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This guide is intended to give applicants information
about how to set up and conduct a Community
Meeting for their development proposal.

Community Meeting Overview
The purpose of the Community Meeting is to inform the public of a
possible land use change before an application has been submitted
to the County. The Community Meeting is a crucial component of
Rezoning and Special Use development processes. This meeting
provides the applicant the opportunity to answer any community
concerns and to solicit input about the proposal to achieve the best
possible results.
During the Community Meeting, the applicant, staff, and citizens each
have a different role. The applicant organizes the meeting, delivers a
presentation, listens to public feedback, and responds to community
questions. A Planning and Zoning staff member, typically the Case
Manager, will be present to explain the development process and to
answer questions about County procedures and requirements. After
an application is submitted, the Case Manager reviews the case for
compliance with County policies and regulations and presents their
findings at the public hearings. The Case manager is not an advocate
for the application. Citizens attending the meeting listen to the
applicant’s proposal before offering feedback, sharing constructive
criticism, voicing concerns, and asking questions. This meeting is
an opportunity for the community to provide the applicant with a
neighborhood perspective.

Meeting Notification
Although the applicant plans and carries out the
Community Meeting, Planning and Zoning prepares and
sends notification to property owners and homeowner’s
associations according to the requirements of the Zoning
Resolution. For Rezoning and Special Use cases in the Plains,
notice is sent to property owners within 500 feet of the
proposed development while homeowner’s associations
within one mile are notified. In the Mountains (above 6,400
feet in elevation), property owners within a quarter mile
and homeowner’s groups within two miles are notified.
Homeowner’s associations (HOAs) and other community
groups must be registered with Planning and Zoning to
receive notification.

Rezoning and Special Use Cases in the
Mountains (above 6,400 feet in elevation)

Rezoning and Special Use
Cases in the Plains
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Scheduling the Meeting
It is the applicant’s responsibility to plan the Community Meeting, and several considerations must be made when scheduling to ensure
an effective meeting takes place that meets County requirements.
1. The applicant must provide no less than three weeks advanced
notice to the Case Manager of the scheduled meeting date
and location. This allows adequate time to prepare and send
notification to the public.
2. In-person Community Meeting should be held in the closest
possible public meeting location to the subject property. If
possible, do not choose a location more than two miles from
the proposed development. The meeting location must meet
Americans with Disabilities Act (ADA) accessibility requirements.
For virtual Community Meetings, see section below.
3. Community Meetings must be scheduled on a Monday
through Thursday and may begin between 5:30 and 7 p.m.
Meetings will typically take one hour but may be longer if the
case is controversial. Meeting dates may not be scheduled
on a recognized holiday, and the applicant should not host a
meeting close to holidays. Since many people travel around
holidays, the meeting should be scheduled a few days on either
side of a holiday to ensure the largest possible attendance.
4. The applicant is responsible for setting up the meeting
room including tables and chairs in addition to providing
appropriate audio/visual equipment or other visual aids. The
Case Manager will provide sign in sheets for attendance.

5. The applicant must anticipate the community turnout for the
meeting and reserve a space accordingly. Failure to supply
adequate space for attendees may require rescheduling of the
meeting and a delay in the development application process.
Virtual Meetings
If in-person meetings are prohibited due to a public health
order or other circumstance, a virtual Community Meeting will
be required. The virtual meeting must still have a date and time
that meet the requirements of the Zoning Resolution (see item
3 above). The location of the meeting will be online using a tool
such as WebEx, Teams, Zoom, etc. This platform must allow the
expected number of interested individuals to join the meeting,
since some limit the number of attendees. The tool must also
provide a way to present information (in the form of video,
Powerpoint, images, etc.), to join the meeting by computer or by
phone, and to host a question and answer period. The applicant
will choose the platform and organize the meeting no less than
three weeks in advance. The Case Manager will approve the
meeting plan before notifying the public. The applicant is also
expected to prepare a presentation in advance that will be
posted on the Planning and Zoning website no less than two
weeks before the virtual Community Meeting.

Meeting Preparation
After scheduling the Community Meeting, the applicant must then prepare the format and content of the meeting. The applicant
is tasked with choosing a meeting format that is most effective for the project after considering potential community turnout and
presentation content. Each meeting style has advantages and disadvantages and may not be appropriate for some meetings. No
matter which style is chosen, the applicant should work with their Case Manager to coordinate when the County development process
will be discussed during the presentation. Practicing the presentation in advance can ensure a smooth delivery.

The traditional format of a
Community Meeting is a town
hall style where the applicant
presents information at the front
of the room before responding
to citizens’ questions one-by-one.

Another meeting style is a roundtable format which allows for a more discussionbased exchange of information. A
roundtable meeting can be effective
for small and large groups alike. A
small group of up to ten people can
have an organized, but more informal
discussion at the same table. With
enough facilitators, the applicant can
divide a large turnout into groups
of eight to 10 people to present
information, respond to questions, and
discuss concerns on a smaller scale.
If this format is used, there should
be time allocated at the end of the
meeting for each table to report their
main points to the larger group.
Meeting Styles continued on next page
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Another meeting type is an open house.
While rare for a Community Meeting, this
format may be most effective for very largescale developments with multiple proposed
land uses. At an open house, the applicant
organizes several tables or stations to provide information about the different components of the potential project. The applicant
and their team would staff each station to
provide information, discuss with the public,
and note concerns.

Meeting Best Practices
The following techniques may be applied so that both large and small community
meetings run smoothly.
Pre-meeting
If the project is anticipated to be controversial, the applicant may
contact Homeowner’s Associations prior to the County-required
Community Meeting to get an idea of community concerns and
how to address them.
Presentation
The applicant’s presentation should address the proposed project, including
type of uses, changes to existing property/structures, density
(if applicable), building heights, infrastructure needs, and any
other relevant issues. When preparing this information, the
applicant should anticipate major concerns and questions
that will be raised by the public during the meeting. If
appropriate, the presentation should explain how the project intends to
address each of the major concerns.
While content of the meeting is important, the applicant must also plan the
structure of the meeting. A prepared agenda will assist with timing of the
meeting while informing attendees of what to expect during
the meeting. Be sure to note when attendees will have an
opportunity to speak. At the beginning of the presentation, it
is best to convey whether questions will be taken during the
presentation or if they should be held until the end. If questions
will be held to the end, it is good practice to provide pens and
paper so people can write down their questions to save for later.
It is often best to hold questions until the end as long as the presentation is
succinct to ensure there is enough time for the presentation and questions.
For a smaller project, a 5-10-minute presentation may be adequate. For more
complex proposals, a 20-30-minute presentation may be more appropriate.

Question and Answer Period
The most common way for an applicant to receive questions is by a show of hands. This method is preferred for
smaller groups, since large groups may have too many questions to easily monitor. If there are several hands, the
applicant should choose one, then let the others know the order in which their questions will be taken. Keep to that
order as this strategy will help maintain the structure of the question and answer
period. If someone interrupts, the applicant should let them know their question
Misinformation
will be taken after those who have already raised their hand. If a large turnout is
anticipated, the applicant should plan for how to take questions. Let the group
If incorrect information
know this plan before the question period, so they know everyone will have an opportunity to
is being spread about the
speak. Common methods include:
proposal, address it in the
•

For town hall style meetings, have a microphone in a designated spot for people to stand in
line to ask their questions.

•

Go around the room in a set order (e.g. from front to back or left to right) and ask attendees if
they have comments or questions. Request that they only ask one question or give one comment
at a time to allow everyone a chance to speak. If there is time, go around the room again. If there
is not time, plan to stay a little later to speak to people individually after the formal meeting
concludes.

•

In some cases, attendees may have common concerns. If necessary, acknowledge concerns
that have already been addressed and ask for comments that have not been raised.

•

For a roundtable format, make it known that after small group discussions, there will be a time
for each group to report to the larger group.
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presentation so all attendees
can hear the correct
information before the
question period.

If a citizen has a comment
containing misinformation,
correct the error tactfully.
There is a difference between
saying “You’re wrong” and
“I’m afraid you have some
incorrect information”.

Community Meeting Process Guide
During the question and answer period, it is strongly recommended that the applicant take notes. Notes visible to the entire audience are
preferable for more controversial cases, so attendees can see that their question/concern is acknowledged. This can be accomplished
through an easel pad or digital projection. If this is not possible, notes may be taken on a pad of paper, computer, tablet, or cell phone. If
notes are taken on a tablet or cell phone, the applicant should let the attendees know that the device is being used for notes. Otherwise,
it may be assumed the notetaker is doing something other than listening. While the Case Manager will take notes during the meeting, it
is not their role to take notes for the applicant. The applicant should also take notes for their personal use.
Land use issues can elicit strong reactions from both the applicant and citizens. Owners and applicants should try to remain calm,
even if individuals become hostile. The ground rules may be reiterated and if commentary becomes disrespectful, the applicant or
Case Manager may call for a short break. The applicant may want to hire a consultant to run the meeting if they are concerned about
remaining calm during the meeting. This will add a layer of objectivity between the applicant and attendees.
Post Meeting
The Case Manager will save their notes to the case file as a public document. The applicant may also make their notes
available to the public by providing them to the Case Manager. Before submitting a formal development application,
the applicant should follow up with the public or Case Manager about any outstanding issues or questions.
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