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Executive Summary 
The Village of Ossining's Comprehensive Plan update is a unified planning effort between the 
Village, its Consulting Team, and the citizens of the Village of Ossining (Village). The 
Comprehensive Plan is essential to a community. It creates a blueprint for the future 
development and preservation of a community. If developed with citizen participation and 
through consensus, it will be more effective in creating a viable work plan for the future. In order 
to develop this future blueprint for the Village of Ossining, it is essential to establish a strategy 
for engaging the community. Members of the community are the most knowledgeable about their 
neighborhoods – what they like and dislike, what they see as opportunities, and what they would 
like their Village to become ultimately.  
  
The Village of Ossining Public Participation Plan ensures that a framework by which the 
Village, in partnership with a Consulting Team, will engage residents and stakeholders 
throughout each stage of the planning process. It also ensures that a communication strategy is 
established. It is important to develop a plan and strategy for public outreach to maximize 
community involvement. The engagement plan will employ techniques that ensure a diverse 
group of stakeholders and will feature the following elements: 
  
§ Stakeholder interviews  
§ Public workshops 
§ Meetings or briefings for the Village Board of Trustees and Department staff 
§ Dissemination of work product in digital and printed media and other languages 
§ Multiple creative means for soliciting feedback, including community events, online surveys, 
and engagement posters 
§ Consistent outreach to diverse communities  
  
The consultant developed the Village of Ossining Public Participation Plan, Land Use Law 
Center at Pace Law (Center), with input from the Village, the public, and the Village's 
Comprehensive Plan Steering Committee. The process began with a workshop on June 4, 2019, 
entitled Planning Ossining's Future Workshop #1 (Workshop). The Workshop was designed 
to educate residents on comprehensive planning and to inform the Village's Comprehensive Plan 
update process with specific ideas related to public engagement. The Summary Notes, found in 
Appendix A, document participants' ideas about how to connect with community members and 
particular methods of communication and participation. Appendix B is the PowerPoint that was 
used to present the legal background and trends in comprehensive planning. Following the 
Workshop, the Center worked with the Village to formalize a Steering Committee (Committee). 
Once the Committee was established, the Center sought input from the Committee on the Public 
Participation Plan and used those materials to refine the ideas from the Workshop into the 
strategies and timeline below.  
  
 
   
Who's Who 
A project of this nature requires the participation of community members who care about the 
Village, as well as groups and organizations that have a stake in the success of the Village. 
  
The Consultant 
The Village will hire a planning firm to assist in the development of the Comprehensive Plan 
update and the implementation of the Public Participation Plan. 
  
Steering Committee  
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Comprised of Village Board members, Village staff, a Planning Board member, and residents 
with a history of serving the community and a commitment to planning for its future, the 
Committee's role is to generate interest in the comprehensive planning process, encourage 
participation in public workshop events, review and provide feedback on progress, and to 
evaluate the goals and recommendations to update the Plan. The Committee will act as a 
sounding board for components of the Comprehensive Plan. 
  
This core stakeholder group, or "think tank," is comprised of nine people, who will work closely 
with the planning team and serve as community experts. Members of the Committee will 
participate in the entire term of the planning process. The most significant time commitment will 
be assisting in areas of public engagement. In this period, the members will attend meetings and 
participate in meetings with the general public. Another valuable role for members of the 
Committee will be to actively inform friends, associates, and neighbors about public meetings to 
help increase attendance. Details about the Committee can be found on the Village's website 
at https://www.villageofossining.org/comprehensive-plan-committee. 
  
Stakeholder Groups 
Stakeholders are considered to be all residents and business owners in the Village of Ossining, 
members of neighboring communities who frequent the Village, and other agencies and 
organizations that have a stake in the vitality of the Village. All members of the public will be 
strongly encouraged to participate in the development of the Comprehensive Plan update. The 
role of the public and stakeholders will be to tell the Village and the consultants what issues are 
most important to them and ideas for solutions. They will be describing the vision for how the 
Village should improve over time. They will participate in public workshops and through other 
outreach activities. Appendix C compiles a contact list of Village stakeholder groups, including 
Village Departments, Boards, and Commission/Committees; Economic Development and Small 
Businesses; Community Organizations, Non-profits, and Cultural Institutions; Education; 
Religious Organizations and Institutions; Clubs and Neighborhood Groups; Adjacent/Other 
Communities; and other governmental entities. 
  
    
Outreach Strategy and Tools 
  
The following list of outreach techniques provides a variety of methods for public engagement. 
Listed adjacent to each outreach method is a description of who is expected to take the lead on 
each item (either the Comprehensive Plan Committee or Consulting Team) with visible constant 
support from the Consulting Team when the Committee takes the lead. Making sure people have 
heard about the process is a first step in getting interested people to continue to participate in 
each phase of the project. This means that all material developed needs to be presented in both 
English and Spanish. The stakeholder list developed is extensive, and it is unlikely that every 
method will be enacted. The purpose of outlining so many is for discussion between the 
consultant, the Village, and the Committee to determine which will work best for the Village. 
  
1. Growing the Contact List (postal/email) 
  
Lead: Consulting Team with Committee support 
The Consulting Team needs a large pool of names to send invitations. Remember that we are 
asking people to give up lots of time and to do hard work, so expect an unbalanced ratio of 
mailings to actual attendees. However, emailing and mailing things to people who are not going 
to come helps keep a more extensive group informed. Most villages keep running lists of people 
who have attended previous meetings or have expressed interest in various land use issues. Also, 
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several people have participated in other Village-wide public processes. Start with those lists and 
Appendix C. In initial distributions, it is crucial to educate people on the importance of 
comprehensive plans and their role in this planning process. 
 
Furthermore, ask, "Do you know someone else who should be invited to attend? Please let us 
know and pass the word, too!" In print ads, include an email address that people can respond to 
get on the list, under the heading, "Stay Informed!" Next, request assistance in forwarding the 
mailer/email to their members. At each meeting, no matter how small, pass around sign-up 
sheets, which will include email addresses and telephone numbers. 
  
2. Postcard or Flyer: Save the Dates 
  
Lead: Consulting Team with Committee approval 
Immediately upon fixing the public workshop dates, handout and email a postcard to everyone 
on your contact list (see Appendix C), advising them to save the dates for the Workshop. Save 
The Date cards can also be handed out at meetings and left in public locations such as libraries, 
stores, and other places announcements are posted. The Consulting Team can assist in the 
graphic design of this postcard. Sometimes these announcements are inserted into official 
mailings, like water bills or the upcoming census. 
  
3. Village Website 
  
Lead: Village Staff 
The Village's website should be a place that people can always go to find more information 
concerning the project, the process, and what they can do to participate. The Village staff should 
create an interactive website, which will be an online forum designed for this project, where 
community members can provide input. The Village's website should be updated regularly with 
pictures, maps, and reports as they become available throughout the process. A list of upcoming 
dates and events should be easily found along with a brief description of each of the public 
events to be held during the planning process. The Consultant Team shall provide dates, 
documents for review, and images to the Village to be posted on the website.  
  
4. Social Media 
  
Lead: Village Staff/Committee  
Facebook (Live/Watch Party), Snapchat, Instagram, YouTube (Live), and Twitter are suggested 
as popular methods to get the word out, advertise public events, and keep people informed on the 
planning process. The focus should be on getting folks excited about upcoming events. 
Announcements can be posted on Facebook group sites, such as Positively Ossining, Ossining 
Families; Ossining A Town Square; and Ossining Moms. 
  
5. Flyer Announcement 
  
Lead: Consulting Team with Committee and Village approval 
A multipurpose printed piece should be produced that can be handed out at events, stuffed with 
newsletters of other organizations, and so on. Similar to the Save the Date card, this piece should 
have minimal text - the object is to communicate the basic idea and spark interest. The graphic 
design can be as creative as time and budget allows, although generally, it does not need to be an 
elaborate or fancy item. Use color, however, in the ink, paper, or both. If this piece is printed at 
both handbill-size and 11x17 or poster size, the large versions can be used in storefront windows, 
in the lobby of Village Hall, and so on. Display this at other community events leading up to the 
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public workshop. Flyers can also be distributed at the Community Center, Library, grocery 
stores, train station, local businesses, on pizza boxes, and distributed at schools, religious 
organizations, and other public settings. Appendix D shows a sample of a flyer/email 
announcement.  
  
6. Media 
  
Lead: Village or Committee 
Announcements in the newspaper, television, internet, and radio outlets can be effective, low-
cost ways of letting people know about the Workshop. This can also include announcements 
during the taping of presentations to the Planning Board or Village Board. If permitted, the 
Village can broadcast a taped lecture or record a talk show-format show in which Village leaders 
describe why they think the project is important, review basic urban design principles, and so 
forth. Some systems air a bulletin board screen between shows, where you can post a large-type 
announcement. Other media outlets that serve Village residents include YouTube of Village 
business/meetings; GoTV; Channel 12 News; the Ossining-Briarcliff Gazette; the Journal News; 
Nextdoor.com; the High School Radio broadcast; and the Ossining Patch. Meet with local 
reporters from the very beginning to give a full rundown on the process, the objectives, the 
funding sources, and the background on the consultants can be critical. The media is needed to 
help recruit participants and to keep the public informed. 
  
7. Invitation Letters 
  
Lead: Consulting Team with Committee with Village approval and support 
Formal letters/emails of invitations should be mailed to a select list of community leaders, 
organizations, appointed board members, and elected officials at all levels (local; nearby 
municipalities; counties; state). These emails/letters should be on the official stationery of the 
Village Manager or Mayor and should be individually signed if possible. In the letter, include 
basic information about the project, but keep it brief; the Mayor should point out that she is 
personally planning to participate, but needs the help of the addressee. Attach a project schedule, 
boldly highlighting the specific events that the addressee can't miss (for example, the orientation 
and kick-off event and public workshop). Send these letters two-three weeks before the 
Workshop, if possible. 
  
8. Personal Phone Calls 
  
Lead: Committee members with Consulting Team assistance 
Although most recipients will be flattered by a personal written invitation from the Mayor, and 
will, therefore, be more likely to attend a Workshop, nothing works better than a personal 
telephone call. These calls can be placed by any number of leaders – Committee members, 
Consultant Team, Mayor, Board of Trustees, or leaders of civic and business organizations. Plan 
on following up each letter sent under the Mayor's letterhead with a personal phone call from 
someone. Push for RSVPs, especially from dignitaries, so that they might be recognized. 
Encourage the folks you call to take responsibility for inviting some others. Record any offhand 
comments these folks make and provide that feedback to the consultants, including any 
reservations or doubts they may have about the project or process. 
  
9. Banners and Yard Signs 
  
Lead: Consulting Team with support from the Comprehensive Plan Committee 
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Banners and yard signs announcing key dates and locations can be placed in key locations 
throughout the Village.  
 
   
Stakeholder Engagement Elements 
  
There are many methods for engaging stakeholders in a public process. It is expected that the 
Consultant Team will include many, if not all, of these elements and techniques in the public 
engagement process.  
  
Surveys and Online Engagement 
  
Lead: Consulting Team with Committee 
An online engagement effort can be used at strategic moments of the process, whether that be to 
comment on goals and visions of the Comprehensive Plan update or to prioritize actions or 
strategies that will further the objectives of the Plan. Online surveys can also be used, and links 
can be distributed via email and on the Village's website. Examples of social media outlets, listed 
above, are also appropriate for engagement, as well.  
  
Public Workshops 
  
Lead: Consulting Team with Committee 
Each public workshop should begin with a presentation of technical findings or updated 
information based on analysis and community feedback. Public workshops should also include 
"hands-on" exercises, facilitated discussions, questionnaires, and other exercises that help gather 
public sentiment and feedback. Workshops should encourage active public participation, rather 
than solely requiring community members to listen passively to a presentation. After each public 
meeting, public comments should be transcribed into a summary associated with each meeting. 
This summary should be posted on the Village's website for future reference and sent to all 
participant email addresses recorded on workshop sign-in sheets. Appendix E outlines best 
practices for organizing a public workshop. 
  
Stakeholder Interviews  
  
To help establish awareness, the Consultant Team should interview various identified 
stakeholder groups and should identify and target stakeholder groups directly involved in land-
use issues for more in-depth participation and interviews. There is no necessary minimum 
number of stakeholder interviews. The Consultant Team should also work with schools to host 
specialized meetings targeted at students. In addition, outside organizations and leaders can be 
asked to host meetings. 
  
Village Staff & Board Briefing 
  
It is wise to gather as many staffers and Board members as possible for a short presentation on 
the project. Equip them to answer questions about the project and process as they interact with 
members of the public during the weeks leading up to and beyond the workshops. Give each 
staff member several copies of a flyer or Save the Date card. Urge the participation of staff and 
their families, and encourage staff members to promote the workshops to their neighbors, 
friends, and other citizens. Explain that the Consultant Team had specifically requested that the 
staff from all departments should participate in a hands-on way - this is not just the Committee's 
project. Explain that the public workshops are meant as a historic event in the life of the 
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community. After which changes will be made to the way growth is managed throughout the 
Village, and that in turn will affect almost every Village function in some way. 
  
Village Community Events and Locations 
  
Lead: Committee with support from the Consulting Team 
Consider if there are upcoming community events that residents attend, such as community 
music performances, street fairs, or parades. This could be an ideal time to have a marketing 
table that provides input to citizens regarding the Comprehensive Plan update, upcoming 
workshops, and/or pass out surveys. Tables and boxes can be set-up at key locations that can 
collect surveys for a quick way to participate.  
  
The Consultant Team can also place poster boards in strategic locations around the Village, 
asking residents key questions about the Comprehensive Plan update initiative. Residents could 
write responses directly on the poster board while waiting in line for coffee, or they could place 
stickers on specific visual graphics that represent something they might like to consider for the 
area. This is a great way to gather quick feedback from residents who may not traditionally get 
involved, and it might attract new residents to future workshops. Appendix F shows a sample of 
an engagement board. 
  
Suggested locations to have outreach tables would include the Library, the farmer's market, at 
local businesses, grocery stores, and not-for-profit locations. Other places can consist of schools, 
the train station, and other civic locations (along the waterfront, parks, and spray ground) 
detailed in Appendix C.  
  
Additional engagement can happen at upcoming community events. Many of Ossining events 
can be found listed at  https://www.villageofossining.org/ in the most recent web blast as well as 
at https://www.inossining.com/events/.  
  
Timeline 
  
The suggested timeline below outlines a sample public engagement process adapted for the 
Village. Details regarding the tasks listed below can be found in the previous section and the 
appendices that accompany this document. It should be noted, however, that this Plan will need 
to be refined with the Consulting Team to take into consideration timing, priorities, and financial 
resources. 
Month 1-4 (Completed by Village and Pace Land Use Law Center)         

 Create Steering Committee  
 Create and Refine Contact List 
 Develop Initial Set of Engagement Boards 
 Host Educational Session with Public on Comprehensive Plan and Public Engagement 

Process 
 Create a Public Engagement Plan 
 Draft RFP for Consulting Team 
 Create Village website presence 
 Conduct Village Board and Board Briefings 
 Create social media presence 
 Attend any Village community events applicable with engagement poster boards 

Month 5-8 
 Issue RFP and Contract Consultant Team 
 Pick a First Public Workshop Date and Location 
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 Contact local paper to do a Story on Comprehensive Planning 
 Create flyer for first Public Workshop  
 Send out flyers to Stakeholder Groups found in Appendix C and through social media 
 Contact media with information on first Public Workshop 
 Remind Village Boards and staff of Workshop 
 Attend any Village community events 
 Continue reminders to Stakeholder Groups 
 Place personal phone calls 
 Put up banner 
 Host first Workshop and announce second Workshop date  

Month 9-12 
 Debrief first Workshop and tailor next outreach accordingly 
 Create an online survey 
 Post all Workshop 1 material online 
 Similar process to Workshop 1 involved for second Workshop 
 Target specific stakeholder groups, if necessary 

Month 13-16 
 Conduct final Workshop with similar process to Workshop 1 and 2 
 Public Hearing on Comprehensive Plan Update 

  
  
  
 


