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I.	 INTRODUCTION

The San Francisco Bay Area Rapid Transit District’s (BART or District) Public Participation Plan 
(PPP) was established in 2011 in order to ensure that BART, complying with Title VI of the Civil 
Rights Act of 1964 and other federal and state regulations, utilizes effective means of providing 
information and receiving public input on transportation decisions from low-income, minority, and 
limited English proficient (LEP) populations.  

This guide (Public Participation Procedures) outlines the current public participation methods that 
BART utilizes, as well as future methods that BART is exploring. Experience has demonstrated 
that integrating outreach planning at the beginning of a project will ensure a smooth transition into 
the later stages of the project.  To facilitate the process, District Project Managers and/or Supervi-
sors (hereinafter referenced as PMs) can reference this guide (a condensed version of the current 
PPP) for their projects’ public participation and outreach process.  

A checklist (adapted from Government and Community Relations’ (GCR) BART Public Participa-
tion Model) is included in Appendix A for PMs to easily refer to for public participation efforts. 
A public participation staff contact list is included in Appendix B.

PMs can utilize the many resources available in this guide to develop a meaningful public 	
involvement plan for their project. BART’s Office of Civil Rights (OCR), GCR, and Communica-
tions are departments that can assist in developing a public involvement plan.  By combining the 
technical knowledge of the PM with these departments’ experience working with elected officials, 
community-based organizations, special interest groups, and the general public, the PM can ex-
pect to develop and implement a successful public outreach plan.
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II.	 PUBLIC PARTICIPATION: PLANNING PROCESS

Below are the suggested steps for a PM to consider when beginning the outreach process.

1.	 Submit a Transportation Decision Evaluation Form to BART’s Office of Civil Rights 	
	 (Optional)

Most projects should undergo a Title VI/Environmental Justice (EJ) review by the Office of Civil 
Rights (OCR).  The PM should fill out a “Transportation Decision Evaluation Form” (available on 
WebBART’s OCR webpage and in Appendix D) and submit it to OCR.  OCR evaluates the form 
to determine what steps are necessary to comply with Title VI and/or BART’s EJ Policy.  OCR’s 
compliance analysis identifies the level of analysis required for the project and the appropriate 
level of public outreach.

2.	 Budget Considerations

If your project is a capital project that will require public outreach, consider including a public 	
participation budget in your grant request.  Some budget considerations include:

	 •	 Facility fees
	 •	 Production of meeting notice and project graphics
	 •	 Document translation
	 •	 Direct mailing
	 •	 Newspaper advertisements
	 •	 Meeting recording/transcripts
	 •	 Translation services (contact OCR for translation services)
	 •	 Childcare
	 •	 Refreshments
	 •	 Consultant fees

Please see GCR’s “Public Participation Outreach-Meeting Cost Estimates” document in Appendix 
D to help you better estimate the costs of your public participation.

3.	 Determine Project Outreach Goals and Objectives

Before beginning a project, you should consider what subject(s) and content you want to com-
municate to the public.  In other words, you should consider what critical message(s) the project 
wants to convey to the public.  Listing at least 3 main points is a helpful start.
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4.	 Consider Your Project’s Timelines: Board Approval

Will the project require Board approval?  Are you attaching a public participation report to your 
EDD?  If the answer is yes to these questions, you should consider various public participation 
factors when creating your project timeline.  For example, if the project requires a presentation 
to the Advisory Committees, you should include this into the project’s timeline and allow for ade-
quate time and notice to present to the Committees.

5.	 Systemwide Change vs. Small Scale Change

The PM should identify whether the project is a systemwide change or a smaller project, because 
the public outreach will differ for both types of projects.  See Section IV of this guide for an 	
example of both a systemwide and small scale change project.

6.	 Determine the Audience

Determining the scale of the project will help the PM determine the audience the project is trying 
to reach.  You should identify the following characteristics of the project’s audience: gender, age 
group, ethnicity, race, country of origin, literacy level, etc. in order to tailor the project’s public out-
reach.

7.	 Demographic Analysis to Identify Target Populations and Public Participation Needs 

A demographic analysis might be required depending on the project.  If that is the case, the PM or 
staff should contact OCR to obtain current demographic information relating to their project in 	
order to make the outreach more specific. OCR can assist you in identifying significant 		
populations for targeted outreach, including minority, low-income, and limited English proficient 
(LEP) populations.  Alternatively, staff can also contact BART’s IT/GIS department directly for 
demographic information.

Once you have determined the target population(s), you should consider the communities’ 	
preferences and needs.  For further information on the language needs and requests of 		
LEP populations in the 4-county BART service area, please see the 				  
Toolbox of Public Participation Methods in Appendix C.

8.	 Identify Language Service Needs

The PM should identify language service needs in order to 		
distribute appropriate materials to the targeted communities.

BART-to-Oakland International Airport 
Outreach Event 2014
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OCR can assist in identifying languages for targeted areas and translate documents into the 
2 most frequently encountered languages (Spanish and Chinese) plus additional languages if 
needed. OCR can also provide interpreters for your event if requested.  Forms for staff to request 
translations of documents and to request interpreters are available on WebBART’s OCR webpage 
and in Appendix D.  

9.	 Create an Outreach Strategy: Ways to Communicate

The PM must consider the most appropriate outreach method for community input.  For media 
outreach, contact the Communications department.

	 a.	 The following are examples of community input formats:

		  •	 Informational meeting
		  •	 Open house
		  •	 In-station open house
		  •	 Focus group
		  •	 Site tour
		  •	 Telephone/key person interview
		  •	 Workshop
		  •	 Survey

	 b.	 The following are some outreach methods that are currently being utilized at 		
		  BART:

		  •	 Direct mail
		  •	 Station notifications (passenger bulletin, BART Times newsletter, 
			   Destination Sign System, informational table, etc.)
		  •	 Web (BART website, Facebook, Twitter, city website, etc.)
		  •	 Email notifications
		  •	 Local newspapers

▪▪ The Oakland Post
		  •	 Ethnic media (news publication)

▪▪ El Mensajero (Spanish)
▪▪ Sing Tao (Chinese)
▪▪ Korean Times (Korean)
▪▪ Viet Nam, The Daily News (Vietnamese)

		  •	 Ethnic media (television)
▪▪ Telemundo 48, Univision 14 (Spanish)
▪▪ KTSF Channel 8 and 26 (Chinese)
▪▪ Vietnamese TV, USA (Vietnamese)
▪▪ KTSF Channel 8 and 26 (Korean)

BART Embarcadero Station Capacity 
Outreach Event 2014
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		  •	 Radio
		  •	 Regular communications with media
		  •	 BART Board meetings
		  •	 Partnerships with community-based organizations (CBOs)
		  •	 Communications with elected officials
		  •	 Press briefings and news releases
		  •	 Participation in community fairs and festivals
		  •	 Sponsorship of major community events
		  •	 Mailings to neighbors of stations
		  •	 Educational tours and briefings
		  •	 Language Line Services (LLS)
		  •	 Language interpreters at public meetings
		  •	 Written language assistance services

	 c.	 Meeting participants and survey respondents have suggested that effective methods 	
		  for outreach include:

		  •	 Publicity at BART stations or trains
		  •	 Direct mail 
		  •	 BART seat drops
		  •	 Flyers at turnstiles/BART trains
		  •	 Publicize opportunities on local buses or at local bus stops

10.	 Coordinate with Local Stakeholders

PMs should coordinate with local stakeholders who can help disseminate the information to the 
targeted communities.  Please contact GCR for assistance in these efforts.  GCR maintains a 
comprehensive list of 474 CBOs covering BART’s 4-county service area. In order to coordinate 
with local stakeholders, the following steps must be considered.

	 a.	 Identify all local stakeholders to engage in public outreach.  Consider the following 	
		  types of CBOs in order to reach minority, low-income, and LEP populations within 	
		  the project area.

		  •	 Faith-based organizations
		  •	 Geographic specific-tenant and neighborhood associations
		  •	 Neighborhood/community development corporations
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		  • 	 Education
		  •	 Social services
		  •	 Recreation
		  •	 Environmental
		  •	 Political
		  •	 Youth and senior
		  •	 Chambers of Commerce
		  •	 Convention and visitor’s bureaus
		  •	 Community centers
		  •	 Social service agencies or CBOs that serve minority/low-income/LEP 		
			   populations.	

	 b.	 Clearly explain the desired outcomes to the local stakeholders for the different 		
		  public participation methods chosen.  For example, a meeting format that allows for 	
		  small group discussion will give participants an opportunity to discuss and 
		  understand the information being presented.  For a construction project, an on-site 	
		  informational tour may help community members better understand the impact the 	
		  project would have on their immediate neighborhood.

	 c.	 Consider the different roles each group may play such as sharing information, 
		  collecting input, letter writing, or setting community priorities.

	 d.	 Identify the best way to publicize the public participation methods, select meeting 	
		  dates and venues, and determine translation needs.  Community advisors can help 	
		  BART 	avoid potential scheduling conflicts and take advantage of existing events
		  where they can easily reach a significant number of community members.

	 e.	 Meeting organizers should carefully consider convenient meeting locations and 		
		  times in order to enhance participation from low-income communities.  In 2010, 	             	
		  focus groups with mainly low-income participants expressed some of the following 
		  concerns/preferences:

		  •	 Meeting times coordinated with transit schedules.
		  •	 Weekend meetings preferred over weeknight evenings or during business 		
			   hours.
		  •	 Meetings held at accessible meeting locations, near or even at a 
			   BART station.
		  •	 Meetings held at a safe location.
		  •	 Refreshments and childcare offered at meetings.
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11.	 BART’s Advisory Committees

BART has a total of 8 Advisory Committees that staff should consider utilizing, depending on the 
project.  They include: Accessibility Task Force, Bicycle Task Force, Business Advisory Council, 
Citizen Review Board, Earthquake Safety Program Citizens’ Oversight Committee, 		
Transit Security Advisory Committee, Limited English Proficiency (LEP) Advisory Committee, 	
and Title VI/Environmental Justice (EJ) Advisory Committee.  

12.	 OCR’s Title VI/Environmental Justice (EJ) and Limited English Proficiency (LEP) 
	 Advisory Committees

Title VI/EJ and LEP Advisory Committee members have played an integral role in providing a 
voice for the communities in which they serve. Members are involved in BART’s transportation 
decision process and have the opportunity to provide feedback on current projects that impact 
minority, low-income, and LEP populations.  

OCR’s Title VI/EJ Advisory Committee 
(established in April 2013), encourages the 
full and fair participation of minority and 
low-income populations in the District’s 
transportation decision-making process.  
OCR’s LEP Advisory Committee 
(established in November 2011), assists in 
the development of BART’s language 
assistance measures and provides input on 
how BART can provide programs and 
services to customers, regardless of 
language ability.  

Current Committee members are active participants of local community-based organizations that 
serve Title VI, EJ, and LEP populations within the BART service area.  Advisory Committee 	
members can also assist in distributing information to the community via flyers or surveys for any 
BART-related projects.

In 2013-2014, OCR’s Advisory Committees provided input on the following projects:

	 •	 Station Modernization Program
	 •	 Consumer Price Index (CPI) Fare Increase Program
	 •	 Oakland Airport Connector Project Train and Station Signage and 
		  Audio Announcements
	 •	 Fleet of the Future Train Car Mockup
	 •	 BART Priority Seating and Train Safety Card Signage
	 •	 “Learn BART” booklet for LEP riders

OCR’s Limited English Proficiency Advisory Committee 2014
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In order to prepare for a meeting with the Title VI/EJ and/or LEP Advisory Committee, project staff 
should initiate the following steps:
	
	 a.	 Determine the goal of your presentation.  

		  1.	 What is the purpose of your presentation?

		  2.	 Do you have any specific questions you want to ask the Title VI/EJ and/or 		
			   LEP Advisory Committee?

		  3.	 How will you incorporate the Advisory Committee’s feedback into 
			   your project?
	
	 b.	 Once you have completed steps 1-3 above, contact OCR if you would like to 
		  schedule a presentation date with an Advisory Committee.
	
	 c.	 Provide OCR with the title of your presentation and the name(s) of the 
		  presenter(s)/speaker(s).

	 d.	 Inform OCR of the timeframe of your public outreach.  Do you need feedback 		
		  months in advance of your outreach, or sooner?

	 e.	 A couple of weeks before the presentation, OCR will remind you of the date, time, 	
		  and location of your presentation.

	 f.	 If you plan on distributing handouts or copies of your presentation, please bring 20 	
		  copies. 

	 g.	 If you have an electronic presentation, email it to OCR in advance, if possible, 		
		  otherwise bring it to the meeting in a USB flash drive.  OCR will provide the laptop 	
		  and projector.  
	
	 h.	 If Advisory Committee feedback has been incorporated in some manner 
		  (i.e. mentioned in a document, implemented at the outreach event, etc.), please 		
		  inform OCR.

	 i.	 Depending on the timeframe of the project, determine if you want any follow up 		
		  meetings with the Advisory Committees and contact OCR if so.

	 j.	 In some instances, the Advisory Committees may want to follow up on projects that 	
		  were presented to them.  OCR will contact you if this is the case.
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13.	  Prepare for Outreach: Public Notice

Preparing for outreach is the next step.  The following steps are suggested for outreach:

	 a.	 Ensure that outreach begins 2 weeks prior to your event (if not sooner) in order to 	
		  provide adequate meeting notice to the public.
	
	 b.	 Flyers, notices, surveys, etc. might require 		

translation.  Fill out OCR’s “Translation 			 
	 Services Request Form” (available on WebBART’s 

OCR webpage and in Appendix D) and submit to 
OCR at least 4 weeks prior to your event (if not 
sooner) in order for your documents to be translated 
in a timely manner and to allow yourself at least 2 
weeks to publicize your event.
	

	 c.	 Some outreach events might require 			 
interpreters.  Fill out OCR’s “Interpretation 

	 Services Request Form” (available on 		
WebBART’s OCR webpage and in Appendix D) and 	
submit to OCR at least 72 hours in advance of your 	

						          event if you require an interpreter(s).

	 d.	 Work to publicize activities using the chosen outreach methods, identify 
		  performance 	measurements and set targets for participation 	from the area.

	 e.	 Ensure that flyers, notices, and other outreach methods clearly describe the issue 	
		  and purpose of the meeting or public participation activity.
	
	 f.	 Identify a specific number and sequence of public participation methods and clearly 	
		  communicate how BART decision makers would use the public input.

14.	 Implement Public Participation Strategy

While conducting outreach, the public participation strategy must also be implemented.

	 a.	 Implement the methods defined in the public participation strategy.
	
	 b.	 Gather participant contact information during the public participation activity for 
		  future project correspondence and updates.

	 c.	 Collect and record community input through note taking, wallgraphics, surveys, 
		  recordings, etc.

BART Vision Outreach Event 2014
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15.	 Compile, Review, and Report Results

After outreach has been conducted, the results should be compiled, reviewed, and reported.  

	 a.	 Compile and report results with the project team, partners, local governments, 		
		  CBOs, etc.

	 b.	 Utilize OCR’s Title VI Outreach Form (available on WebBART’s OCR webpage and 	
		  in Appendix D) to record Title VI/EJ/LEP outreach information and submit to OCR. 	
		  Outreach information provided by your project will be used by OCR in its required 	
		  reporting to the Federal Transit Administration.
 
	 c.	 Clearly define how public input will or will not be incorporated into the project scope/	
		  description.  BART should be able to demonstrate to the community that it has 
		  considered and explored the direction recommended by the public and taken its 		
		  recommendations into account as part of its overall analysis.

	 d.	 Revisit the participation goals established at the beginning of PPP strategy 
		  development to monitor progress and performance.

16.	 Community Reporting and Transparency

Throughout the entire project, transparency to the community is essential.

	 a.	 Make sure the community is aware 	
		  of key decision-making activites 		
	           such as board meetings or where 	
		  action should be taken, so 
		  community members can see how 	
		  the decision was made.

	 b.	 Communicate results back to the 		
		  community, providing a record of 		
		  the number and characteristics 		
		  of the participants and date, time 		
		  and location meetings, and 
		  description of the rationale for 
		  how and why suggestions made through community input were or were 
		  not implemented.

	 c.	 Regularly update the community on the status of the issue and identify additional 		
		  opportunities for community input.

BART Fleet of the Future Outreach Event 2014
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	 d.	 If Advisory Committee input was incorporated into your project, contact the 
		  responsible department and inform them.  A follow-up meeting with the Advisory 		
		  Committee(s) might be necessary.

III.	 INNOVATIVE OUTREACH METHODS

In the future, BART is planning on implementing new outreach methods.  Traditionally, BART has 
used public meetings, outreach tables, printed surveys, and onboard surveys as some general 
outreach methods.  BART has utilized You-Tube webinars, advisory committees, social media, 
and online and tablet surveys as some new methods of outreach.

Another method that BART is exploring for outreach include online town halls.  Some options 	
include Webinars, telephone town halls, and live videos on bart.gov.  Please contact GCR and 	
the Communications department if you are interested in utilizing any of these methods.  BART will 	
continue to explore innovative and effective outreach methods in order to better reach the public.

IV.	 BART PUBLIC PARTICIPATION PLANS IN ACTION

1.	 Systemwide Change: Oakland Airport Connector
 
BART conducted a series of public outreach to provide information and to solicit public comment 
on the key service changes and new fares of the new BART-to-Oakland International Airport 
(OAK) service.  The service had been widely reviewed in public forums over the past 10 years, 
and a key component of the outreach was to receive input from low-income, minority, and LEP 
community members.  

BART Vision Outreach Event 2014
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BART hosted a series of outreach events with informational tables where staff interacted directly 
with customers currently utilizing the existing AirBART system.  In addition, BART provided the 
public information about key services and new fares.  The outreach events provided customers 
with information through a poster-sized map of the project area and new service alignment and a 
handout with project information and facts about the major service changes and new fares.  	
Customers were provided with comment forms in 
order to comment on the service changes and new 
fares.  This form also allowed BART 
to collect demographic data.

The handout and comment form were provided in 
e-mailed correspondence up to 3 times to the OAC 
e-mail subscriber list (4,900 recipients) and to more 
than 400 local community based groups and civic 
organizations including:

	 •	 GCR’s CBO databases for the 4-county 
		  service area
	 •	 Airport Area Business Association
	 •	 Bay Area elected officials in Alameda, 		  	
		  Contra Costa, and San Francisco County
	 •	 City of Oakland (multiple departments and contacts)
	 •	 Oakland Chamber of Commerce
	 •	 Oakland International Airport (multiple department and contacts)
	 •	 OCR’s Title VI/EJ Advisory Committee and LEP Advisory Committee
	 •	 OAC Construction Management Team

The outreach events were held concurrently at both the BART Coliseum Station and Oakland 
International Airport.  Dates and times were selected based on peak travel time for users of 
AirBART.

Publicity for the outreach events was conducted through print and online media, community 
organizations, and existing email lists.  Publicity included the following:

	 •	 Distributed multilingual flyer/mailer in English, Spanish, Vietnamese, Chinese and 	
		  Korean (including a reference to the availability of translations services for 
		  the meeting).
	 •	 Displayed oversized copy of flyer at Coliseum Station.
	 •	 Posted BART website announcement.
	 •	 Distributed BART Passenger Bulletin at all BART Stations in English (with standard 	
		  taglines for more information in Spanish, Vietnamese, Chinese, and Korean).
	 •	 Placed advertisements in local print media, including those in different languages.

BART-to-Oakland International Airport 
Outreach Event 2014
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	 • 	 Posted an announcement on the BART Destination Sign System (DSS) at all BART 	
		  stations throughout the District.  DSS messaging plays four times in an hour and 		
		  broadcasts about 4,000 to 5,000 times a day.
	 •	 Posted on BART’s social media: Facebook, Twitter.
	 •	 Recorded outreach details on the OAC Project Information Line with information on 	
		  how to submit comments.

2.	 Small Scale Change: BART’s DI/DB Policy 

BART implemented the Disparate Impact/Disproportionate Burden (DI/DB) Policy per the 	
requirements of the Federal Transit Administration’s Circular 4702.1B.

In order to establish a threshold used to assess disproportionate impacts of major service 	
changes or fare changes on protected populations, BART had to first define the terms “disparate 
impact” and “disproportionate burden” so these terms could be communicated to and discussed 
with the public.  

During the months of June and July of 2013, outreach was conducted with OCR’s Title VI/EJ 	
Advisory Committee, transportation equity advocacy groups, and interested Board of Directors.  
Additionally, the DI/DB Policy was posted on www.bart.gov, on social media outlets such as 	
Facebook and Twitter, and a corresponding webinar was available on BART TV via Youtube. 

In total, BART conducted 8 outreach meetings:

	 •	 1 meeting with the Title VI/EJ Advisory Committee.  The Advisory Committee 
		  meeting was noticed 72 hours in advance and was accessible to members of the 		
		  public.  The meetings were advertised at BART stations through posters, 
		  Destination Signage System (DSS) and BART Times.  A website notice was posted 	
		  on www.bart.gov.
	 •	 2 meetings with transportation equity advocacy groups including Public Advocates, 	
		  Urban Habitat, and TransForm.  BART reached out to these organizations through 	
		  targeted e-mails and phone calls.
	 •	 5 meetings with interested Board of Directors. 
	 •	 The public was also able to provide written comments via U.S. Mail, fax, phone, 
		  or email. 
	 •	 The Policy was also translated into Chinese and Spanish and available in additional 	
		  languages upon request in compliance with the District’s Language Assistance Plan.
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V.	 CHECKLIST

Please see Appendix A for a checklist for PMs to use that summarizes this guide.

VI.	 PUBLIC PARTICIPATION STAFF CONTACT LIST

Please see Appendix B for a list of staff.

VII.	 TOOLBOX OF PUBLIC PARTICIPATION METHODS 

Please see Appendix C for a list of how to tailor outreach efforts to different communities’ 	
preferences.

VIII.	 BART RESOURCES AND FORMS

Please see Appendix D for BART forms that staff can utilize.  Many of these forms are available 
on WebBART’s OCR website.

IX.	 2012-2013 PROJECTS: PUBLIC PARTICIPATION SUMMARY

Please see Appendix E for a “2012-2013 Public Participation Summary” compiled by GCR.  It 
includes various BART projects and the different community input, outreach methods, and 	
participation data. Similarly, the summary will give the PM ideas on how to implement his own 
public participation.

X.	 OUTREACH SAMPLE MATERIALS

Please see Appendix F for samples of documents that have been produced and translated for 
various projects.
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Public Participation Procedures Checklist
Appendix A
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Public Participation Procedures Checklist

I. Public Participation: Planning Considerations

1. Submit a Transportation Decision Evaluation Form to BART’s Office of Civil Rights: (Optional)

2. Review the public participation staff list to contact appropriate staff.

3. Budget Considerations:

If your project is a capital project that will require public outreach, consider including a public 
participation budget in your grant request.  

Utilize GCR’s “Public Participation Outreach-Meeting Cost Estimates” document.  Some budget 
considerations include:

� Facility fees
� Production of meeting notice and project graphics
� Document translation
� Direct mailing
� Newspaper advertisements
� Meeting recording/transcripts
� Translation services (contact OCR for translation services)
� Childcare
� Refreshments
� Consultant fees

4. Will the project require Board approval?  Are you attaching a public participation report to your EDD?  

5. Determine your project outreach goals and objectives. What is the critical message the project is 
conveying to the public?

6. Is your project a systemwide change?  OR Is your project a small scale change?

II. Identify Target Populations and Public Participation Needs

1. The PM should identify the following to determine his audience: gender, age group, ethnicity, race, 
country of origin, literacy level, etc.  

2. Contact OCR or GIS directly to obtain current demographic information relating to your project in 
order to make the outreach more specific.

III. Identify Language Service Needs
1. OCR and/or IT/GIS can assist in identifying the languages for targeted areas of your outreach.

rev. 11/2014 1 
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2. Languages:

Spanish Chinese (Mandarin) Chinese (Cantonese)
Vietnamese Korean Tagalog Other_______

IV. Create an Outreach Strategy: Ways to Communicate

1. Examples of community input formats (choose as appropriate for effective community input):
� Informational meeting
� Open house
� In-station open houses
� Focus group
� Site tour
� Telephone/key person interview
� Workshop
� Survey

2. Current BART outreach methods:
� Direct mail
� Station notifications (passenger bulletin, BART Times newsletter, Destination Sign System, 

informational table, etc.)
� Web (BART website, Facebook, Twitter, city website, etc.)
� Email notifications
� Local newspapers

 The Oakland Post
� Ethnic media (newspapers)

 El Mensajero (Spanish)
 Sing Tao (Chinese)
 Korean Times (Korean)
 Viet Nam, The Daily News (Vietnamese)

� Ethnic media (television)
 Telemundo 48, Univision 14 (Spanish)
 KTSF Channel 8 and 26 (Chinese)
 Vietnamese TV, USA (Vietnamese)
 KTSF Channel 8 and 26 (Korean)

� Radio
� Regular communications with media
� BART Board meetings
� Partnerships with community-based organizations (CBOs)
� Communications with elected officials
� Press briefings and news releases
� Participation in community fairs and festivals
� Sponsorship of major community events
� Mailings to neighbors of stations
� Educational tours and briefings

2
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� Language Line Services (LLS)
� Language interpreters at public meetings
� Written language assistance services

3. Other suggested outreach methods:
� Publicity at BART stations or trains
� Direct mail
� BART seat drops
� Flyers at turnstiles/BART trains
� Publicize opportunities on local buses or at local bus stops

V. Coordinate with Local Stakeholders

1. Identify and consider the following types of CBOs in order to reach minority, low-income, and LEP 
populations within the project area.

� Faith-based organizations
� Geographic specific-tenant and neighborhood associations
� Neighborhood/community development corporations
� Education
� Social services
� Recreation
� Environmental
� Political
� Youth and senior
� Chambers of Commerce
� Convention and visitor’s bureaus
� Community centers
� Social service agencies or CBOs that serve minority/low-income/LEP populations

2. Clearly explain the desired outcomes to the local stakeholders for the different public participation 
methods chosen.  Examples:

� A meeting format that allows for small group discussion will give participants an opportunity to 
discuss and understand the information being presented.

� For a construction project, an on-site informational tour may help community members better 
understand the impact the project would have on their immediate neighborhood.

3. Consider the different roles each group may play such as sharing information, collecting input, letter 
writing, or setting community priorities.

4. Identify the best way to publicize the public participation methods, select meeting dates and venues, 
and determine translation needs.  Community advisors can help BART avoid potential scheduling 
conflicts and take advantage of existing events where they can easily reach a significant number of 
community members.

3
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5. Community Concerns/Preferences:
� Meeting times coordinated with transit schedules.
� Weekend meetings preferred over weeknight evenings or during business hours.
� Meetings held at accessible meeting locations, near or even at a BART station.
� Meetings held at a safe location.
� Refreshments and childcare offered at meetings.

6. Consider utilizing BART’s Advisory Committees for input and assistance in distributing your project 
information: Accessibility Task Force, Bicycle Task Force, Business Advisory Council, Citizen Review 
Board, Earthquake Safety Program Citizens’ Oversight Committee, Transit Security Advisory Committee.

7. Consider utilizing OCR’s Title VI/EJ and LEP Advisory Committees for input and assistance in 
distributing your project information.

� Determine the goal of your presentation.  
1. What is the purpose of your presentation?
2. Do you have any specific questions you want to ask the Title VI/EJ and/or LEP

Advisory Committee?
3. How will you incorporate the Advisory Committee’s feedback into your project?

� Once you have completed steps 1-3 above, contact OCR if you would like to schedule a 
presentation date with an Advisory Committee.

� Provide OCR with the title of your presentation and the name(s) of the presenter(s)/speaker(s).
� Inform OCR of the timeframe of the public outreach. Do you need feedback months in advance 

of your outreach, or sooner?
� A couple of weeks before the presentation, OCR will remind you of the date, time, and location of 

your presentation.
� If you plan on distributing handouts or copies of your presentation, please bring 20 copies. 
� If you have an electronic presentation, email it to OCR in advance, if possible, otherwise bring it 

to the meeting in a USB flash drive.  OCR will provide the laptop and projector.  
� If feedback has been incorporated in some manner (i.e. mentioned in a document, implemented 

at the outreach event, etc.), please inform OCR.
� Depending on the timeframe of the project, determine if you want any follow up meetings with the 

Advisory Committees and contact OCR if so.
� In some instances, the Advisory Committees may want to follow up on projects that were 

presented to them.  OCR will contact you if this is the case.

VI. Prepare for Outreach: Public Notice

1. Ensure that outreach begins 2 weeks prior to your event (if not sooner) in order to provide adequate 
meeting notice to the public.

2. If translation services are necessary, fill out OCR’s “Translation Services Request Form” and submit 
to OCR at least 4 weeks (if not sooner) prior to your event.

3. If interpretation services are necessary, fill out OCR’s “Interpretation Services Request Form” and
submit to OCR at least 72 hours (if not sooner) prior to your event.

4
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4. Work to publicize activities using the chosen outreach methods, identify performance measurements 

and set targets for participation from the area.
5. Ensure that flyers, notices, and other outreach methods clearly describe the issue and purpose of the 

meeting or public participation activity.
6. Identify a specific number and sequence of public participation methods and clearly communicate 

how BART decision makers would use the public input.

VII. Implement Public Participation Strategy

1. Implement the methods defined in the public participation strategy.
2. Gather participant contact information during the public participation activity for future project 

correspondence and updates.
3. Collect and record community input through note taking, wallgraphics, surveys, recordings, etc.

VIII. Compile, Review, and Report Results

1. Compile and report results with project team, partners, local governments, CBOs, etc.
2. Utilize OCR’s “Title VI Outreach Form” (available on WebBART’s OCR webpage) to record Title 

VI/EJ/LEP outreach information after your event and submit to OCR.  
3. Clearly define how public input will or will not be incorporated into the project scope/description.  

BART should be able to demonstrate to the community that it has considered and explored the direction 
recommended by the public and taken that into account as part of its overall analysis.

4. Revisit the participation goals established at the beginning of PPP strategy development to monitor 
progress and performance.

IX. Community Reporting and Transparency

1. Make sure the community is aware of key decision-making activities such as board meetings or 
where action should be taken, so community members can see how the decision was made.

2. Communicate results back to the community, providing a record of the number and characteristics of 
the participants and date, time and location meetings, and description of the rationale for how and why 
suggestions made through community input were or were not implemented.

3. Regularly update the community on the status of the issue and identify additional opportunities for 
community input.

4. If Advisory Committee input was incorporated into your project, contact the responsible BART 
department and inform them. A follow-up meeting with the Advisory Committee(s) might be necessary.

5
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       PUBLIC PARTICIPATION STAFF CONTACT LIST 
 
Department/Staff Contact 
 
Office of Civil Rights, Workforce 
and Policy Compliance (WPC) 
 
Sharon Moore (Program Mgr.) 
Seema Parameswaran 
Rachel Russell 
Jennella Sambour-Wallace 
 
 
 
 
 
Government and Community 
Relations 
 
Roddrick Lee (Dept. Mgr.) 
Maisha Everhart 
Karen Basting  
Molly Burke  
Richard Fuentes 
Amanda Cruz 
 
 
 
 
 
Communications Department 
 
Alicia Trost (Dept. Mgr.) 
Melissa Jordan 
Gina DeLorenzo 
Melissa Miller 
Denisse Gonzalez 
 
 
 
 
 
Marketing & Research 
 
Dave Martindale (Marketing Mgr.) 
Maureen Wetter 
Andrea Frainier 
 
 
 
 
 
IT    
Khae Bohan  
 
 
 
 
 
 

Contact Information 
 
 
 
 
smoore@bart.gov x7580 
sparame@bart.gov x6189 
rrussel@bart.gov x4709 
jsambou@bart.gov x6513 
 
 
 
 
 
 
 
 
rlee@bart.gov  x6235 
meverha@bart.gov x7589 
kbastin@bart.gov x4939 
mburke@bart.gov x6172 
rfuente@bart.gov x6883 
acruz1@bart.gov x7422 
 
 
 
 
 
 
 
atrost@bart.gov x6154 
mjordan@bart.gov x7292 
gdelore@bart.gov x6976 
mmiller@bart.gov x7161 
dgonzal@bart.gov x7117 
 
 
 
 
 
 
 
dmarti2@bart.gov x6164 
mwetter@bart.gov x6253 
afraini@bart.gov x7131 
 
 
 
 
 
 
kbohan@bart.gov x7581  
 
 
 
 
 
 

Purpose 
 
 
 
 Title VI/Environmental Justice 

Outreach and Compliance 
 Translation/Interpretation 

Services Requests 
 Title VI/EJ and LEP Advisory 

Committees 
 
 
 
 
 
 
 Outreach and Meeting Support 
 Email and Outreach to Elected 

Officials: Contra Costa County 
(Karen), San Francisco County 
(Molly), Alameda County 
(Richard) 

 Maintain Community-Based 
Organizations (CBOs) 
Database 

 Email and Contact for CBOs 
 

 
 Website Content and Social 

Media 
 Branding and Other Creative 

Material 
 Passenger Bulletins 
 Media Outreach 
 
 
 
 
 
 
 Advertisements 
 DSS Signage and Digital 

Display Boards 
 Surveys 
 
 
 
 
 
 GIS 
 Demographic Information 
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   Translation Services Request Form 
Office of Civil Rights (OCR)-Workforce and Policy Compliance (WPC) 

 
A. Requestor Information 

1. Date of Request:        
2. Requestor Name/Contact:       
3. Deadline for Request:       
4. Document Title:       

 
B. Project Funding 

5. Have funds been identified for this project? 
 Yes (see 6 below) 
 No 

 
6. If yes, is this a capital-funded project or an 

operating-funded project?* 
 Capital 
 Operating 
 

*Note: OCR will cover the cost of translation services for 
operating-funded projects.  Projects must cover 
translation costs if it is a capital-funded project (ex. Fleet 
of the Future, extension projects). 
 
C. Timeframe for Translation: 

7.  If possible, notify OCR by email of your 
upcoming request at least ONE week before 
your documents are ready.* 
 

*Note: This allows us to notify the translation company in 
advance so they can line up their translators and/or 
InDesign team before receiving the actual files. 
 

8.  When sending files to be translated, 
please allow TWO weeks for translation to 
avoid a rush fee.   
 

9. Will proofing be required?   
 Yes (see 9a below)  

  No 
9a. Send your finalized document(s) to 
OCR and add ONE to TWO days for 
turnaround.  

 
D. Target Language(s) and Audience 

10. Target language(s) for translation: 
 Spanish 
 Chinese (traditional) 
 Vietnamese 
 Korean 
 Tagalog 
 Other (specify)        
 Not sure/unknown (Contact OCR for 

demographic information.) 
 

11. Who is your target audience? (Gender, age 
group, ethnicity, race, country of origin, 
literacy level, etc.)        
 

E. Service(s) 
12.  If DTP is requested the translation service 

will lay out the translated text into the 
document.  DTP requires InDesign files.  Are 
you requesting DTP?   

 Yes 
 No 
 

F. Design(s) 
13. What is the type of media that requires 

translation? 
 Newspaper advertisement 
 Survey 
 Fact Sheet 
 Meeting Notice 
 PowerPoint presentation 
 Document 
 Other (specify)       

 
14. In what format would you like your 

documents delivered? 
 Word 
 PDF 
 PowerPoint 
 Publisher 
 InDesign  
 Same as English version 
 Other (specify)        
 

15. Will your document be posted online?  
 Yes (see 15a below) 
 No 

15a. Specify the format you want the  
translated text or document for online 
posting: 

 Word 
 Writeable PDF 
 None 
 

G. Other Comments: 
 

      
 
 
 

Email form to Jennella Sambour-Wallace 
(jsambou@bart.gov).  If you have any questions 
please contact Jennella at ext. 6513. 
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   Interpretation Services Request Form 
Office of Civil Rights (OCR)-Workforce and Policy Compliance (WPC) 

 
A. Requestor Information 

1. Date of Request:        
2. Requestor Name/Contact:       
3. Deadline for Request:       

 
B. Project Funding 

4. Have funds been identified for this project? 
 Yes (see 5 below) 
 No 

 
5. If yes, is this a capital-funded project or an 

operating-funded project?* 
 Capital 
 Operating 

 
*Note: OCR will cover the cost of interpretation services 
for operating-funded projects.  Projects must cover 
translation costs if it is a capital-funded project (ex. Fleet 
of the Future, extension projects). 

 
C. Timeframe for Interpretation Request: 

6.  Contact OCR at least 72 hours in 
advance of your request, if not sooner.  

 
D. Target Language(s) 

7. What language(s) or dialect are you 
requesting for interpretative services? 

 Spanish 
 Chinese (Mandarin) 
 Chinese (Cantonese) 
 Korean 
 Vietnamese 
 Tagalog 
 Other (specify)        
 Not sure/unknown (Contact OCR for 

demographic information.) 
 

8. Type of Interpretation (Check one): 
 Consecutive  

(Interpreter waits for speaker to pause and 
interprets each section immediately 
afterwards.)       

 Simultaneous  
(Interpreter interprets simultaneously as the 
speaker talks.) 
 
 

 
 
 
 

E. Provide the Following Event Information:  
9. Date:       
10. Time:       
11. Meeting location:       
12. Format of the event :       
13. Number of interpreters/language needed: 

       
14. Requesting interpreting equipment, i.e. 

headsets?*   
 Yes (see 14a below) 
 No 

14a. Number of headsets:        
 

*Note: Extra cost of $5-$10 per person.  GCR Rep: See 
Lisa Moland for headsets/transmitters. 

 
15. On-site project staff contact information for 

event: 
 Name:              
 Cell phone number:       

 
16. Do you have documents/information for the 

interpreter to review before the event?  
 Yes (see 16a below) 
 No  

16a. Email to OCR: 
 Surveys      
 Flyers   
 Boards        
 PowerPoint presentation 
 Talking Points      
 Other (specify)       

 
F. Other Comments: 

 
      

 
 

 

 

 

 

  
Email form to Jennella Sambour-Wallace (jsambou@bart.gov). 
If you have any questions please contact Jennella at ext. 6513. 

Contact OCR at least 72 hours in advance of your request, if not sooner. 
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2012-2013 Public Participation Summary 
Project Geographic area Community Input Format Outreach Methods Participation LEP Comments 
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Oakland Airport Connector 
Art Program   ● ● ●       ● ● ● ●   ●  ●   ● 15 N/A None      

Warms Springs Extension 
Art Program   ● ● ●       ● ● ● ●   ●  ●   ● 18 N/A None      

Daly City Station Access 
Improvement Plan   ● ● ●       ● ● ● ●        ● 40 N/A None      

Balboa Park Eastside 
Connection Project   ● ● ●       ● ● ● ● ●       ● 50 N/A None      

Proposed Fare Increase & 
Fare Increase Program ●    ●  ● ● ●   ● ● ● ● ●  ● ● ● ● ● ● 125 1,534 S ●  ● ● ● 

Clipper Card Distribution for 
Senior and Youth ●    ●  ● ● ●   ● ● ● ● ●  ● ● ● ● ● ● 125 1,534 S ●  ● ● ● 

Draft Environmental 
Justice Policy ●    ●  ● ● ● ●  ● ● ● ● ●  ● ● ● ● ● ● 135 1,534 S ●  ● ● ● 

24th Street Mission  
BART Plaza (Two Meetings)   ● ● ●       ●  ● ● ●       ● 85 42 S   ●   

eBART Next Segment Study   ●  ●       ● ● ● ●   ●  ●   ● 70 N/A S   ●   

BART to Livermore – DEIR   ●  ●       ● ● ● ● ●  ●  ●   ● 85 N/A None      

Paid Parking Program ●       ●      ●  ●  ●  ● ● ●  N/A 8,861 None      

Small Business Programs ●    ●       ● ● ● ●   ● ● ● ● ● ● 230 N/A None      

Commute Period Bike Pilots 
(August and March) ●   ●    ● ●  ●   ●  ● ●   ● ● ● ● N/A 13,573 None ● ● ● ●  

Fleet of the Future 
New Train Car Interior ●   ●  ● ●    ● ● ● ● ● ●  ●  ● ● ● ● 4,450 1,810 None ●  ●   

Glen Park Station  
Parking Lot   ● ● ●       ● ● ● ●        ● 80 N/A None      

Fleet of the Future 
Prototype Seats ●   ●  ● ●    ● ● ● ●  ●  ● ● ● ● ● ● 2,500 2,319 C ●  ●   
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Outreach Sample Materials
Appendix F



Public Participation Procedures    2015

Page42

Resources & Sample Materials 
 
Ethnic Media Outreach 
Community Television News Publication 
African American  The Post 
Hispanic Telemundo 48, Univision 14 El Mundo, El Mansajero,  

El Tecolote 
Chinese KTSF Channel 8 and 26 World Journal, Sing Tao 
Vietnamese Vietnamese TV, USA Vietnam Daily News 
Korean KTSF Channel 8 and 26 Korean Times/Korean Daily News 

SF Kyocharo Korean News 
Russian Channel One Russia  
Pilipino KTSF Channel 8 and 26 

The Filipino Channel (TFC) 
Philippine News, Philippines Today,  

 
Ethnic Media Advertisement 
Sing Tao Newspaper – Fleet of the Future Seat Prototype Event 
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Postcard for Station Distribution 
Front 

 
 
Back  
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Postcard front
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, 510-464-6752 .

BART  Embarcadero  Montgomery 

 BART 

www.bart.gov/SFplatforms ( )  QRcode >

 510-464-6752

Postcard back
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VISION PLAN
BART is seeking your input on important 
spending decisions we need to make over the 
next 40 years.  

BART is faced with a number of important needs: 
the need to fix and modernize our aging system; 
the need to reduce crowding on trains and in 
stations; and the need to serve a growing region 
committed to sustainability -- possibly with new 
stations and lines.

We want to hear directly from our riders about 
the improvements they want to see and options 
to pay for them.

Join us at one of our in-station events or fill out a 
survey online at www.futurebart.org.

Fremont Tues., Oct 7

Balboa Park Wed., Oct. 8

El Cerrito  
del Norte Thurs., Oct. 9

Pittsburg/ 
Bay Point Tues., Oct. 14

Dublin/ 
PIeasanton Wed., Oct. 15

Walnut Creek Thurs., Oct. 16

Fruitvale Tues., Oct. 21

Downtown 
Berkeley Wed., Oct. 22

Richmond Tues., Oct. 28

Montgomery Thurs., Oct. 30

In-Station Events

All events 4-7 pm

BART

If you need language assistance services, please call (510) 464-6752 at least 72 hours prior to the date of the event. 

Kung kailangan mo ang tulong ng mga serbisyo ng wika, paki tawagan ang (510) 464-6752 hindi liliit sa 72 na mga oras bago ang petsa ng pangyayari.

언어 지원 서비스가 필요하시면, 행사 날짜로부터 늦어도 72시간 전에 (510) 464-6752로 전화해 주십시오.

Nếu quý vị cần dịch vụ trợ giúp về ngôn ngữ, xin vui lòng gọi số (510) 464-6752 ít nhất là 72 tiếng ðồng hồ trýớc ngày của dịp tổ chức.
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BART

BART quiere conocer su opinión acerca de las 
importantes decisiones de gasto que se deben hacer en 
los próximos 40 años. 

BART se enfrenta a un buen número de necesidades 
importantes: la necesidad de arreglar y modernizar 
nuestro envejecido sistema; la necesidad de reducir 
las aglomeraciones en los trenes y estaciones; y la 
necesidad de servir a una región en crecimiento que se 
compromete con la sustentabilidad -- posiblemente con 
la creación de nuevas líneas y estaciones.

Queremos oir la opinión de nuestros usuarios 
directamente acerca de las mejoras que quieren ver y 
las opciones disponibles para pagarlas.

Participe en uno de nuestros eventos en la estación o 
complete la encuesta en línea en   www.futurebart.org

PLAN DE VISIÓN

Fremont martes, 7 de octubre

Balboa Park
miércoles, 8 de 
octubre

El Cerrito  
del Norte jueves, 9 de octubre

Pittsburg/ 
Bay Point martes, 14 de octubre

Dublin/ 
PIeasanton

miércoles, 15 de 
octubre

Walnut Creek jueves, 16 de octubre

Fruitvale martes, 21 de octubre

Downtown 
Berkeley

miércoles, 22 de 
octubre

Richmond martes, 28 de octubre

Montgomery jueves, 30 de octubre

Eventos en la estación

Todos los eventos de 4 p.m. a 7 p.m.

Si necesita servicios de asistencia de idiomas, llame al (510) 464-6752, al menos 72 horas antes de 
la fecha del evento.
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BART

BART 希望您能就我們未來 40 年的重要支出
決策提供寶貴意見.  

BART 面臨許多重要需求：修理及汰換老舊系
統；紓解列車上和車站內人潮擁擠的現象；
以及擴大服務區域以維持長期經營  
(可能需要增加新車站和路線)。

我們希望乘客能夠直接針對他們所樂見的改
建項目及費用選項提出意見。

歡迎踴躍參加我們在車站內舉辦的任何一 
場活動，或是上網至 www.futurebart.org 
填寫意見調查表。

遠景計畫
Fremont 10 月 7 日星期二

Balboa Park 10 月 8 日星期三

El Cerrito  
del Norte 10 月 9 日星期四

Pittsburg/ 
Bay Point 10 月 14 日星期二

Dublin/ 
PIeasanton 10 月 15 日星期三

Walnut Creek 10 月 16 日星期四

Fruitvale 10 月 21 日星期二

Downtown 
Berkeley 10 月 22 日星期三

Richmond 10 月 28 日星期二

Montgomery 10 月 30 日星期四

站內活動

所有活動均在下午 4 點到 7 點舉行

如需語言協助服務，請在活動日期前至少 72 小時致電 (510) 464-6752。


