
Setting up for Success !
MEETING ROOM LAYOUT, LOGISTICS AND EQUITY

SESSION 6



Setting up for success  & why it matters

Part 1 – Setting 

up your room

Part 2 -

Preparing your 

Members



Racial Equity and Social Justice are

core values for BCCs: 

 Goal:  All people have opportunities for fair and just inclusion in public 

processes and decisions.

 BCC purpose is to maximize resident input to inform decision-makers, 

but…

 True public participation is constrained by existing structures and 

systems….  speaking limits, language barriers, inconvenient meeting 

times, other limitations identified in the recent TFOGS report (link) 

 By setting up a successful meeting, you’re helping residents 

who attend and who are impacted by decisions.



“Our Madison – Inclusive, Innovative,   
and Thriving” 

 As we go through this session, think of ways that you can 

make your meetings as inclusive as possible for ALL 

members of the public.

 Attending a BCC meeting is not convenient for anyone, 

especially those with transportation, work, or child care 

constraints. 

 Can we make their effort to attend the meeting 

worthwhile?



“Our Madison – Inclusive, Innovative,   
and Thriving” 

 Think Positive:  it’s easy to feel burdened by the work 
involved in putting on these meetings and dealing with the 
public, especially when the public might not be happy 
about a topic, or government in general.

 an opportunity to make things better for our residents –
provide a positive, worthwhile experience interacting w/ 
local government.

 The more community engagement and participation, the 
better.

 YOU  have an important role in this! 



Part 1-

Preparing the 

Room 

To assist the 

public and the 

process



Basic room layout - the whole room

 Meeting table for the the body to sit at that is 
visible to the audience

 A “welcome” table for members of the public to 
check in

 Registration slips,  agenda, attachments, pens.

 An audience section for the public to sit.

 Check the acoustics from the audience… (more 
on that later)



Basic room layout - the meeting table

 Arrange member seating so the public can see all of 

them.

 Visible and legible nameplates to identify all members 

 Separation between members, staff,  guests – so the 

public can tell who is a member of the body.

Why are staff seated at the table?   Is there another 

place they can sit?  

 Obvious place for public speakers to sit when called to 

speak.



good example: 



Example:

very clear seating for public speakers 



Speaker space set up at the end of the table, with chairs 

facing the members,  with microphones





Here is another example….



What’s 

wrong with 

this picture?

- Members with their 
backs to the 

audience

- audience seating 

is far away from 

committee



Registration slips & 

agendas = good, 

but….

What’s missing?

What would you 

improve?



-Use a table, placed 

near the entrance

-Binder with copy of 

agenda & attachments

-Pens

-Tell registrants what to 

do with their 
registration slips

-Staff person to help 

registrants



Let’s talk about acoustics….

Notice anything missing from the committee 

table? 



Audio concerns…

 If the Media Team is recording your meeting for 
City Channel  they will set up microphones and 
you have to use them!  

 If Media Team is NOT recording  it’s your 
responsibility to make sure that the members, the 
staff, and most importantly – the audience – can 
hear the conversation at the table.



Meetings recorded by the Media Team 

for City Channel or streaming:

Broadcast Live on City Channel (Charter 994, AT & T U-verse 99) 

Livestreamed online at (link)

Available for playback at (link) and sometimes linked on Legistar calendar

 CC CCEC

 ALRC Plan Commission

 Finance Committee Disability Rights Commission

 Transportation Comm Transportation Policy & Planning 
Board

 Others on Request – depends on location – minimum 2 weeks notice



Audio considerations – Meetings 

recorded for City Channel: 

 Media Team will set up microphones, turn them on, record meeting, and 

put them away. 

 Audio is recording (and broadcast) when your meeting is called to order

 Mics are“hot” in the room BEFORE the meeting starts – be careful!

 Speak directly into the microphone

 Don’t lean back from table while speaking

 Don’t cover it up w/ papers, rustle papers while another is talking

 You, the staff, must politely remind your members of these 
things 



Audio for Meetings NOT recorded for 

City Channel:

 microphones available in all MMB meeting rooms

 ALWAYS mic your members & yourself

 Even if you can hear each other,  the public likely can’t (206 

example…)

 The purpose of your PUBLIC meeting is for the PUBLIC to hear 

the business conducted by your members

 CCB 201 - most meetings in Council Chambers are recorded by City 

Channel  (CC, Plan Comm, ALRC, etc.) 

 CCB 103A, 108 – these rooms are small enough not to need mics.







Tips from Media Team:

 Book room 1 hour in advance for meetings they cover

 When needed, they will supply a laptop.  

 If your meeting goes into closed session, work carefully 

with Media Team so they stop recording (and stop 

watching) and start again if you’re coming back into 

open session:

 email itmediateam@cityofmadison.com That goes to the whole team

 To alert media team to come back, call 266-6501. That will ring in the 
control rooms and all desk phones.

mailto:itmediateam@cityofmadison.com


Assistance for people with

hearing impairment:

Use the microphones – all the time!

Point out signs in the rooms that 

are wired for hearing aids  

Contact Jason Glozier in DCR



Questions about ADA Accessibility 

or Language Access? 

Contact DCR: 

Jason Glozier – 266-6511  jglozier@cityofmadison.com

Binta Ceesay – 245-3929  bceesay@cityofmadison.com

LAP inquiries – LAP@cityofmadison.com

mailto:jglozier@cityofmadison.com
mailto:bceesay@cityofmadison.com
mailto:LAP@cityofmadison.com


Questions for the Media Team?

Helpdesk first – 266-4193

Media Team 2nd - 266-6501 

specific questions: 

itmediateam@cityofmadison.com

mailto:itmediateam@cityofmadison.com


Part 2 –

Preparing your 

members for a 

successful meeting



Set up your members for success!

 Model good behavior:  

Even if you don’t always have an audience, conduct yourselves 

as if you do & expect BCC members to do the same.

 Teach your members Legistar Skills:

Know how to use “External Legistar.” This is how your 

members and the public view the content.

 Finding Attachments

How to view the text of Legislation  (ord. or res.)

Will you provide a paper packet?  Are they expected to 

access all materials electronically?  Do they know how? 



Example 1:  

how to access the TEXT of legislation

Here’s an agenda that includes both a resolution and an ordinance:





Reports tab  “Legislative Details (with Text)”



Same goes for Ordinances:  full text 



Example 2:  Reports and other

non-legislative attachments 



Finding the attachments….



This attachment doesn’t have a great name: 



Take-aways from this session:   

 Thoughtful seating, the correct supplies, good audio 

make the meeting successful

 Set up your room to be useful for your members and 

welcoming to the public

 Equip your members to make informed decisions

 Feel good knowing that you’re helping make City 

government more inclusive and equitable



The End.

Questions? 

Thank you!

Lara Mainella, Assistant City 
Attorney

266-4511

lmainella@cityofmadison.com

mailto:lmainella@cityofmadison.com

