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I. BACKGROUND  

1.1 INTRODUCTION 

1.2 PURPOSE OF THE GUIDELINES  

1.3 KEY LEGISLATION REGARDING THE PUBLIC PARTICIPATION PROCESS 
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II. CONCEPTS 

2.1 WHAT IS PUBLIC PARTICIPATION? 

                                                                                Picture 0.1 Community involvement in survey for Junik, MDP  

                         Source: UN-Habitat MuSPP 

Picture 0.2 Celebrating        Picture 0.3 Municipal                       Picture 0.4 Visioning Workshop        
World Habitat Day in                Vision by children for Junik, MDP        for Gracanica Municipality    
Prizren  

Source: UN-Habitat MuSPP

2.2 WHY PUBLIC PARTICIPATION? 
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2.3 MAINSTREAMING PARTICIPATION IN SPATIAL PLANNING 
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2.4 LEVELS OF PUBLIC PARTICIPATION IN SPATIAL PLANNING 

STAKEHOLDERS 

Local and 
Central level 

Officers, 
Politicians 

International 
and National 

partners  

Civil society 
and 

community 

Business 
community 

Media 

Stakeholders in spatial planning (adapted from MuSPP presentation in 
WUF 6 Naples/UN-Habitat) 
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Source: UN-Habitat MuSPP 
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2.4.1 INFORMATION 

Picture 0.1 Public presentation of Malisheva Visioning 

Source: UN-Habitat MuSPP 
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2.4.2 CONSULTATION 

Picture 0.1 Discussion in public presentation of Malisheva Visioning 

Source: UN-Habitat MuSPP 
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2.4.3 DECIDING TOGETHER 

Picture 0.1 Design workshop for regulating Moronica park CIP in Junik 

 
Source: UN-Habitat MuSPP 
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2.4.4 ACTING TOGETHER 

Picture 0.1 Different ethnic groups shaping together outdoor environment of School in Radevo/Radeve- 
Gracanica Municipality 

Source: UN-Habitat MuSPP 
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2.4.5 SUPPORTING LOCAL INITIATIVES 

 

 

 

 

 

 

 

 

 

 

 

 



III. GENERIC STEPS FOR PUBLIC PARTICIPATION 

 

 

 

 

3.1 STEP 1: INITIATION AND MANAGEMENT 
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3.2.1 IDENTIFY STAKEHOLDERS AND THEIR ROLES  

 

 

 

Table 1. Stake-Influence matrix 

Source: Inclusive and Sustainable Urban Planning: A Guide for Municipalities, UN-Habitat publication  

o 

o 

o 

3.2.2 IDENTIFY APPROPRIATE METHODS TO INFORM STAKEHOLDERS ABOUT YOUR PUBLIC 

PARTICIPATION PROCESS(ES) 

 
o 

3.2 STEP 2: DETERMINE THE STAKEHOLDERS WHICH SHOULD BE INVOLVED IN THE 
PUBLIC PARTICIPATION PROCESS 
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3.3.1 IDENTIFY THE MOST APPROPRIATE PUBLIC PARTICIPATION TYPE(S) TO BE USED 

o 

o 

o 

 

 

3.4.1 IDENTIFY CAPACITIES REQUIRED TO FACILITATE PUBLIC PARTICIPATION 

3.4.2 IDENTIFY ACTIVITIES AND RESOURCES REQUIRED FOR PUBLIC PARTICIPATION 

 

 

o 

o 

o 

 

o 

o 

o 

o 

o 

o 

 

3.3 STEP 3: IDENTIFY THE TYPES OF PARTICIPATION 

3.4 STEP 4: DEVELOP A DETAILED ACTIVITY PLAN 
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o 

3.5.1 ENSURE PROPER LOGISTICAL ARRANGEMENTS SUCH AS: 

o 

o 

o 

 

3.6.1 PROVIDE ALL STAKEHOLDERS WITH FEEDBACK ABOUT THE OUTCOME OF THE PUBLIC 

PARTICIPATION PROCESS AS WELL AS THE INCORPORATION OR NOT OF THEIR INPUT INTO THE 

PLANNING DOCUMENT 

o 

o 

o 

o 

o 

o 

o 
 

 

 

3.5 STEP 5: IMPLEMENT PUBLIC PARTICIPATION PROCESS 

 

 

3.6 STEP 6: PROVIDE FEEDBACK TO STAKEHOLDERS 
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3.7.1 REVIEW THE PUBLIC PARTICIPATION PROCESSES AND INITIATIVES 

 

 

 

 

(As foreseen by the Administrative Instruction no.05/2014) 

 

3.7 STEP 7: EVALUATE AND MONITOR 
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IV. CONCLUSIONS AND RECOMMENDATIONS 

4.1 WHAT CHARACTERIZES GOOD PARTICIPATION? 
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4.2 THE NATURE OF EFFECTIVE PARTICIPATION 

 

 

 

4.3 POSSIBLE RISKS 
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4.4 EXAMPLES OF MOST COMMON CHALLENGES AND SOLUTIONS 

 

 

 

 

 

 

 

 

 

 
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 

 

 

 

 

 



V. REFERENCES:  

 

 

 

 

 

 

http://unhabitat.org/publications/
http://www.reg.org/training
http://www.partnerships.org.uk/guide
http://www.psc.gov.za/documents/docs/guidelines/Temp%20Develop%20Guide.pdf
http://www.eukn.org/Policy_Labs/Public_Participation_in_the_Development_Process_9th_December_2013_Nicosia
http://www.eukn.org/Policy_Labs/Public_Participation_in_the_Development_Process_9th_December_2013_Nicosia
http://unhabitat.org/publications/
http://www.mecibs.dk/


Annex 1. LEVELS OF PUBLIC PARTICIPATION 
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Annex 2. Example: Spatial Plan Consultation Timeline  
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Annex 3. Example of: WORK BREAKDOWN STRUCTURE (WBS) FOR A PUBLIC PRESENTATION 

 

 

 

*Make sure that all relevant output such as brochures, presentations, agendas, invitations, poster, etc., are translated in respective applicable languages! 

ORGANIZING 
PUBLIC 

PRESENTATION 

PREPARE THE 
MATERIAL 

1.CD 

1.1 DESIGN 
THE CD COVER 

1.2 RECORD 
THE CDs 

2.BROCHURES 

2.1 PREPARE 
THE TEXT  

2.2 SELECT 
PICTURES 

2.3 DESIGN 
THE 

BROCHURE 
LAYOUT  

2.4 PRINT THE 
BROCHURES 

3.PPT 
PRESENTATIO

N 

3.1 PREPARE THE 
PRESENTATION 

3.2 TEST/PROBE 
PRESENTATION 

3.3 
PREPARATION 

FOR 
TRIGGERING 
THE DEBATE 

4. MAPS 

4.1 PREPARE 
MAPS 

4.2 PRINT 
MAPS 

NOTIFY THE 
PUBLIC 

5. POSTER 

5.1 DESIGN 
THE POSTER 

5.3 DISTRIBUTE 
POSTERS 

6. PRESS 
ADVERTISEMENT 

6.1 DRAFT THE 
PRESS RELEASE 

6.2 ADVERT 
THE PRESS 
RELEASE 

7. PARTICIPANTS, 
AGENDA, 

INVITATION 

7.1 DRAFT 
INVITATION 

7.2 DRAFT 
AGENDA 

7.4 DRAFT LIST 
OF 

PARTICIPANTS 

7.5 DISTRIBUTE 
AGENDA AND 
INVITATION 

8. LOGISTICAL 
PREPARATION 

8.1 BOOK THE 
VENUE 

8.2 PROVIDE 
PRESENTATION 

EQUIPMENT 

8.3 PROVIDE 
TRANSLATION 

8.4 PROVIDE 
REFRESHMENTS 

9. FACILITATE 
PUBLIC 

PRESENTATION 

9.1 ORGANIZE 
THE ROOM 
LAYOUT & 
BRING THE 
MATERIAL 

9.2 MODERATE 
& TRIGGER THE 

DEBATE 

9.3 PRESENT 

9.4 TAKE 
NOTES ON THE 
INPUT FROM 
THE PUBLIC 

9.5 TAKE 
PHOTOS 

10. FOLLOW UP 

10.1 DRAFT 
REPORT  

10.2 
COMMUNICATE 

THE REPORT 
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Annex 4. Example of: ACTIVITY/RESPONSIBILITY MATRIX TEMPLATE 

 

 

WP 
No. 

Work Package Responsible Deadline Finished/Not 
finished 

1.1 DESIGN THE CD COVER Z DD/MM/YY - 

1.2 RECORD THE CDs Y DD/MM/YY + 

2.1 PREPARE THE TEXT X DD/MM/YY - 

2.3 SELECT PICTURES X DD/MM/YY + 

2.4 DESIGN THE BROCHURE LAYOUT Y DD/MM/YY - 

2.5 PRINT THE BROCHURES X DD/MM/YY - 

3.1 PREPARE THE PRESENTATION Z DD/MM/YY - 

3.2 TEST/PROBE PRESENTATION Y DD/MM/YY - 

3.3 PREPARATION FOR TRIGGERING THE DEBATE X DD/MM/YY + 

… … 
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Annex 5. EXAMPLE OF EVALUATION QUESTIONNAIRE  




