
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix C 
Table Materials and Input 

 
 
 

(A full color version of this appendix is available online at 
http://cms3.tucsonaz.gov/broadway/public-meeting-3)   

 
 
 
Appendix C is a compilation of the materials and input gathered from the individual tables at during the 
Community Workshop. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This project is funded by the City of Tucson, Pima County and the Regional Transportation Authority 
(RTA), and is part of the voter-approved, $2.1 billion RTA plan that will be implemented through 

2026.  Details about the plan are available at www.RTAmobility.com. 
 

 



 

Facilitator 
Handbook 

 
 



September 26, 2013 

 

Overview and Objectives of the Small Group Activities 
 
No formal decisions about the project will be made during this public workshop.   
 

We have the following objectives for this meeting: 
• Understand public priorities for performance measures 
• Understand public preferences for cross sections 
• Understand the tradeoffs the community is willing to accept 
• Update the community on the project 
• Educate the community on tradeoffs that will need to be made in the Broadway project 
• Hear general comments on the project 

 
The small group work that you will be leading is the core of the meeting. As a facilitator or a recorder, 
you play a major part in achieving the meeting’s goals. Both the process of the discussion and its products 
are important. Ultimately, your facilitated discussion will produce: 
 

• Your group’s (up to) top 4 Performance Measures and why the group selected each one 
• Your group’s 3 recommended Broadway cross sections (with modifications if any) to take forward 

for further development and assessment and why the group selected each one 
• A summary of most discussed topics and any strong non-consensus opinions 

 

Timing of Workshop & Small Group Activities 
6:05 pm   5 mins Brief Project Update 
6:10 pm 10 mins Citizens Task Force Introductions 
6:20 pm 20 mins Brief Presentation #1 by Project Staff 
6:40 pm 60 mins Small Group Exercise 

  5 mins. Group Introductions 
15 mins. Exercise #1 
  5 mins. Brief presentation #2 by project staff 
20 mins. Exercise #2 
35 mins.  Exercise #3 
  5 mins. Prepare for Report Outs 

7:40 pm 30 mins. Small Group Report Outs 
8:10 pm 20 mins. Citizens Task Force “TakeAways” 
8:30 pm   Adjourn 

 

Roles and Responsibilities 
• Role of Facilitator: Guide the group through the exercise in a way that keeps the group focused 

on task, spurs useful discussion, and maintains facilitator’s neutrality.  
 

• Role of Recorder: Capture the group’s discussion, especially why the group made the decisions it 
did and how it arrived at those decisions. The recorder should also be sensitive to capturing 
minority opinions that may not be apparent in the group decisions. 

 

• Volunteer for the Report Out:  Member of the public participating in the small group activities 
that will report back to the larger group on results of the activities. 
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• Role of Project Team:  Answer technical questions or more foundational questions or concerns 
that a group may have about the Broadway project. 

 

• Role of CTF Members: Observe and actively listen to the small group work in process. Available 
for conversations with participants outside of the small group work. 

 

Project Overview 
A presentation will be made leading into exercise 1 of the small group work that will cover the following 
main topics, a copy of the PowerPoint can be made available to facilitators and recorders prior to the 
workshop. 

• Definition of project scope and background policies 
• Policy parameters and CTF Mission Statement 
• Project schedule and where we are in the process 
• Overview of Performance Measures and Assessment Methods 
• Review of Exercise 1 
• Overview of Street Section Alternatives 
• Review of Exercises 2 and 3 

 
Ground Rules 

• Let everyone participate, be civil  
• Get to your point quickly 
• All ideas welcome - active listening 
• Begin & end on time 
• Avoid side conversations 
• Phones on vibrate, step out to take calls 
• If you are not at a table you may observe and listen, but not participate 
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Broadway Boulevard Project Facilitator Tips  
The following are general guidelines on how to facilitate effectively in the Broadway project. 

• Make people comfortable, especially at the beginning of the small group work. 
• Work toward and highlight the commonalities of people’s points of view rather than the 

differences; while consensus may not be possible during this exercise avoiding divisiveness in the 
conversation is a goal. 

• To achieve group agreement, search for kernels of existing agreement, then build on them. 
• Ask questions to encourage answers that will illuminate why a person has a specific opinion. This 

helps the team understand the opinion but also helps the group members understand each 
other’s points of view and allow for a more meaningful group discussion. 

• Keep an eye on who is involved in the discussion and try to balance out the input. If one person 
or group is dominating, gently attempt to bring in other voices. If one person is not contributing 
to the discussion, look for opportunities to bring them in to the discussion without putting them 
on the spot.  

• Always acknowledge input to keep people talking, even if the acknowledgement is nonverbal. 
• Redirect the conversation if the conversation stalls or escalates into an argument. 
• Deflect arguments by restating the current task or by focusing on the next task or goal. 
• Keep an eye on the time; if you need to cut people off give them friendly reminders that the 

group needs to move on. 
• Don’t talk too much yourself. 
• With questions on methodology or the fundamental assumptions of the project, for example 

long-term economic vitality, try to keep focused on the task. Avoid defending the project. Call for 
help from the planning team if needed. 

• Refer to the ground rules if they get broken, so you are not seen as the “authority”, but the 
facilitator who must also work within the ground rules. 

• If you have any issues arise that make you feel uncomfortable, call for help from the planning 
team. 

• Keep in mind that this is a lot of information for people to process and some repetition of 
information may be needed. Be patient with participants. 
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Group Introductions (5 minutes) 
 
Overview/Goals – Break the ice. At the same time, give the group a sense of who 
the members are. Pick a group reporter.  
 
Instructions –  
1. Facilitators Introduce themselves to the participants. 

“Hello, my name is ____. And I am your volunteer facilitator tonight.  I will 
have a neutral role tonight, helping to guide the group through the exercises in a 
way that keeps us focused on the tasks and also spurs useful discussion.   
 
There may be moments in our discussions in which you wish to register your 
thoughts on aspects of the project NOT related to these exercises.  That is 
important to capture, and post-it notes and comment cards are on the table for 
you to use any time you need to tonight.”  
 

2. Recorders introduce themselves to the participants. 
“Hello, my name is __.  I am your volunteer recorder tonight.  My aim is to 
capture the group’s discussion, especially why this group makes the choices it 
does and how it arrived at those choices.  I will strive to take my notes using your 
words as much as possible.  I, too, will remain a neutral party in this exercise.  
 

From time to time, I may need to clarify with the group that I have accurately 
captured the conversation.  If there are specific things you want to make sure I 
have made note of, please let me know.  You may also use comment cards or 
post-it notes if you want to write comments down yourself.” 
 

3. Facilitator will ask each member of the group to state his or her name and what their 
relationship to Broadway is. 
“Let’s go around in a circle now, and please introduce yourselves, sharing your name and 
very briefly what your relationship to Broadway is.  As mentioned, we need a volunteer 
Reporter, too. If you are willing to be a reporter for the group, please let us know.”  
 
a. If needed, the Reporter role can be read aloud: 

i. Role of reporter: Monitor the recorder’s notes and make sure that the discussion is 
being captured accurately. At the end of the small group work, summarize to the rest 
of the workshop attendees the results of the group discussion; a few groups will do a 
more detailed summary at the start of the report out while the rest of the groups will 
highlight additional perspectives and unique ideas or issues that have not already been 
reported out. 

b. If no one volunteers it is okay to put off the decision until later. 

Discussion tips and 
troubleshooting 
• Keep introductions 

brief. 
 

• Go around the 
circle, one by one, 
to allow each 
person an 
opportunity to 
speak. 

 

• Keep this as neutral 
as possible; if a 
group member uses 
their introduction to 
express a strong 
opinion, say thank 
you and move on.  
 
If this doesn’t work, 
tell them there will 
be plenty of time to 
discuss those issues. 

 



 

Exercise #1:  Performance Measures Discussion and Prioritization  
(15 minutes) 

 
Goal – Pick up to 4 performance measures that the group feels are the most important for evaluation of 
the design of Broadway Boulevard. 
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Exercise #1:  Performance Measures Discussion and Prioritization  
(15 minutes) 

 
Facilitator Instructions  
1. Share goals of this exercise and process with the participants:   

 

“The goal of this exercise is to pick up to 4 performance measures that the group feels are the most 
important for evaluation of the design of Broadway Boulevard.  Performance measures are criteria on 
which to evaluate the success of a design in meeting the goals of the project relative to other 
alternatives. We will start with the top 3 performance measures you choose on your handouts.  Here 
are sticky dots – please place your dots on your top 3 measures.  Once we are done with that, we will 
look at the sheet as a group to see if there are 4 measures with the most dots.  If not, we’ll work on 
choosing 4 measures as a group. 
 

Does everyone have this handout?  Has everyone marked your top 3 performance measures?” 
 

2. Make sure that each participant has marked the 3 performance measures that are most important 
to him or her on an 8-1/2x11 sheet during the presentation. Make sure each participant has 
completed this step; hand out 8-1/2x11 sheets to those who have not done this step already. 
 

3. Have the participants place sticky dots (if participants want to initial or otherwise mark their dots 
that is fine) on the 36x48 large sheet corresponding to the individual selections. If someone has 
changed their mind and wants to prioritize different performance measures than they did listening to 
the presentation, that is fine. 
 

4. Highlight measures with the most dots. 
 

5. Going around the circle, facilitator asks each person to briefly explain why they selected their top 1 
or 2 measures.   
 

6. Facilitator asks the group whether they agree to use the top performance measures for the next 
activity.  Is there an obvious top 4? If yes move to step 8. If not, move to the next step. 
  

7. Starting with the measure that got the most dots, ask the group if they agree that the performance 
measure is amongst the group’s top 4 measures.  If not, ask the people who selected that measure 
why they thought it was important, and those who feel if should not be in the top 4 why the don’t 
think it is important enough. Has the discussion helped the group come to an agreement?  
 

Proceed to the measure or group of measures that received the next most dots and repeat the 
process.
 

Given the likelihood of “ties” amongst measures, the group will at some point need to discuss a 
group of measures and see if they can come to a resolution of which 4 they can move forward with. 
Tell them that it is likely they will look at more than the top 4 measures when it comes to selecting 
the cross section alternatives to recommend for further study, so identifying a “second tier” of 
important performance measures could be useful for the next exercise. 
 

8. Once an initial selection of the group’s top 4 measures has been made, verify with the group that 
this is the selection they want to move forward with. NOTE: if 5 measures need to be identified to 
move the group forward that is fine, otherwise try to have the group identify a top 4 and a second 
tier of 2 or 3 that would be looked to as a secondary consideration in the next exercise.  
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Considerations for the Recorder 
• As this discussion is happening, it is very important to capture it – how people feel about issues, 

why they think certain performance measures are important or not. 
• Keep track of which measures (outside of the group’s top 4) one or more people feel very 

strongly about. 
 
Exercise tips and troubleshooting for facilitation and recording 

• Keep the discussion oriented to the performance measures. When it meanders, try either to 
bring the discussion back to the performance measure that was being discussed, or else to find 
the performance measure that matches the new topic. Their comment can also be recorded for 
consideration in the next exercise, if it relates to cross section design; and any comment can be 
put on a comment card and submitted for consideration by the CTF and the design team. 

• How to respond to someone bringing up an issue that is not a performance measure…record 
for future consideration as a new performance measure or a change to existing measures. 

• Focus the discussion on performance measure priority, not design solutions. If someone says, 
for example, that they want a wide sidewalk, recast that as, “So your priority is being able to walk 
on Broadway, let’s find a performance measure that matches that priority,” and then discuss the 
Quality of Pedestrian Environment Along and Across Broadway performance measure. 

• Search for the root of someone’s preferred outcome. If, for example, someone says, I want to 
keep Broadway as narrow as possible, ask them what is driving that preference – is it their desire 
to not destroy historic buildings? Is it the desire to keep Broadway businesses? Is it their desire to 
keep project costs low? By getting to the root of someone’s desired outcome, you can often hone 
in on the performance measures that express their priorities. 

• Make sure that disagreements are really disagreements. As you “drill down” to the root of 
someone’s preferred outcome, it may be that people have the same priorities, but express or 
interpret them differently. 

• Identify top performance measures one by one. If the group begins at a stalemate, with dots all 
over the board, try simply to identify one performance measure everyone can agree on. Then 
move to the next, and the next, until you have 4, or fewer if the group is more comfortable with 
fewer; or as discussed above go ahead and identify a “second tier”. 

• Negotiate between different priorities. One person’s top 3 may be completely different than 
another person’s, but there may be one they absolutely will not let go of and two that they are 
willing to let go if their top priority is included in the group consensus. 

• If the group is stuck, propose compromises you see that could move the group to a top 4. 
• When there are “ties” for performance measures that may be included in the top 4, ask others 

who didn’t put down dots for those in the running what they think, do they have a preference?. 
• Remind the group that just because they don’t choose a performance measure in their top 4 

doesn’t mean that it wouldn’t be addressed. Again, the “second tier” can be helpful in avoiding 
a result with too many performance measures to focus on in the next exercise. 

• Assure those with minority opinions. If there is a minority voice whose priority measures do not 
become the group consensus, make them understand that their opinion will be noted, and that it 
can still be considered in the next exercise but just may not be a priority for the group decision 
making. 

• Keep track of which measures, outside of the group’s top 4, one or more people feel very 
strongly about. 
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Exercise #2:  Street Section Alternatives and Performance Assessment 
Discussion (35 min.) 

 

Instructions – (Approximate timing for each step are provided) 
1. During the brief presentation of the second exercise, the facilitator and recorders will:   

◦ Highlight the group’s (up to) top 4 performance measures along the top of the sheet.  
◦ In the top performance measures, circle the highest rankings with a green marker and the 

lowest rankings with a red marker.  
◦ Figure out which cross sections generally rank higher overall, i.e. have more of the top-ranking 

circles for the priority performance measures with the fewest bottom-ranking circles.  
◦ Circle or place a mark near the 2 to 4 alternatives with the highest positive rankings, in the left 

most column, with a third color.  
◦ Remove 11 x 17 and acetate sheets that correspond to those alternatives from the envelope.   
◦ Mark selected alternatives and place sticky dots on the selected acetate sheets. 
 

2. Facilitators share the goals of the exercise and Highest Ranking Alternatives: 
“The goal of this exercise is to pick 3 street cross section alternatives that the group feels should 
be studied further in the next phase of the Broadway Boulevard Project, and why these were 
selected.   As described in the presentation, we highlighted the top measures we chose in the last 
exercise in the top row, and then identified the best and lowest rankings for these measures, 
marked in green and red in the measure columns.  Based on the number of green circles – the 
best performing – these alternatives seem to align with the measures we chose.   
 

These sheets match these selected alternatives.  Let’s go through these one by one.   
 

Do we all agree that these should be our top 3 cross sections that should be studied further?  
Why or why not?  Are there some alternatives that rank neither highest nor lowest – rather more 
in the middle – that might be more preferred?  Why?” 
 

3. Unroll map.  Take pieces of acetate that match the initially selected cross sections, as well as the 
11x17 sheets with the larger size street sections.  Let the group lay these over the aerial 
photograph of the street and adjacent properties.  

“Let’s use the acetate strips on the map.  Here are some questions to consider:  Would you shift 
the roadway north or south?  What impacts do you see, remember its not only impacts to 
buildings but also to parking and access that can affect existing uses?  Are there things you might 
change in the cross section to reduce width or meet other goals?  Are there other cross section 
alternatives that you might prefer over these to explore further?” 

◦ Potential impacts might be to buildings, parking, access to adjacent properties, and other 
aspects of the environment.  

◦ Alignment can shift north and south, and the cross section can vary to some degree along the 
alignment. 

 

4. Reconsider the 2 - 4 cross section alternatives selected in Step 2.  Were any additional 
alternatives discussed in Step 3?  Facilitators should ask some of the following questions: 
• If the group identified other cross sections they might be interested in, how do they rank in 

relation to their top performance measures?  Do they represent a performance compromise the 
group might be willing to accept? 

• Did looking at how all the elements work together in the design of the street and seeing the 
width of the street within the existing context confirm the group’s top choices or call these top-
ranking sections into question?  If so, note why. 

5 mins. 

12 mins. 

12 mins. 

5 mins. 
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• Is the group willing to make tradeoffs among their high-priority performance measures, i.e., do 
they choose an alternative that ranks higher for two measures but very low for another one? If 
they have identified “second tier” performance measures in the first exercise, do the way the 
sections rank for those measures help in selecting up to three sections for further study? 

• Are there other cross section alternatives that the group would like to see that still rank well for 
the group’s performance measures? Do they want to consider a section that doesn’t rank well 
for their selected measures? 

• Is the group willing to identify other performance measures as important, because the selected 
desirable cross section performs well for them? Are they willing to compromise performance for 
the measures they were originally most concerned about? 

• Does the group have ideas about modifications they could make to the cross sections so it 
functions better? Use the cross section element cards if needed. 

 

5. As a group, and after weighing these questions, make a selection of up to 3 sections for further study.  
 

Considerations for the Recorder 
• The recorder should focus on highlighting issues that are discussed most intensely and where there 

are disagreements amongst participants; are there minority opinions that need to be noted. Also, 
record areas of agreement. 

• Encourage participants to write on comment cards if they have detailed concerns that are 
delaying group discussions. 

 

Exercise tips and troubleshooting for facilitation and recording 
• Let discussion happen. After showing the group what their top-scoring alternatives are, encourage 

discussion about the sections.  
• Connect the performance measures and the cross section designs. Encourage discussion on how 

the performance measures and the cross sections relate to one another. If the discussion is focusing 
solely on the cross sections, mention the performance measures; if it is focusing on the performance 
measures, bring in the cross section designs. 

• Questioning ranking of performance measure assessments. We expect that some participants will 
question some of the rankings. Here are the steps we recommend if this comes up: 
◦ Ask if they are questioning the ranking of a specific cross section for a performance measure, or 

the relative differences in rankings between cross section alternatives. If the relative differences 
between cross sections are not an issue, ask if recording their concern for consideration as the 
project moves forward is acceptable. If not, go to the next step— 

◦ If the person is derailing the process it is likely appropriate to flag a planning team member. 
◦ Flag a planning team member or TDOT staff who are “floating” in the room to address 

questions. If you find yourself having to wait to get someone to address the concern work to 
keep the conversation going in the meantime. 

• Understand the differences between the group’s top performance measures and their top cross 
section alternatives. Make sure to understand what accounts for why a group did not necessarily 
like the sections that scored well for their favorite performance measures.  Was it how the elements 
were put together in the street? Were there design details they didn’t like? 

• Understand what the group likes about their top cross sections. Similarly, understand what the 
group likes about its final top cross section choices. Was it that it simply scored well on the group’s 
top 4 performance measures, was the width of the cross section a major subject of discussion, were 
there design details the group liked such as dedicated transit lanes or trees, or were there 
intangibles? 

1 min. 
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Exercise #3:  Summary of Key Discussion Items; Prepare for Report Out 
(5 min.) 

 
Overview/Goal – The facilitator, the recorder, and the group member doing the report out will work with 
the group to finalize materials and information for the report out. Summarize the results of the group 
discussion. Verify the (up to) 4 most important performance measures, 3 preferred cross section 
alternatives, and the most discussed topics and any strong non- consensus opinions.  Prepare materials 
for report out to the larger group. 
 
Facilitator Instructions –  

1. Facilitator shares the goals of the exercise: 
 
“For this last exercise, we have 5 minutes.  We need to work with our volunteer –quickly – and 
with our Recorder.  Just a reminder:  our goal is to summarize and to be able to report back out 
on: 

◦ Our group’s (up to) 4 top performance measures 
◦ Our group’s 3 top preferred street cross section alternative(s) with modifications, if any 
◦ The most discussed topics and any strong non-consensus opinions. 

 
We could start by going back through the sheets and our checklist and confirm or revise the 
results.” 
 

2. Fill-in 11x17 Report Out sheets to complete Report. 
 

3. When called on, volunteers report out to the room. 
 

4.  Facilitators place sticky dots on the Master Input Boards at the front of the room for the 
group’s top performance measures and street design alternatives. 

































































































































































































































































































































































































































































































































 

Final Table 
Selections  
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