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Let's Speak Up!
Increasing women’s participation in 

Community Engagement Spaces
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What are Community 
Engagement Spaces?

Los Angeles County uses community engagement 
spaces to gather opinions, ideas, perspectives, stories 
of lived experiences, and stakeholder expertise that are 
related to the policy or topic being explored. 

Since the goal of these spaces is to engage the 
stakeholders, it is important that agencies and staff 
hosting community engagement spaces make sure that 
events

• Are organized in a way that makes participants feel 
inspired and energized; and

• Have agendas with goals that give everyone a 
forum to express their ideas and perspectives.

These spaces attract those passionate about their experiences 
and often participants who are no stranger to public speaking. 
With this toolkit we hope that all stakeholders: women, young 
people, and individuals from vulnerable populations do not feel 
intimidated to participate. With some pre-planning, organizers 
can increase participation. 

It is crucial that women who attend are encouraged to find their 
voices and know that their ideas are valued, encouraged and 
properly recorded.

Women in 
Community Engagement Spaces

This toolkit helps 
organizers of 
community engagement 
events create an 
environment where 
women and all 
stakeholders feel 
their voices are heard, 
encouraged, and 
recorded. 

The target audiences 
for these spaces can 

often be found by 
reviewing the mission, 

vision, and goals for 
the space.

COMMUNITY ENGAGEMENT SPACES
• Focus groups
• Community convenings
• Resource fairs
• Town halls

• Town councils
• Neighborhood watches and councils
• Commissions and committees
• Health and service outreach events
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Setting an Agenda
Your tool for productive 
community engagement 

AGENDA COMPONENTS 
SHOULD INCLUDE
1.  OPENING
2. EDUCATION
3. ENGAGEMENT
4. CLOSING

An agenda that incorporates the following 
components will serve as a secret weapon to help 
organizers and participants stay on time and on track.

An agenda helps the organizer guide the meeting, set 
goals for the meeting, get buy-in from participants, 
and communicate expectations to participants. 
Participants appreciate being able to reference an 
agenda, so PRINTED AGENDAS, along with digital 
versions, are highly recommended.

OPENING CHECKLIST

1. Tell the audience logistical information such as parking, 

restroom locations, refreshments, device charging, etc.

2. Review the agenda with participants so they can anticipate 

what they will be doing.

3. Introduce Team agreements before work begins.

4. Hold an icebreaker to find out who is in the audience. Note: 

Icebreakers can be designed to help the organizer learn 

demographic information about participants that can help 

guide the discussion.

5. Tell participants how things are being recorded. Introduce 

the note-takers. If there are break-out sessions, make the 

notes available around the space for review by participants. 

Contributions should be recorded in a way that keeps 

responses visible:

 • Butcher paper is a great way to record responses and keep 
them visible

 • Notetakers can share notes by projecting them on a screen

Agenda Component 1O
P

E
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PART ONE  |  Before the Meeting

The organizers should develop 1-2 
team agreements they would like 
community members to incorporate 
into participation. 

For example:

Everyone will share one idea or 
thought during the break-out 
session.

I will carry today’s message to 2 of 
my neighbors.

Step Up, Step Back.

PART TWO  |  During the Meeting

To increase a sense of ownership and 
trust, the organizer should ask the 
audience if they see anything missing 
from the Team Agreement.

For example:

No speaking over each other.

Everyone helps with clean-up

Team agreement

These tools help increase 

the participation of 

women and other 

vulnerable populations 

in meetings because 

they empower organizers 

to run a controlled 

conversation that prevents 

more experienced and 

outspoken speakers from 

dominating the speaking 

period. 

Team Agreements Are Not Rules 

Instead, they provide an expectation 

that the group hopes the organizer will 

uphold in order to foster a productive 

conversation.

In order for the Team agreements 

to be meaningful and respectful, it’s 

important for them to be created by 

the group.

Step Up, Step Back

Incorporating this principle into 

Team agreements can challenge 

more outgoing speakers to increase 

their listening participation while 

encouraging those who may not tend 

to speak up to do so. Step Up, Step 

Back reminds the group that that 

listening is part of the learning process 

and that everyone’s contribution 

counts.
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Here the organizer makes a formal presentation 
to the participants.

1. Introduce the team, department, initiative, and/or mission 

statement.

2. Explain what you want to accomplish in the ENGAGEMENT 

component of the meeting. 

3. Help participants understand the desired outcome of their 

participation. This will make them more willing to open up 

about their opinions, ideas, perspectives, lived experiences 

and expertise.

Agenda Component 2

E
D

U
C

A
TIO

N Participants come to a Community Engagement Space to 

share their experiences. The more organizers can share about 

why participants expertise is needed for the outcome, the 

more likely they will share relevant information. 

Let them know why this meeting is taking place:

• Directed by motion

• Directed by grant deliverable

• Community request

• Research need

• Community or stakeholder needs assessment

• Other information that lets them know why them 
 and why now

INSPIRING THE PARTICIPANTS TO 

REACH OUTCOMES
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Regardless of the size of your group, the 
organizer should always remind the participants 
that there are no right or wrong answers.

For larger groups it is best practice to have smaller break-out 

sessions of 5-10 people in order to better capture feedback and 

responses to questions.

Questions being asked should always be visible so participants 

can remember the goals of the Engagement and help keep 

everyone on topic. This is where the use of your butcher paper 

and tracking notes on a projected screen come in handy.

Responses to questions should also be publicly recorded in real 

time. By letting people see their responses, participants will see 

they are valued and validated.

Agenda Component 3
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HELPING
EVERYONE
ENGAGE
An organizer may 

experience a situation 

where a participant 

dominates a discussion 

and repeats what others 

have already said.

These tools can help get 

the discussion back on 

track and make room for 

everyone’s participation.

Clearly Identify the Note-Taker 

and Record All Responses.

By showcasing comments publicly 

in real-time, the organizer can 

reduce tensions caused by 

participants who repeat someone 

else’s point.

Refer to the Posted Comments 

When an Idea is Repeated and 

Credit the Original Speaker

“Thank you for that idea – very 
similar to Keisha’s idea we heard 
a few minutes ago. I will add a 
checkmark to the idea so we know 
that 2 people in the audience have 
the same sentiment.”

Validate Everyone’s Contributions.

By recognizing both the original 

speaker and the second speaker 

without being dismissive, you 

encourage all participation.

7
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CLOSING CHECKLIST

1. Close the event by having someone share a snippet of what 

was gathered during Engagement.

2. Ask one last time if there are any final thoughts participants 

would like to share now that they have heard from the whole 

group.

3. Remind everyone they can reconnect with the team after the 

meeting via email, social media, comment cards, or a website if 

they think of something else to share.

4. If time allows, ask participants to quickly share the personal 

steps they will take as they relate to the event goal. Be sure 

to state what your team or department hopes to accomplish 

based on the input the participants have provided.

5. Provide an evaluation form. This can allow participants who 

may have been hesitant to speak up another way to provide 

input and feedback.

Agenda Component 4C
LO

S
IN

G
Don’t skip the Closing Component! 

By nature, Community engagement spaces are empowering and inspirational. 

Participants may not remember everything they want to contribute during the event. 

Reminding everyone how to stay in touch or be part of the next steps is important to 

achieving the mission, goals, and outcomes you were hoping for.
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