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3KDVH�,��*URXQGLQJ���'DWD
0DUFK���$SULO

:K\ Ɣ /HYHO�VHW�VXEFRPPLWWHH�PHPEHUV¶�XQGHUVWDQGLQJ
Ɣ 'LVSHO�DQG�GHP\VWLI\�SUHFRQFHLYHG�QRWLRQV�RI�&LW\�RSHUDWLRQV�DQG�SURFHVVHV
Ɣ ,OOXPLQDWH�GLIIHUHQW�LPSDFWV�RQ�GLIIHUHQW�GHPRJUDSKLFV

:KDW 6XEFRPPLWWHH�PHPEHUV�ZLOO�UHFHLYH���
Ɣ $Q�RYHUYLHZ�RI�&LW\�RI�%URRNKDYHQ¶V�FXUUHQW�SROLFLHV�DQG�SUDFWLFHV
Ɣ 'DWD�WKDW�GHPRQVWUDWHV�WKH�LPSDFW�RI�WKH�FXUUHQW�SROLFLHV�DQG�SUDFWLFHV

+RZ 6WDII�OLDLVRQV�ZLOO�SURYLGH�EDFNJURXQG�RQ�FXUUHQW�SROLFLHV�DQG�SUDFWLFHV�WR�
VXE�FRPPLWWHHV�

6WDII�OLDLVRQV�ZLOO�SURYLGH�DOO�DYDLODEOH�GDWD�WR�VXE�FRPPLWWHHV�



3KDVH�,,��$VVHVVPHQW
0D\

:K\ Ɣ 1DUURZ�VXE�FRPPLWWHH�IRFXV�RQ�LQHTXLWDEOH�RXWFRPHV�EDVHG�RQ�HYLGHQFH�GDWD
Ɣ ,GHQWLI\�DQG�EHWWHU�XQGHUVWDQGLQJ�WKH�URRW�FDXVHV�RI�WKH�LQHTXLWDEOH�RXWFRPHV

:KDW 6XE�FRPPLWWHH�PHPEHUV�ZLOO���
Ɣ 8VH�WKH�GDWD�WR�LGHQWLI\�LQHTXLWLHV�DQG�RU�ODFN�RI�LQFOXVLRQ��WKH�³VPHOO´�WHVW�
Ɣ $VVHVV�IDFWRUV�WKDW�PD\�EH�SURGXFLQJ�RU�FRQWULEXWLQJ�WR�WKH�LGHQWLILHG�LQHTXLWDEOH�

RXWFRPHV��URRW�FDXVHV��XVLQJ�WKH��3�$VVHVVPHQW�7RRO
Ɣ *DWKHU�LQSXW�IURP�SXEOLF

+RZ &/�DQG�([HFXWLYH�&RPPLWWHH�ZLOO�FR�FUHDWH�DVVHVVPHQW�WRROV�IRU�VXE�FRPPLWWHHV�

6XE�FRPPLWWHH�PHPEHUV�ZLOO�XWLOL]H�WKH�DVVHVVPHQW�WRRO�WR�DVVHVV�WKH�LQHTXLWDEOH�
RXWFRPHV��H[DPLQLQJ�SRWHQWLDO�IDFWRUV�DQG�FDXVHV�XVLQJ�EDFNJURXQG�
NQRZOHGJH�H[SHUWLVH�



3KDVH�,,,��5HVHDUFK���6WDNHKROGHU�(QJDJHPHQW
-XQH���$XJXVW
:K\ (QVXUH�UHFRPPHQGDWLRQV�DUH�LQIRUPHG�E\�VWDNHKROGHUV�DQG�EDVHG�RQ�UHVHDUFK�DQG�H[SHULHQFH

:KDW 6XE�FRPPLWWHH�PHPEHUV�ZLOO���
Ɣ (QJDJH�VWDNHKROGHUV�WR�YDOLGDWH�RU�UHSXGLDWH�VXVSHFWHG�FDXVHV�RI�LQHTXLWDEOH�RXWFRPHV
Ɣ &RQGXFW�UHVHDUFK�RQ�SROLFLHV��SUDFWLFHV��LPSURYHPHQWV��DQG�RWKHU�VROXWLRQV�IRU�PLWLJDWLQJ�

LQHTXLWDEOH�RXWFRPHV

+RZ 6XE�FRPPLWWHH�PHPEHUV�ZLOO�LGHQWLI\�UHOHYDQW�VWDNHKROGHUV�

6XE�FRPPLWWHH�PHPEHUV�ZLOO�GHYHORS�D�UHDOLVWLF�VWDNHKROGHU�HQJDJHPHQW�DSSURDFK��L�H��LQWHUYLHZ��
IRFXV�JURXS��VXUYH\��HWF��

6XE�FRPPLWWHH�PHPEHUV�ZLOO�LPSOHPHQW�WKHLU�HQJDJHPHQW�DSSURDFK�

&/�DQG�.HWWHULQJ�ZLOO�SURYLGH�DYDLODEOH�UHVHDUFK�RQ�EHVW�SUDFWLFHV��FDVH�VWXGLHV��DQG�DOWHUQDWLYH�
SROLFLHV�SUDFWLFHV�WR�VXE�FRPPLWWHHV�

6WDII�OLDLVRQV�ZLOO�DQDO\]H�UHVHDUFK�IRU�LGHDV�WKDW�DOLJQ�ZLWK�VXE�FRPPLWWHH�ILQGLQJV�



3KDVH�,9��5HFRPPHQGDWLRQ�'HYHORSPHQW
6HSWHPEHU���2FWREHU
:K\ 'HYHORS�ZHOO�LQIRUPHG��IRUZDUG�WKLQNLQJ�UHFRPPHQGDWLRQV�IRU�DGYDQFLQJ�VRFLDO�MXVWLFH�DQG�HTXLW\�

ZLWKLQ�WKH�&LW\�RI�%URRNKDYHQ

:KDW 6XE�FRPPLWWHH�PHPEHUV�ZLOO���
Ɣ 'UDIW�UHFRPPHQGDWLRQV�IRU�PDLQWDLQLQJ��FKDQJLQJ��DQG�RU�LPSURYLQJ�SROLFLHV�DQG�SUDFWLFHV�WR�

DGYDQFH�VRFLDO�MXVWLFH�DQG�HTXLW\
Ɣ 3UHVHQW�UHFRPPHQGDWLRQV�WR�WKH�&RPPLVVLRQ

+RZ &/�DQG�([HFXWLYH�&RPPLWWHH�ZLOO�FR�FUHDWH�WHPSODWH�IRU�UHFRPPHQGDWLRQ�IRUPDW�DQG�FRQWHQW��

6XE�FRPPLWWHH�PHPEHUV�ZLOO�GUDIW�UHFRPPHQGDWLRQV�EDVHG�RQ�DOO�SULRU�DFWLYLWLHV��FULWLFDO�WKLQNLQJ��
DQG�LQIRUPDWLRQ�JDWKHUHG�

6XE�FRPPLWWHH�PHPEHUV�ZLOO�FRPH�WR�FRQVHQVXV�RQ�WKH�ILQDO�UHFRPPHQGDWLRQV�

6XE�FRPPLWWHH�PHPEHUV�ZLOO�SUHVHQW�WKH�UHFRPPHQGDWLRQV�WR�WKH�IXOO�&RPPLVVLRQ�



'DWD�'HYHORSPHQW�6WHSV
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UHFHLYHG�FRQWUDFWV��HWF���6WDII�/LDLVRQV��&K\UVDOLV�
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WDON�WR�SHRSOH«WR�XQGHUVWDQG�WKH�ZK\��,W¶V�WKH�ZK\�WKDW�KHOS�\RX�GHVLJQ�
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���'HYHORS�LQIRUPHG�UHFRPPHQGDWLRQV
7KH�(TXLW\�GULYHQ�GHFLVLRQ�PDNLQJ�DSSURDFK�LQFOXGHV�

ĝ 'DWD�LQIRUPHG�PHWKRGV
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7KH�3UH�:RUN��&RPSOHWH�6WDNHKROGHU�(QJDJHPHQW�
�'XH�E\�����������

�� &RPSOHWH�SODQV�IRU�VWDNHKROGHU�HQJDJHPHQW
�� 8VH�WKH�IHHGEDFN�VWUDWHJLFDOO\�

² +RZ�GRHV�LW�VXSSRUW�RU�UHIXWH�HPHUJLQJ�UHFRPPHQGDWLRQV"�1RWH��DW�
WKLV�SRLQW��DOO�IHHGEDFN�VKRXOG�EH�K\SHU�IRFXVHG�

² ,I�DQ\�FULWLFDO�LVVXHV�DULVH�WKDW�D�PDMRULW\�RI�WKH�VXEFRPPLWWHH�IHHOV�
VKRXOG�EH�DGGUHVVHG��FRQVLGHU�WKDW�WKHUH�ZLOO�EH�RWKHU�SODFHV�WKLV�FDQ�
EH�VWDWHG�ZKLOH�QRW�EHLQJ�DGYDQFHG�IRU�DFWLRQ�LPPHGLDWHO\��

�� 7KH���3·V�VKRXOG�EH�GULYLQJ�\RXU�SULRULW\�TXHULHV�UHFRPPHQGDWLRQV

�� :UDS�LW�XS�DQG�JHW�ZRUNLQJ�RQ�UHFRPPHQGDWLRQV��



6WHS�����5HYLHZ�7HPSODWH�	�6DPSOH�5HFRPPHQGDWLRQ�
�'XH�E\�����������

�� 5HYLHZ�WKH�UHFRPPHQGDWLRQ�WHPSODWH�DQG�WDNH�QRWH�RI�WKH�IRXU�
PDLQ�VHFWLRQV�DQG�VXJJHVWHG�OHQJWK

�� 5HYLHZ�WKH�VDPSOH�UHFRPPHQGDWLRQ�DQG�WDNH�QRWH�RI�WKH�JHQHUDO�
YRLFH�DQG�OHYHO�RI�GHWDLO

�� 6HQG�DQ\�TXHVWLRQV�WKDW�FRPH�WR�PLQG�WR�&KU\VDOLV�/DE�IRU�
FODULILFDWLRQ



6WHS�����$JUHH�RQ�6XEFRPPLWWHH�5HFRPPHQGDWLRQV�
�'XH�E\������������

�� $JUHH�RQ�WKH�WRS�����UHFRPPHQGDWLRQV
�� $VVHVV�DOO�RI�WKHP�DJDLQVW�WKH�&ULWHULD��
�� /RRN�DW�DOO�RI�WKHP�DV�D�ZKROH��'R�WKH\�UHSUHVHQW�LPSRUWDQW�LVVXHV�

WKDW�FDQ�EH�DGGUHVVHG"�:LOO�WKH\�WDQJLEO\�´GHPRQVWUDWHµ�SURJUHVV"�

�� &RPSOHWH�RQH�UHFRPPHQGDWLRQ�XVLQJ�WKH�UHFRPPHQGDWLRQ�
WHPSODWH�WRJHWKHU��XVLQJ�RQH�RI�\RXU�UHFRPPHQGDWLRQV

�� $VVLJQ�LQGLYLGXDOV�VPDOO�JURXSV�WR�GUDIW�UHFRPPHQGDWLRQV

237,21$/�67(3��$W�DQ\WLPH�WKURXJKRXW�WKLV�SURFHVV��\RX�PD\�UHDFK�RXW�WR�&KU\VDOLV�/DE�
DQG�VFKHGXOH�WLPH�WR�DVN�TXHVWLRQV��GLVFXVV�LGHDV��DQG�ZRUNVKRS�UHFRPPHQGDWLRQV�



6WHS�����'UDIW�DQG�9HW�5HFRPPHQGDWLRQV�
�'XH�E\������������

�� 5HYLHZ�GUDIW�UHFRPPHQGDWLRQV�DQG�SURYLGH�IHHGEDFN�WR�RQH�
DQRWKHU�DV�D�VXE�FRPPLWWHH

�� +DYH�LQGLYLGXDOV�RU�VPDOO�JURXSV�LQFRUSRUDWH�IHHGEDFN�LQWR�
UHFRPPHQGDWLRQV

�� ,QFRUSRUDWH�IHHGEDFN�LQWR�ILQDO�UHFRPPHQGDWLRQV�

237,21$/�67(3��$W�DQ\WLPH�WKURXJKRXW�WKLV�SURFHVV��\RX�PD\�UHDFK�RXW�WR�&KU\VDOLV�/DE�
DQG�VFKHGXOH�WLPH�WR�DVN�TXHVWLRQV��GLVFXVV�LGHDV��DQG�ZRUNVKRS�UHFRPPHQGDWLRQV�



6WHS�����6XEPLW�5HFRPPHQGDWLRQV�
�'XH�E\������������

�� &RPSLOH�DOO�UHYLVHG�UHFRPPHQGDWLRQV�D�VLQJOH�GRFXPHQW

�� 0DNH�ILQDO�HGLWV
�� 6HQG�WR�&KU\VDOLV�/DE��&RPPLVVLRQ�FKDLU�DQG�YLFH�FKDLU



5HFRPPHQGDWLRQ�&ULWHULD
�� $GGUHVVHV�5DFLDO�6RFLDO�,QHTXLW\
�� 'DWD�'ULYHQ��SRWHQWLDO�LPSDFW�
�� &XOWXUDOO\�,QFOXVLYH
�� (QYLURQPHQWDOO\�5HVSRQVLEOH
�� 7HFKQLFDOO\�)HDVLEOH
�� )LQDQFLDOO\�9LDEOH
�� ´3XEOLFO\�$FFHSWDEOHµ��&RPPXQLW\"�&LW\�2IILFLDOV"�



RECOMMENDATION TEMPLATE

Subcommittee
Identify which
subcommittee is
developing this
recommendation.

Topic
In a few words, briefly
identify the specific issue or
topic this recommendation
pertains to.

Background
Provide details on why this
topic is relevant to the City
of Brookhaven. Be specific
and include details, such
as supporting data from the
City and/or information
about existing policies,
practices, or procedures.
(Suggested length: 4-5
sentences)

Issue, Inequity, and/or
Problem
Describe the issue,
inequity, and/or problem
that this recommendation
seeks to address. Explain
how it advances equity and
social justice.
(Suggested length: 4-5
sentences)

Rationale
Describe the logical basis
behind this
recommendation. If you
reference any best
practices or research, be
sure to include citations.
Explain what you expect to
change.
(Suggested length: 2-3
sentences)

Considerations (optional



and to be used only if
appropriate!)
Describe any additional
context, ideas or factors
that seem important to
consider alongside the
recommendation. For
example, this could be
costs, strategic
opportunities, pitfalls to be
wary of, specific actions
that should be undertaken
as a part of the
recommendation, etc.

Recommendation
Describe the
recommendation for
consideration, using the
language “The Commission
recommends that…”
(Suggested length: 1-2
sentences)



SAMPLE RECOMMENDATION

Social Justice, Race & Equity Commission

Subcommittee: Hiring and Retention
Topic: Exit Interviews

Background
In 2020, the City of Brookhaven experienced a 10% turnover: approximately 8% of its full-time staff and 15% of
its part-time staff. Currently, the City does not have in place a consistent policy, practice, or standard for
conducting exit interviews when employees leave their job/positions with the City. While there is in place an exit
interview questionnaire that some departing employees complete, it is limited in its scope and focus and does
not capture critical data - race, ethnicity, tenure or sexual identification - nor provide deeper and more nuanced
understanding and insight that would be gained in dialogue with a trained human resource professional.
Additionally, completed questionnaires are not routinely reviewed and discussed within the Human Resources
Department or with City leadership.

Issue, Inequity, and/or Problem
The information collected in written and in-person exit interviews can give the City of Brookhaven a unique
perspective on its performance and employee satisfaction relative to equitable and inclusionary practices,
culture, management, and other factors; reveal opportunities for improvement; and ensure positive
relationships with departing and existing staff. With more than 50% of part-time staff and 48% of full-time staff
labeled as “minority” (i.e. nonwhite), the data gleaned from these interviews can assist in understanding the
lived experience of all staff, particularly people of color (e.g. if people of color are clustered in lower-wage
classifications, having successfully entered the public sector but held back from upward mobility).

Rationale
Conducted in tandem with clear goals for improving workforce equity (see recommendation __), employee exit
interviews indicate when and how equity and diversity strategies should be developed and implemented to
effectively achieve meaningful results.

Considerations
As a component of the planned comprehensive review of Human Resource policies and practice, requiring exit
interviews can be easily implemented. Potential actions to achieve this include edifying a transparent exit
interview policy in the employee handbook and/or Human Resources guidelines; developing a clear and
consistent set of standards for conducting exit interviews; and offering all exiting employees the opportunity to
participate in a formal exit interview, if they so wish.

Recommendation
The Commission recommends that the City of Brookhaven’s Human Resources Department establish a
consistent policy of conducting written and in-person exit interviews with all departing Brookhaven
employees.



Phase I: Grounding (March-April)
Sample Subcommittee Meeting Agenda (1 of 2)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by May 2021:
● Data that demonstrates the impact of the current policies and practices
● An overview of City of Brookhaven’s current policies and practices

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Setting Ground Rules & Norms
Share and review the list of ground rules and norms developed thus far. You may
want to ask for more input. See attachment for past ground rules and norms.

3. Identifying Data Needs - Group Discussion
Develop the “Right Questions” (data development steps).
Analyze what data you need to answer the right questions.

4. Confirm Agreements and Set Expectations for the Next Meeting
Confirm dates and details of data and policies to be provided by staff liaisons.
Delegate assignments for subcommittee members

5. Closing & Adjourn
Address any outstanding issues, then adjourn the meeting.

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase I: Grounding (March-April)
Sample Subcommittee Meeting Agenda (2 of 2)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by May 2021:
● Data that demonstrates the impact of the current policies and practices
● An overview of City of Brookhaven’s current policies and practices

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Data and Policy Report Out & Feedback - Group Discussion
The staff liaison and/or subcommittee members report out on the data and
policies. The group discusses: What story is emerging? What new questions do you
have? What is it you want to learn more about? What did you learn that surprised
you? Changed your thinking?

3. Identifying New Data Needs - Group Discussion
Discuss what data is still missing and could be useful. Keep in mind the data
development steps. See attachment for the steps.

4. Confirm agreements and set expectations for the next meeting
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members

5. Address any outstanding issues/Adjourn

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase II: Assessment (May-June)
Sample Subcommittee Meeting Agenda (1 of 2)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by July 2021:
● Identification of inequities and/or lack of inclusion

○ The “smell” test, using the data
● Assessment using the 4P Assessment Tool
● Early discussion of how to gather stakeholder input (focus groups/interviews)

Pre-Meeting Assignment:
1. Compile a list of priority issues raised during the data deep dive
2. Assign each sub-committee member one or more issues, to answer the 4P

Assessment Tool questions as it pertains to their assigned issue prior to the
meeting.

○ Have sub-committee members share this at least three days in advance of
the meeting for consolidation.**

**Your Chrysalis Lab liaison will assist with synthesizing 4P Assessment responses and
developing a summary overview of response themes and “ah-ha’s”. They will also help
to ensure members have access to the 4P Assessment Tool and 4P Assessment
Response Template.

By doing this, groups will spend less time brainstorming during the meeting and more
time discussing the result and potential factors contributing to the data outcomes.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Critical Updates (Data or Activity)

3. 4P Assessment Discussion
Review the synthesized findings from the 4P Assessment Tool. Discuss the factors
that may be producing or contributing to the identified inequitable outcomes (root
causes). What is the emerging story (or stories) the data reveals? Considering the



stories and potential factors emerging from the data, what public input would
further inform the sub committee's views?

4. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

5. Wrap-up
Address any outstanding matters.

6. Adjourn

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase II: Assessment (May-June)
Sample Subcommittee Meeting Agenda (2 of 2)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by July 2021:
● Identification of inequities and/or lack of inclusion

○ The “smell” test, using the data
● Assessment using the 4P Assessment Tool
● Early discussion of how to gather stakeholder input (focus groups/interviews)

Pre-Meeting Assignment:
Ask sub-committee members to 1) provide final comment on the synthesized findings
from the 4P Assessment Tool and 2) prioritize the issues/factors that were assessed at the
previous meeting to determine which issues to address in the final SJREC
recommendations and with whom/if to hold focus groups and interviews .

**Your Chrysalis Lab liaison will assist with coordinating members’ final comments and
prioritizing 4P Assessment findings by providing a tool for issue prioritization and
helping to synthesize responses.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. 4P Assessment Recap
Recap the major 4P Assessment discussion and decisions from the previous
meeting and any trending developments made during the comment period.

3. Issue/Factor Prioritization Discussion
Review the issue prioritization results. At this juncture, it will be important that
the group reach consensus on the prioritization, as it will inform where
research, stakeholder engagement and recommendation development activities
will be focused.

4. Brainstorm Research Questions
Brainstorm what perspectives you seek to learn about relative to prioritized issues.



5. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

6. Wrap-up
Address any outstanding matters.

7. Adjourn

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase III: Research & Stakeholder Engagement (July-September)
Sample Subcommittee Meeting Agenda (1 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by September 2021:
● Stakeholder engagement and input that validates or repudiates suspected causes

of inequitable outcomes
● Research on relevant policies, practices, improvements, and other solutions

for mitigating inequitable outcomes

Suggested Pre-Meeting Assignment:
Based on discussions during the Assessment Phase, ask sub-committee members to
brainstorm 1-2 research questions regarding policies, practices, improvements, and other
solutions relevant to the prioritized issues/factors. Consider which issues may require
stakeholder engagement and brainstorm 1-2 potential stakeholder groups.

**Your Chrysalis Lab liaison will assist with collecting and synthesizing members’
research questions and developing a summary overview of responses.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”.

2. Recap Issue/Factor Prioritization
Recap the issue/factor prioritization results.

3. Research Discussion Overview
Share out compiled research question list (from pre-meeting assignment). Discuss
which questions are critical to crafting solid recommendations. As a group,
narrow down to no more than five research questions.

Chrysalis Lab and/or Kettering Foundation will provide a brief overview of the
relevant research and information it has gathered thus far and will share via
Basecamp for subcommittee members to review and will get input on any other
research needs identified by the sub-committee.

4. Begin to Plan Stakeholder Engagement



As a starting point, share out the compiled stakeholder list and stakeholder
questions list (from pre-meeting assignment). As a group, narrow down to no more
than three stakeholder groups for engagement and no more than four questions for
each group. Important details to determine include:

● What issues/factors require further stakeholder input?
● Which stakeholder(s) group do you need to hear from and/or would be

informative?
● What insights or input do you hope to gain from the identified

stakeholder(s)?

5. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

6. Wrap-up
Address any outstanding matters.

7. Adjourn

Consider assigning stakeholder outreach and coordination to a small subset of sub
committee (2-3 members).

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase III: Research & Stakeholder Engagement (July-September)
Sample Subcommittee Meeting Agenda (2 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by September 2021:
● Stakeholder engagement and input that validates or repudiates suspected causes

of inequitable outcomes
● Research on relevant policies, practices, improvements, and other solutions

for mitigating inequitable outcomes

Suggested Pre-Meeting Assignment:
Based on discussions during the Assessment phase, ask sub-committee members to
brainstorm 1) 1-2 stakeholders whose input and engagement would be informative and 2)
2-3 questions they would like for the stakeholders to answer. .

**Your Chrysalis Lab liaison will assist with collecting and synthesizing members’
stakeholder ideas, stakeholder questions, and research questions and developing a
summary overview of responses.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”.

1. Research Check-in
Conduct a quick check-in to see how research is going. Are people finding answers
to their questions? What do they need help with?

2. Solidify Stakeholder Engagement
Confirm the compiled stakeholder list and stakeholder questions list (from
pre-meeting assignment). As a group, narrow down to no more than three
stakeholder groups for engagement and no more than four questions for each
group. Important details to determine include:

● Which stakeholder(s) group are you inviting?
● Agree on the specific questions for identified stakeholder(s).
● Agree on where/how stakeholders will be engaged as well as how their

input will be captured and provided to the SJREC and consultants.
● Who will play what role in implementing the stakeholder engagement?



● Whose help will you require to implement your approach? Chrysalis Lab
and City staff are available to assist you as needed.

● What date or time period will your engagement occur?
● What communications are necessary to carry out your engagement (e.g.

announcements, invitations, etc.)?
● What are your material and technology needs?

3. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

4. Wrap-up
Address any outstanding matters.

5. Adjourn

Consider assigning stakeholder outreach and coordination to a small subset of sub
committee (2-3 members).

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase III: Research & Stakeholder Engagement (July-September)
Sample Subcommittee Meeting Agenda (3 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by September 2021:
● Stakeholder engagement and input that validates or repudiates suspected causes of

inequitable outcomes
● Research on relevant policies, practices, improvements, and other solutions for

mitigating inequitable outcomes

Suggested Pre-Meeting Assignment:
Ask each subcommittee member to review notes and stakeholder engagement plans
developed at previous meeting and come with thoughts for next steps.

Assign members a research question and ask them to begin exploring the question and
seeing what resources are available online.

**Your Chrysalis Lab liaison will assist with synthesizing the stakeholder engagement
plans and decisions made at the previous meeting and developing an organized plan that
subcommittee members can review.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Research Check-in
Conduct a quick check-in to see how research is going. Are people finding answers
to their questions? What do they need help with? Note that the following meeting
will be focused on aligning research findings and stakeholder input for
development of recommendations.

3. Stakeholder Engagement Review
Stakeholder engagement is underway, and your subcommittee should have begun
to gain feedback.

● What are you hearing?
● Does what you are hearing impact future meetings?
● Has your perspective changed because of feedback?



4. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

5. Wrap-up
Address any outstanding matters.

6. Adjourn

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase III: Research & Stakeholder Engagement (July-September)
Sample Subcommittee Meeting Agenda (4 of 4)

Notes: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by September 2021:
● Stakeholder engagement and input that validates or repudiates suspected causes of

inequitable outcomes
● Research on relevant policies, practices, improvements, and other solutions for

mitigating inequitable outcomes

Suggested Pre-Meeting Assignment:
Ask sub-committee members to summarize their research findings and stakeholder
engagement results, and come prepared to give an overview at the meeting.

Agenda:
1. Greetings & Icebreaker

2. Research Discussion
How will your research findings inform the recommendations?

3. Stakeholder Engagement Discussion
Stakeholder engagement activities should be wrapping up. What were the results?

4. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

5. Wrap-up
Address any outstanding matters.

6. Adjourn

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase IV: Recommendation Development (September-November)
Sample Subcommittee Meeting Agenda (1 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by December 2021:
● Recommendations for maintaining, changing, and/or improving policies and

practices to advance social justice and equity
● Presentation of recommendations to the Commission

Suggested Pre-Meeting Assignment:
Ask subcommittee members to review the results of the stakeholder engagement
activities and any themes or trends that emerged.

**Your Chrysalis Lab liaison will assist with creating a summary report containing
results of the stakeholder engagement activities for your sub-committee members to
review.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Stakeholder Engagement Results Discussion
Review and discuss the results of the stakeholder engagement activities and any
themes or trends that emerged. Do these results support or contradict the potential
factors of inequitable outcomes that your group identified during Phase II
(Assessment)?

3. Research Discussion
What stood out to you in the research? What policies, practices, and/or
improvements are relevant to the City of Brookhaven, based on what we know so
far from assessing data and policy?

4. Recommendations Outline
Chrysalis Lab will share a recommendations template, along with criteria, tips
and advice on writing the recommendations.

5. Next Steps



Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

6. Wrap-up
Address any outstanding matters.

7. Adjourn

Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase IV: Recommendation Development (September-November)
Sample Subcommittee Meeting Agenda (2 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by December 2021:
● Recommendations for maintaining, changing, and/or improving policies and

practices to advance social justice and equity
● Presentation of recommendations to the Commission

Suggested Pre-Meeting Assignment:
Based on the themes, policies, and practices identified in the previous meeting, ask the
subcommittee members to form pairs. Assign each pair 1-2 of the identified themes,
policies, and/or practices. Ask them to work with their partner to draft a recommendation
based on the recommendation template and criteria.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Recommendations Discussion
Considering EVERYTHING the subcommittee has examined to this point--the
data, the assessment, the stakeholder input, and the research findings--what
themes and directions do you want to be sure are reflected in your
recommendations? Are there specific policies and practices that need to be
addressed by the recommendations?

3. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

4. Wrap-up
Address any outstanding matters.

5. Adjourn



Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase IV: Recommendation Development (September-November)
Sample Subcommittee Meeting Agenda (3 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by December 2021:
● Recommendations for maintaining, changing, and/or improving policies and

practices to advance social justice and equity
● Presentation of recommendations to the Commission

Suggested Pre-Meeting Assignment:
Assign members to draft recommendations based on themes identified in previous
meeting, using the recommendation template and criteria.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Recommendations Draft Report Out
Report out on draft recommendations.

3. Recommendations Discussion
Discuss how recommendations could be improved. How could the language be
adjusted for clarity and conciseness? Do any of the recommendations overlap one
another, and could they be consolidated? Are any of the recommendations
conflicting?

4. Next Steps
Confirm agreements and set expectations for the next meeting.
Confirm information and follow up to be provided by staff liaisons.
Delegate assignments for subcommittee members.

5. Wrap-up
Address any outstanding matters.

6. Adjourn



Consider any homework that would be helpful to advancing efficiency and understanding
for the next meeting.



Phase IV: Recommendation Development (September-November)
Sample Subcommittee Meeting Agenda (4 of 4)

Note: It's most efficient for chairs to meet with the staff liaisons in advance of each
subcommittee meeting to discuss progress and next steps, agree on expected outcomes,

and set expectations and agenda for the upcoming meeting.

Deliverables to be achieved by December 2021:
● Recommendations for maintaining, changing, and/or improving policies and

practices to advance social justice and equity
● Presentation of recommendations to the Commission

Suggested Pre-Meeting Assignment:
Assign 1-2 copy editors to ensure 1) feedback is duly integrated, 2) the recommendations
are put into a single document with a consistent voice, and 3) the document is finalized to
a quality standard for presentation to the full Commission.

Agenda:
1. Greetings & Icebreaker

Find a short warm-up or game to engage members. It’s okay to keep it personal
and have people share what’s on their minds as they enter the “room”. See
attachment for icebreaker questions.

2. Recommendations Final Review
Review the latest versions of subcommittee recommendations and make final
adjustments to the copy.

3. Presentation
Determine who will present to the full Commission.

4. Wrap-up
Address any outstanding matters.

5. Adjourn


