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TODAY’S DISCSSION

Why Community 
Meetings Matter

How to Run a 
Community Meeting

Case Studies Lessons Learned

Forest Lake Elementary School 
Robert Smalls International Academy

1 2 3 4

In-Person and / or Virtual



WHY COMMUNITY 
MEETINGS MATTER



SCHOOLS SHOULD REFLECT THE COMMUNITY THEY SERVE

EACH COMMUNITY IS UNIQUE AND HAS THEIR OWN HISTORY

COMMUNITY FEEDBACK IS KEY FOR DESIGNERS

COMMUNITY SUPPORT LEADS TO BETTER OUTCOMES

WHY COMMUNITY MEETINGS MATTER



WHY COMMUNITY MEETINGS MATTER

WILL ANDERSON
Richland School District 2 | Chief Operations Officer

What were the drivers for deciding to have a community 

meeting? 



RUNNING THE MEETING



STEPS FOR RUNNING THE MEETING

Preparing the Team and Presentation 1

Preparing the Community2

Tools and Technology3

Running the Meeting4

Documenting the Meeting5



 What is the purpose of the meeting?

 Who are the team members that 
should be involved?

 What are the goals?

 Have you set up time to practice?

1 PREPARING THE TEAM & 
PRESENTATION

1



In-Person
 Reserve & design the space. 

 Assign team roles.

 Create exhibits and presentations.

 Provide take-aways and contact 
information.

 Practice, practice, practice!

Virtual
 Create the meeting invitation with 

security settings.

 Assign team roles.

 Create the digital presentation.

 Provide take-aways and contact 
information.

 Consider writing a script.

 Establish feedback methods.

 Practice, practice, practice!

1 PREPARING THE TEAM & 
PRESENTATION



1 PREPARING THE TEAM & 
PRESENTATION

What did you think of the preparation process? 

ROBERT OETTING
Beaufort County School District | Chief Operations Officer



 How will you communicate with the community?

 Who will the messages come from?

 Should you provide information in multiple 
languages?

 How should you advertise the event?

2 PREPARING THE COMMUNITY



 Provide clear, detailed instructions in 
simple language.

 When & Where

 Communicate details consistently, 
early & often.

 Provide clear, detailed instructions 
in simple language.

 When & How

 Communicate details consistently, 
early & often.

 Provide help resources.

 Double check your meeting link and 
password.

In-Person Virtual

2 PREPARING THE COMMUNITY



2 PREPARING THE COMMUNITY

WILL ANDERSON
Richland School District 2 | Chief Operations Officer

How do you help spread the word about a community meeting?



 What tools and technology best support 
your goals and message?

 What is the best way to capture feedback?

 What are the demographics of your 
audience and how well will they be able to 
utilize technology or other methods for 
feedback?

3 TOOLS & TECHNOLOGY



 Create physical presentation boards.

 Create hand outs.

 Set up interactive displays.

 Assign dedicated point people to 
provide instructions and have 
discussions with community members.

 Select the meeting platform that best 
suits your needs.

 Zoom – Live Meeting vs. Webinar

 Create interactive poll questions.

 Set up audio settings and chat 
capabilities.

 Double check camera set up for 
speakers.

3

In-Person Virtual

TOOLS & TECHNOLOGY



 What is the agenda for the meeting? 

 Are there any special guests in 
attendance that should be 
acknowledged?

 Have you practiced? 

4 RUNNING THE MEETING



 Arrive early for set up.

 Test all technology.

 Organize room layout and speakers.

 Make you and your team accessible 
afterwards for discussion.

 Have all speakers and team members 
log in early.

 Set up & test permissions and co-host 
duties.

 Practice controls and security settings.

4

In-Person Virtual

RUNNING THE MEETING



 How will you distribute follow up information 
to the community?

 Are there any leave behinds or take-aways 
that need to be collected?  

 What will you use to compile this 
information?

5 DOCUMENTING THE MEETING



 Provide sign in sheets with contact 
information.

 Photograph the event – establish a 
dedicated person.

 Document any interactive displays.

 Debrief with the team and compile 
notes.

 Collect any follow up feedback.

 Distribute the documentation.

 Record the meeting.

 Save all poll responses and chat 
messages.

 Transcribe verbal answers and answer 
any questions not fully addressed.

 Share video of the event with the 
community. 

 Collect any follow up feedback.

 Distribute document of event.

5

In-Person Virtual

DOCUMENTING THE MEETING



5 DOCUMENTING THE MEETING

WILL ANDERSON
Richland School District 2 | Chief Operations Officer

What do you think of the quantity and quality of information 
gathered from the in-person community meeting?



5 DOCUMENTING THE MEETING

ROBERT OETTING
Beaufort County School District | Chief Operations Officer

What do you think of the quantity and quality of information 
gathered from the virtual community meeting?



FOREST LAKE 
ELEMENTARY SCHOOL

IN PERSON COMMUNITY MEETING



WHO
Richland School District 2

WHAT
Elementary Replacement School 

WHERE
Columbia, South Carolina 

HOW
On-Site Replacement School

KEY FACTS
Compact Buildable Area 

Site Located in Heart of Small-Scale Neighborhood
Strong focus on NASA and ELC Magnet Programs 

FOREST LAKE ELEMENTARY SCHOOL



FOREST LAKE ELEMENTARY SCHOOL
PROJECT TIMELINE

SEPTEMBER 2019
In-Person Community 

Meeting

JULY 2020
District / Faculty + Staff Virtual Follow-Up

NOVEMBER 2020
Construction Documents

DECEMBER 2022
Construction Complete



FOREST LAKE ELEMENTARY SCHOOL
PREPARING THE TEAM

DESIGN TEAM CONSTRUCTION TEAMFLES/ DISTRICT TEAM

GOALS
1. Provide update on general design concept information
2. Receive feedback on what the community is hoping to see in the new school
3. Understand how the students, faculty / staff and community use the building

DR. KAPPY STECK

PRINCIPAL
WILL ANDERSON

CHIEF OPERATIONS 

OFFICER

DR. BARON R. DAVIS

SUPERINTENDENT



WHO
Richland School District 2

FOREST LAKE ELEMENTARY SCHOOL
PREPARING THE COMMMUNITY

TWITTER POSTS

SCHOOL WEBSITE POSTS



FOREST LAKE ELEMENTARY SCHOOL
TOOLS AND TECHNOLOGY

Laptop StationPowerPoint Presentation / 
Projection Equipment

Display Boards / Easels 
Materials for Community 

Station

QR Code for
Questionnaires 



FOREST LAKE ELEMENTARY SCHOOL
RUNNING THE MEETING



FOREST LAKE ELEMENTARY SCHOOL
DOCUMENTING FEEDBACK



FOREST LAKE ELEMENTARY SCHOOL
DESIGN IMPACT

NASA / Planetary Graphics 
incorporated throughout 
interior design

Providing Spaces for Community Activities and 
Collaborative Learning on the Interior and Exterior 
of the New Design



FOREST LAKE ELEMENTARY SCHOOL
DESIGN IMPACT

Scaling down building to fit within neighborhood context

Site Section

Exterior Rendering



FOREST LAKE ELEMENTARY SCHOOL
CLIENT FEEDBACK

WILL ANDERSON
Richland School District 2 | Chief Operations Officer

What was your overall impression of the in-person community meeting?



ROBERT SMALLS
INTERNATIONAL ACADEMY

VIRTUAL COMMUNITY MEETINGS



WHO
Beaufort County School District

WHAT
New K-8 Replacement School

WHERE
Beaufort, South Carolina 

HOW
On-Site Replacement School

KEY FACTS
Robert Smalls was an American hero and native son to Beaufort

RSIA has been part of the community in multiple forms since 1925
RSIA is a Leader In Me School

ROBERT SMALLS INTERNATIONAL ACADEMY



MAY 2020
Project Awarded

PROJECT TIMELINE

JULY 2020
Virtual Community Meeting #1

NOVEMBER 2020
Virtual Community Meeting #2

MAY 2021
Construction Documents

TBD 2021
Community Meeting #3

ROBERT SMALLS INTERNATIONAL ACADEMY



DESIGN TEAM

PREPARING THE TEAM

RSIA TEAMDISTRICT TEAM

GOALS
1. What does the community envision for their school? 
2. How does the community want their history displayed in the school?
3. Provide update on general design concept information and schedule

ROBERT SMALLS INTERNATIONAL ACADEMY

RICHARD GEIER

SCHOOL BOARD 

MEMBER DISTRICT 5

DR. FRANK RODRIGUEZ

SUPERINTENDENT



PREPARING THE COMMMUNITY

ROBERT SMALLS INTERNATIONAL ACADEMY



TOOLS AND TECHNOLOGY

ROBERT SMALLS INTERNATIONAL ACADEMY

Poll Questions & 
Survey MonkeyLive Meeting Chat

Zoom Meeting 
Platform

QR Codes 
& Questionnaires 



RUNNING THE MEETING

ROBERT SMALLS INTERNATIONAL ACADEMY



DOCUMENTING FEEDBACK

ROBERT SMALLS INTERNATIONAL ACADEMY



DESIGN IMPACT

ROBERT SMALLS INTERNATIONAL ACADEMY

Lowcountry design & materials 

A grand entrance with touches of 
nautical inspiration

Murals, timelines and maps add 
layers of learning to the main lobby



CLIENT FEEDBACK

ROBERT SMALLS INTERNATIONAL ACADEMY

Do you think the community meeting was a success?

ROBERT OETTING
Beaufort County School District | Chief Operations Officer



DOCUMENTING FEEDBACK

ROBERT SMALLS INTERNATIONAL ACADEMY



LESSONS LEARNED
DETERMINING THE RIGHT METHOD FOR YOUR COMMUNITY



LESSONS LEARNED

Public Health Geography Technology Capabilities



LESSONS LEARNED

What are the biggest takeaways from holding a virtual
community meeting?

ROBERT OETTING
Beaufort County School District | Chief Operations Officer



LESSONS LEARNED

WILL ANDERSON
Richland School District 2 | Chief Operations Officer

What are the biggest takeaways from holding an in-person
community meeting?



LESSONS LEARNED

PLAN CONNECT DESIGN



THANK YOU!
Mary Beth Sims Branham, AIA

marybethbranham@ls3p.com
803-251-4710

Kameron King Quick, AIA
kameronquick@ls3p.com

843-958-5429

Bria Wigfall, Assoc.AIA
briawigfall@ls3p.com

803-251-4707

• CONTACT INFO

mailto:marybethbranham@ls3p.com
mailto:kameronquick@ls3p.com
mailto:briawigwall@ls3p.com

