Initiating and Supporting Stakeholder Groups
Recruitment Steps:

1.
Define stakeholders and target recruitment groups.

2.
Broad press release with:  

· Brief description of project 

· Experience desired 

· Contact information 

3.
Recruitment packet

· Press release 

· Detailed description of project 

· Compensation information 

· Qualifications desired 

· Application 

4.
Identify partners

· Ask for assistance in reaching smaller sub-groups through the use of e-mail and mailing lists 

· Recruitment presentations and introduction by community leaders (especially important for some cultural groups 

5.
Taking applications

· Document phone calls 

· Maintain file for each applicant 

6.
Review applications

7.
Appoint internal and external review committees

· Ratings 

· Grids with desired stakeholders and target groups 

8.
Set meeting dates:  the more people you have the harder it will be to find a time that works for everyone.  Decide whether you want to set meeting times before you offer membership, with “key stakeholders,” or with everyone on the recruitment list.

Meeting preparation

1.
Define goal for meeting

2.
Set meeting dates (if not set in advance) 

3.
Arrange room

4.
Send a letter (one mailing works best) and e-mail

· Date, time and place of meeting

· Meeting preparation materials (keep it short!)

· Agenda

· Minutes from previous meeting

5.
Set up room with any additional materials, equipment, and refreshments, if allowed.  

6.
Take good minutes:  appoint someone who is not involved in the meeting, if possible.

 

Accommodations:

People with Visual Disabilities
· Electronic versions of all materials

· Tables converted to text only 

· Descriptions of all visuals.  
Other Disabilities:  Individualized, based on the needs of members.  Examples:

· Later starting times (some people with PCA’s have a harder time making it to morning meetings)

· Allow people with communication difficulties the time to prepare responses to materials ahead of time.

