ramps, pedestrian buttons, and added bikeways.
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PROJECT DETAILS & CONTACT INFORMATION

ENGAGEMENT & EDUCATION TIMELINE

What should be included in the PROJECT DETAILS & CONTACT INFORMATION?

This should include the project extents, what type of project this is, and how to contact the project team. The contact 
info should stay the same through the entire process. If needed create a hotline number, project email, and project 
webpage. This should be done at the very beginning of the project. Be sure to provide Spanish resources, at a 
minimum. 

What should be included in the ENGAGEMENT & EDUCATION TIMELINE?

This should include all planned outreach & education events. This should include all in-person events, pop-up events, 
media spots, mailings, social media postings, website updates, and anything else you are doing during the project 
engagement. This list should be updated as tasks are accomplished. It should include everything that has happened 
and anything that will happen

Details & Contact Information Example:

PLANNED CONSTRUCTION TIMELINE:
Contractor selection: January 2021
Construction: spring 2021-winter 2022*
*Subject to change due to weather conditions or unforeseen circumstances.
CONTACT INFORMATION
Stay informed and sign up for updates by emailing “Subscribe” in the subject line.
Social Media: @SLCgov @SLCmoves #300westSLC
Email: 300west@slcgov.com
Website: www.slc.gov/mystreet
Hotline: 1-888-966-6624
Civic Engagement Specialist: Adan Carrillo, 801-535-6251
Project Manager: John Coyle, 801-535-6241
Project Engineer: Eric Casperson, 801-535-7995
Comunicate con Adan Carrillo si necesitas esta información en Español.

Outreach & Education Timeline Example:
Activities to Date: 
June 6: Ballpark Community Council presentation
June 5: Central 9th Community Council presentation
August 6: Focus Groups 
August 10: Meeting with Mayor Biskupski
August 21: Mystreets website updated
August 27: Qualtrics survey launched
August 27-29: Pedestrian intercept survey
September 11: Messaging meeting
September 18: Vision Summit 
September 25: Meeting with Matthew Melville
September 30-October 4: Targeted emails to community 
organizations/partners to promote survey
October 3: Presentation to Utah Trucking Association 
luncheon

Upcoming Activities: 
October 8: Presentation to City Council 
October 16: Presentation to Granary District Alliance
October 16: Send invites for Participation Pop Up event
October 21: KRCL promo for Participation Pop Up event
October 21: Start social media promotion for 
Participation Pop Up event
October 28: Send press release for November 2 event
October 28: Cultural competency training with Mayor’s 
Office of Diversity and Human Rights
November 2: 300 West Participation Pop Up event
November 2: work with/SLCtv to gather project footage
November TBD: Develop videos with SLCtv
November TBD: Corridor canvass
November-December TBD: Business workshops 
November TBD: Send project newsletter
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FAQS
What should be included in the FREQUENTLY ASKED QUESTIONS? 

The FAQ should be a living portion of this document. You start to build your FAQ by brainstorming the questions you 
anticipate hear from the public. 

FAQs Example:

QUESTION: WHY ARE BIKE LANES BEING ADDED TO 2700 SOUTH AND NOT STRATFORD AVENUE?

When evaluating the possibility of bikeways on streets, we rely on the Pedestrian and Bicycle Master Plan, which 
was approved after a lengthy and detailed review of the best way to create a bikeway network across the City. We 
consider the need for different types of bikeways depending on destinations and bikeways that allow for riders of all 
ages and abilities.

QUESTION: WHY IS A THREE INCH RAISED CROSSWALK OFF THE GROUND MORE EFFECTIVE THAN A SIX 
INCH RISE?

Current standards for raised crosswalks include a 3.5 inch rise. Raised crosswalks can be built with a rise between 
three and six inches (which is similar to those currently found in the City). In general, the higher the rise of a vertical 
traffic calming measure the greater the speed reduction. The City is creating a compromise to accommodate all 
users. This rise of crosswalk provides the pedestrian crossing safety of a raised crosswalk while at the same time 
taking into consideration the desires of commuters and bicyclists, and emergency response; the 3.5 inch rise is more 
effective at balancing these elements than a higher, six inch rise.

QUESTION: DO THE CROSSWALKS PROVIDE A FALSE SENSE OF SECURITY?

Raised crosswalks will be installed at existing marked crosswalk locations. A raised crosswalk enhances the existing 
marked crosswalk and doesn’t provide a false sense of security. Raised crosswalks should still be used like a normal 
marked crosswalk, pedestrians checking both ways before crossing the street.
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SOCIAL MEDIA PLAN
What should be included in the SOCIAL MEDIA PLAN? 

The Social Media Plan should include a timeline of posts, medium (Images, text only, video) of the posts, where the 
post will be posted, and what additional materials you need for the post. 

Social Media Plan Example:
Post Schedule:
7/10/2018: Post 6
7/13/2018: Post 6
7/15/2018: Post 6
7/18/2018: Morning - Post 1 w/ #SUGARHOUSEFAMERSMARKET, Afternoon - Post 2
7/19/2018: Morning - Post 1 w/ #FOODTRUCKTHURSDAY, Afternoon - Post 3
7/19/2018: Morning - Post 1 w/ #MAINLIBRARY, Afternoon - Post 4
7/21/2019: Morning - Post 1 w/ #CoffeeandConversations w/Council Member James Rogers, Afternoon - Post 5
7/25/2018: Post 6

POST 1: (USE IMAGE 1)
Learn more about how #SLC plans to fix streets with Funding Our Future this week! Find more at 
fundingourfutureslc.com & 
7/18 - #SUGARHOUSEFAMERSMARKET
7/19 - #FOODTRUCKTHURSDAY
7/19 - #MAINLIBRARY
7/21 - #COFFEEANDCONVERSATIONS W/COUNCIL MEMBER JAMES ROGERS!

POST 2: (USE IMAGE 2)
Bring your dogs and join us tonight at the #SugarHouseFarmersMarket for an open house about the Funding Our 
Future effort!! Come learn about the plan to fix #SLC roads! Our tent is located next to #YappyHour at Fairmont Park 
6-9pm. #foodtrucks #SUGARHOUSEFAMERSMARKET

POST 3: (USE IMAGE 3)
Join us tomorrow (7/19) at #FoodTruckThursday (@GallivanEvents Plaza from 11am-2pm) to learn about fixing 
#SLC streets and how we plan to do it. Share your suggestions with us, enjoy good food, and get informed!  
#FOODTRUCKTHURSDAY

POST 4: (USE IMAGE 4)
Interested in fixing #SLC streets? Find out how with Funding Our Future! Have your questions answered and submit 
feedback from 5-8pm in the Main Library Share Space! Come share your ideas!  #MAINLIBRARY

POST 5: (USE IMAGE 5)
Espresso your feelings about the future of SLC roads at the Coffee & Conversations event with Council member 
James Rogers! Saturday 7/21 from 9-10:30 AM at Just a Craving!  #COFFEEANDCONVERSATIONS W/COUNCIL 
MEMBER JAMES ROGERS!

POST  6: (USE IMAGE 6 OR VIDEO 1)
Fix our streets. Find out how. Take our survey at FundingOurFutureSLC.com #FUNDINGOURFUTURESLC 
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It can be hard to come up with designs that relay information in an easy to understand and 
eye catching manner. This section will help you understand some of the best techniques 
for designing engagement materials.

GO TO DESIGNS

DESIGN
EXAMPLES
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PROJECT FLYERS
Project materials come in a variety of forms but they all have one thing in common, they relay the message to the 
reader quickly and easily. They should include the main project information, contact information, and what you are 
asking the reader to do. 

U OF U // STEWART BUILDING 
270 S 1400 E
Salt Lake City, UT 84112 
map.utah.edu 

Please consider using public 
transportation. 

REGISTER NOW!  
bit.ly/2UELQbR 

One-Day Workshop 
WOOD WINDOW REPAIR 
Attend one of the following days: 
Wednesday, June 5 // 8 - 5 PM  
Thursday, June 6 // 8 - 5 PM 

Morning coffee & lunch will  
be provided. 

Half-Day Workshop 
WOOD STORM WINDOW 
CONSTRUCTION 

Attend one of the following sessions: 
Friday, June 7 // 8 - 12 PM 
Friday, June 7 // 1 - 5 PM 

Morning coffee & light refreshments 
will be provided during the morning 
session, light refreshments will be 
provided during afternoon session.  

To view previous workshops,  
please visit: bit.ly/2Ki52Zd

ADDITIONAL INFORMATION: 
Kelsey Lindquist  
kelsey.lindquist@slcgov.com 
801.535.7930

Come and learn how 
to safely repair and 
increase the energy 
efficiency of traditional 
wood double-hung 
sash windows! 

WINDOW REPAIR &  
ENERGY EFFICIENCY
WORKSHOP  

Salt Lake City Planning is excited to announce a series of one-day wood 
window repair workshops, in conjunction with a half-day wood storm 
window construction workshop. Featuring the help of renowned historic 
preservation expert, Bob Yapp. 

REPAIR AND RESTORATION METHODS WILL INCLUDE 
Glazing // Safe Paint Removal // Sash Re-Installation // Putty Repair & 
Replacement // Weather-Stripping // Wood Storm Window Construction  

Each workshop offers an intensive hands-on restoration and construction 
experience. The workshop is open to 12 individuals. If interested, please register  
by May 31, 2019. Please bring your own gloves & safety glasses. Respirators  
will be available on site. Dress in work clothing.

SALT LAKE CITY
PLANNING

//  JUNE 5 - 7, 2019 

ABOUT BOB YAPP 
Bob has dedicated his entire career to community planning, historic preservation, 
central city revitalization, teaching, and woodworking. In 1996, Bob started production 
of the national, weekly PBS program, About Your House with Bob Yapp. Bob was 
executive producer, writer and host for this National Trust of Historic Preservation 
sponsored fifty-two show series. Since leaving PBS in 2001, Bob has dedicated 
himself to preservation education. In 2008, he founded the Belvedere School for 
Historic Preservation, which offers a variety of preservation skill related workshops. 
For more information, please visit bobyapp.com

Duties // 
Make decisions on proposed changes to historic  
structures. Ensuring changes don’t negatively 
impact the historic character of the structure  
or neighborhood.

Review historic surveys and proposals for new  
Historic Districts in the City.   

Advise Planning Commission and City Council on 
city code changes related to preservation.

Meetings //
First Thursday of each month.
Meetings generally last from 4 – 8 PM 

Additional Information // 
Simone Butler // Mayor’s Office 
simone.butler@slcgov.com // 801.535.7743

Michaela Oktay // Planning Division 
michaela.oktay@slcgov.com // 801.535.6003

JOIN THE 
HISTORIC 
     LANDMARK  
     COMMISSION

The Avenues // Capitol H
ill // Central City //  Exchange Place // South Tem

ple // University // W
estm

oreland  // Yale Crest

Salt Lake City is seeking  
residents interested in joining the  
Historic Landmark Commission.

We are particularly interested in residents with  
preservation related experience in: 

Architecture // Architectural History //  
Archaeology // Construction // History //  
Public History // Urban Planning 

APPLY NOW! 
www.slc.gov/boards
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PROJECT FLYERS
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PROJECT POSTCARD & MAILERS
Project mailers come in a variety of forms but they all have one thing in common, they relay the message to the 
reader quickly and easily. They should include the main project information, contact information, and what you are 
asking the reader to do. 

Salt Lake City will reconstruct 2000 
East between Parley’ s Canyon Blvd 
and Mary Dott Way in 2020. The 
pavement, sidewalks, and gutters will 
be repaired and there will be changes 
to the street design to meet Salt Lake 
City’s Complete Streets Ordinance and 
adopted master plans.

2000 EAST RECONSTRUCTION

 JOIN US! August 7th, 7PM @ Sugar 
House Community Council

tell us what you think of design options

 & find out more!
www.slc.gov/mystreet
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PROJECT POSTCARD & MAILERS
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SOCIAL MEDIA ADS
Social Media Ads reach a variety of stakeholders. You want to make sure that the image or video that you are using is 
eye-catching and has minimal text. Each social media platform has different requirements for size and text. In order 
to boost your post, make sure your graphic or video has minimal text. You can put the needed written material in the 
post or description. 
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Your project webpage should include all current and past information on what the project is, project engagement 
and project updates. Make sure to include links to any online or in-person engagement materials. You can place a 
banner at the top of the page to highlight important or new information.

PROJECT WEBPAGES
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REPORT OUTS
Reporting out is one of the most important parts of finishing your project engagement. It is important to let people 
know how their feedback was used and be transparent with what you heard. You should make the reports easy to 
read when possible, distill the information into an infographic along with publishing the raw results. 
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REPORT OUTS


