Local Agency Public Participation Survey Instructions


The Federal Highway Administration (FHWA) indicated that there is a need for the Department of Transportation (Caltrans) and its recipients (local agencies) to get more public participation workshops and meeting participants to complete a voluntary public participation survey at Caltrans/local agency sponsored public events.  FHWA suggested two methods to motivate participants to complete the survey which is instrumental in collecting, analyzing and reporting Title VI data in accordance with 23 Code of Federal Regulation §200.9, (b) (4) and (b) (10).

The first method is to have a greeter welcome participants to the event.  When participants feel comfortable in the meeting setting, they are more apt to offer information about themselves and thus be more inclined to complete a survey.  The second method is to make a general announcement at the beginning of the event welcoming the group and explaining the purpose of the event and the importance of completing the public participation survey.  You might also explain how the information will be used.  The following i8s a sample script:

Hello, my name is ____________, I represent [name of local agency].  [Name of local agency]is currently assessing alternatives to improve traffic congestion on Route 99.  I would like to explain the purpose of the [name of local agency] Public Participation Survey.  The information is being collected in order to comply with Title VI of the Civil Rights Act of 1964, Nondiscrimination in Federally Assisted Programs.  As a recipient of federal financial assistance, [name of local agency] is required to collect and analyze data on race, color, national origin, sex, age and disability to ensure that the [name of local agency] programs and services are equitable and equal.  The data you provide will enable [name of local agency] to ensure that residents and communities impacted by this project have been included in the decision making process.  The information will not be used for any other purpose.  These survey questions should only take a few moments of your time.  Please check the appropriate boxes which best describe you.  Submittal of this information is voluntary.  Please begin the survey.  Thank you.  Wait five minutes then make an announcement to pass the information to you.

If you find the methods mentioned above are not working, you may use the Local Agency Public Participation Visual Tally to be used as an indirect method when at least 50 percent of the participants do not complete the survey.  Employees who are responsible for collecting the data during the event will use their best judgment in physically counting participants with regard to race, disability, age, etc.  FHWA has assured recipients that the Visual Tally is an acceptable means to collect data when local agencies cannot obtain data using voluntary data collection methods.

The Local Agency Public Participation survey template includes the recommended questions pertaining to Title VI for your use.  The income groups listed are based on existing poverty thresholds.  Depending on the meeting or workshop format, you may customize the survey or implement the survey form in a different manner to meet your specific needs.  
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