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Public Participation Process For Water Utility Facilities 
 
1. Purpose/Background  
    Please describe any relevant background information  and a description of  
    why the procedure or guidance is necessary such as regulatory or City of  
    Madison or  
    other regulatory agency. 
 
The Common Council directed the preparation of this Standard Operating 
Procedure (SOP) on January 8, 2008, by Resolution(File ID: 08023). The 
purpose is to provide for a process for site selection, planning, and design of new 
Water Utility facilities, including but not limited to test wells, municipal water 
wells, reservoirs, pump stations, and control valve facilities; and a process 
for informing and involving stakeholders community members in the vicinity of 
proposed Water Utility facilities in the decision making process. 
 
2. Scope  
    Identify the intended audience and/or areas where the SOP may be relevant  
    and specific operations covered by the SOP. 
 
The scope of this procedure is intended to cover the public participation process 
for Water Utility projects requiring new facility sitings or significant alterations to 
the footprint or driveways of existing facilities. It is not intended to address the 
installation or replacement of the distribution system, the extension of water 
mains and services to new developments and the maintenance and replacement 
of the existing structures provided that the footprint of the building does not 
change in a significant fashion. 
 
3. Guidelines 
    Provide the information needed before proceeding with the listed procedure.  
    This may include necessary tools, equipment, documents, and/or certifications  
    and licenses. 
 
The construction of new municipal water wells, reservoirs, pump stations and 
control valve facilities are major investments for the WU and are generally 
described in the Master Plan and Infrastructure Management Plan Report. The 
Master Plan and the Infrastructure Management Plan Report guide long-term 
improvements to the infrastructure of Madison’s drinking water system by 
identifying potential deficiencies and proposes programs and scheduled capital 
improvement projects to sustain current levels of service to Water Utility 
customers. 
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The Water Utility Board approved the current version of the Infrastructure 
Management Plan Report in 2005 and the current Master Plan in 2006. It is 
anticipated that both of these plans will be updated approximately every five 
years. 
 
Capital improvement projects, as defined and scheduled in the Water Utility’s 
planning documents, shall be evaluated for necessity, re-prioritized, and 
scheduled into the City of Madison 10-year budget and the Water Utility 
Operating Budget annually. This evaluation shall include current and projected 
consumption levels, fire-flow requirements, currentand current hydraulic-
modeling 
information for the current conditions and a 5-year and 20-year planning window, 
and Dane County Groundwater Model information. 
 
 
4. Procedure  
    Describe a step-by-step outline on of the methods used in order to meet the  
    purpose.(Includes flow chart and/or graphics) 
 
Upon approval of the annual Water Utility Operating Budget by the Common 
Council, the Water Utility General Manager shall schedule the following tasks: 
 
1. Establish an umbrella/standing Citizens Advisory Panel (CAP) to advise the 
    Utility as it proceeds with the roll out of all projects requiring public 
    engagement. 

(a) Advise on the writing of all Requests for Proposals (RFP’s) that involve 
                public engagement. 

     1) Specifically monitor to include language that engages the public and 
                    exclude language that simply informs the public. 

(b) For each project establish the targeted level(s) of public engagement  
                based on the International Association for Public Participation (IAP2)  
                Spectrum’s “Increasing Levels of Public Impact: 

 Inform 
 Consult 
 Involve 
 Collaborate 
 Empower 

 (c) Advise and assist with the recruitment of community members to  
                 serve on all project-specific CAPs. 

(d) Assist in the training of persons new to the CAP process.  
(d) Monitor and stand ready to assist in the activities of individual CAPs 
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12. Prepare a Scoping Document, Communication Plan, and Public Participation 
    Plan for each project requiring the siting of a new Water Utility facility or  
    significant alteration to the footprint of an existing Water Utility facility. These 
    documents shall be developed at the beginning of the project and define the   
    project’s scope, purpose, justification, phasing, and public communication 
    methods. (The documents shall be accommodating to adjusting plans, where  
    feasible, to meet public needs and goals.) Together with the Public  
    Participation Plan (4.6), these documents shall guide and facilitate early and  
    active public participation through the development, implementation, and  
    construction of significant Water Utility facility projects. 
 

(a) The Scoping Document shall consist of: 
1) A description of the project, including a map showing existing 

facilities, approximate location of proposed facilities, documented 
contaminated sites, the extent of the Eau Claire shale (if applicable) 
and the location of floodplain areas. 

2) The purpose and necessity of the project, with supporting data 
including recent and anticipated water consumption data and 
hydraulic model summarizations. 

3) The projected affect of the project on quality and reliability of 
service, and hydrologic impacts. 

4) A description of alternative projects or programs considered (This 
does not include specific site comparisons during early phases of 
the project). 

5) Photographic examples of similar facilities with discussion of 
possible variations. 

6) The cost of the project by major plant accounts. 
7) The proposed method of financing the project. 
8) The estimated annual operating costs of the project, by major 

expense accounts, to include possible fiscal effects of water 
treatment if anticipated. 

9) A description of and the original cost of any property being 
replaced, by major plant accounts. 

10) The designation of public utilities, alders, and other persons 
materially affected by the project and a list of those, which have 
been notified. 

11) A draft request for proposals (RFP) for the acquisition of services to 
determine the impact on values of adjoining properties. 

12) A description of the draft site selection criteria to be used in 
locating, evaluating, and ranking potential sites for the proposed 
facility. Site selection criteria categories will include regulatory 
requirements, groundwater quality and quantity, aesthetic impact, 
compatibility with existing neighborhood context, historic land use, 
existence of natural buffers, and environmental equity/justice 
considerations. 



13) The estimated project timeline, with which identifies major project 
phases and decision points requiring an approved resolution from 
the Water Utility Board. Project phases requiring a resolution shall, 
at a minimum, include the establishment of the proposed project, 
the facility site selection, and the site plan selection. 

 
 

(b) The Communication Plan shall consist of: 
1) A preliminary list of identifiedall possible  stakeholders interested 

parties including, neighborhood associations/groups, environmental 
groups, businesses, organizations, schools, and elected officials. 

2) A project mailing list based on the identified  stakeholders.above. 
3) Project Manager/Engineer contact information. 
4) Request to convene the initial Citizen Advisory Panel. 
5) A description of how the project will communicate project 

information, results of public input, and project decisions (i.e. 
mailings, newsletters, listserv, Legistar, and website updates). 

 
 

(c) The Public Participation Plan and project timeline shall be designed to  
           allow for effective public involvement throughout each phase of the  
           project. Public participation opportunities shall be offered in all phases of  
           the project with ample time for input prior to major project decisions. 

1) Example public participation opportunities beyond participation in the 
Citizen Advisory Panel may include: open houses, public workshops, 
websites, project kick-off meeting, feedback cards, surveys, and public 
comment meetings. 

2) The Public Participation Plan shall include feedback documentation 
regarding how public participation input affected draft resolutions or 
significant project decisions. The feedback shall be distributed 
according to the Communication Plan. 

3) The Madison Water Utility will perform the requested notification of all 
public meetings. Although no meeting will fit all schedules, Water Utility 
staff shall make every reasonable effort to accommodate the public. All 
Water Utility Staff and consultants shall be identified by introduction 
and nametags at meetings. 

4) Public meetings shall be held in facilities convenient to the Citizen 
Advisory Panel and the expected public attendees. 

 
 
23. Meet with the Alder(s) and Mayor’s representatives to review/revise the  
    Scoping Document, Communication Plan, and Public Participation Plan. 
 
34. Post all information on the WU web page and in accordance with the 
proposed 
    Communication Plan. 
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45. Notify identified stakeholders, residents, and property owners, businesses 
and other interested parties 
    within the  vicinity  
    that the Water Board will consider the Scoping Document, 
    Communication  
    Plan, and Public Participation Plan. The notice shall be sent 
    by first class mail  
    at least 10 but not more than 30 days before the Water Utility 
    Board meeting at which the Board will take up this matter.. 
     
The notification shall include: 

(a) The date, time, and location of the Water Board Meeting. 
(b) The URL links to the Scoping Document, Communication Plan, and  
      Public Participation Plan. 
(c) A map indicating those notified. 
(d) An invitation to participate in the Citizen Advisory Panel. 
(e) A press release to include a request for public comments, the URL 
     links to the Scoping Document and 
(f) Communication Plan, and Pproject Listserv information. 

 
56. Submit the Public Scoping Document and Communication Plan to the Water 
    Board. Refer for one-month. 
 
67. Following the submittal of the draft Scoping Document, Communication Plan  
    and Public Participation Plan to the Water Board for referral, convene the  
    Citizen Advisory Panel to work with the Project Engineer/Manager to review  
    the project, and prepare for the first public meeting. The project review shall at  
    a minimum include the following criteria. 

(a) Review the accuracy of the Scoping Document (4.1.(a)). 
(b) Review the Communication Plan stakeholder list (4.1.(b)1), mailing list,  
     (4.1.(b)2) and project communication criteria (4.1.(b)5) to ensure that  
     the public has adequate access to project information. 
(c) Review the Public Participation Plan for public involvement  
     opportunities adequately prior to each major project phase and  
     decision point.  Participation methods may require modification to  
     accommodate specific needs or requests from the community. 

 
78. Conduct the first public meeting presenting the basic need purpose for the 
project, 
    the issues involved, the regulatory approval process, the Public Participation  
    Plan, and document the public response to these presentations. 
89. Compile comments and develop start a FAQ (frequently asked questions) 
document  
    that will be distributed in accordance to the Communication Plan. 
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910. If required, conduct a second public meeting no sooner than 30-days 
      following  
    the first meeting. Hold comment period open for an additional 30- 
      days.  
    Additional public meetings may be required. 
1011. Schedule a public hearing before the Water Utility Board, presenting the 
      public comments. Notify the residents in the vicinity and the identified   
            stakeholdersother interested parties. Include a draft resolution with the 
notification to 
      request completion of Phase I – Establishing the Project. 
 
As defined in the project timeline, the completion of the initial project phase 
establishes the proposed project with a decision point (the approved resolution). 
If additional requirements are necessary based on the project timeline they must 
also be completed. At this point, the Scoping Document and a Communication 
Plan shall be revised to accommodate additional project information, revised 
stakeholders, and Citizen Advisory Panel changes in preparation for the next 
project phase. The project phases continue as outlined in the project timeline 
(see procedure step 4.1.(a)13). 
 
 
5. Citizen Advisory Panel  
    Clearly identify the primary role of the Citizen Advisory Panel in this SOP and 
    list their responsibilities as it relates strictly to this SOP (Can include contact  
    information). 
 
The Citizen Advisory Panel (CAP) is composed of voluntary stakeholders 
community members working with the Project Manager/Engineer to improve 
project decisions conclusions by providing recommendations advisories based 
on the knowledge and preferences of the public. The CAP shall elect establish a 
point-of-contact contact person to represent the group regarding correspondence 
communications and interactions with the Project Manager/Engineer. 
 
The CAP shall initially consist of stakeholders and interested citizens community 
members based on response to procedure step (4.4(d)). The CAP in 
collaboration with the Project Manager/Engineer shall review inclusively 
inclusivity and panel composition to ensure that all affected stakeholders 
community members are offered representation on the CAP throughout each 
phase of the project. 
 
The CAP, in collaboration with the Project Manager/Engineer has the following 
primary functions: 
 
1. General Functions: 

(a) Provide input and recommendations advisories to the Project 
Manager/Engineer  
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     regarding the public goals, preferences, and community values as they  
     relate to the proposed project. 
(b) Report CAP recommendations advisories to the Water Utility Board. 
(c) Participate in public participation events as outlined in the Public  
     Participation Plan. 

 
2. Establishment of the Proposed Project Phase: 

(a) Together with the Project Manager/Engineer, the CAP will review the 
      project and recommend any revisions (particularly relevant to public  
      engagement) to prior to the draft resolution of  
      the initial project phase. 

1) At a minimum this review shall include the Scoping Document,  
    the Communication Plan, and the Public Participation Process  
    (see procedure step 4.6). 

 
3. Facility Site Selection Phase: 

(a) Review the facility siting criteria and recommend revisions to the  
      Project Manager/Engineer. 
(b) Review the initial site identifications and rankings and recommend  
      revisions to the Project Manager/Engineer. 

1) Additional documentation for site selection to be provided to the  
    CAP should include hydraulic modeling data, Wisconsin DNR  
    exclusionary set-backs, detailed cost analysis, real estate 
    assessments, aerial site photos, schematic site plans indicating  
    adjacent land uses, and aerial and contextual photos of existing  
    similar facilities for comparison. 
2) All sites developed for consideration will be equally weighted and 
    no bias will be given to property currently owned by the Water  
    Utility. For sites purchased by the Water Utility in long-term  
    foresight and planning for future facilities, steps will be taken to 
    integrate the facility site into the neighborhood to make it  
    acceptable to area residents as the neighborhood develops. 
 

(c) Review and provide recommendations to the Project    
     Manager/Engineer regarding the detailed cost analysis of potential  
     facility sites to ensure: 
 

1) That neighborhood quality “costs” are estimated to account for 
     potential damage to neighborhood character and quality of life.  
     Any estimated costs will include reasonable mitigation efforts 
     and   costs to lessen a project’s impact on the neighborhood. 
2) The hydraulic impact costs of a particular site on total project  
     costs will be part of the economic analysis of a proposed site,  
     however, alternative locations involving pipeline improvements 
     may be able to offer cost estimate savings through potential  
     coordination with scheduled infrastructure improvement or  
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     replacement projects. See 2005 Madison Water Utility  
     Infrastructure Management Plan Report. 

(d) The panel may request additional information and recommend 
      methods of obtaining data (e.g., hydraulic modeling scenarios,  
      technical consultation, public survey, additional public meetings). 

 
4. Site Plan Selection Phase: 

(a) Review the site design criteria and recommended revisions to the  
      Project Manager/Engineer after the Madison Water Utility Board  
      and/or City of Madison Common Council approve a facility site. 

1) The site design criteria shall include, but not be limited to, the 
     placement and orientation of the proposed facility and the 
     proposed architectural treatment in such a fashion that respects 
     the character, scale, and value of existing structures; promotes  
     pedestrian activity; and maximized opportunity to protect and  
     enhance green open space. 
2) Site design documentation to be provided to the CAP should  
     include a detailed site plan including adjacent properties, paved  
     areas, and landscaping; schematic renderings to represent the  
     mass of the proposed structure on the site; and cost analysis. 

(b) Review the building design, materials, and detailing to ensure that the 
      proposed facility architectural treatment and scale respects the  
      character of the neighboring properties. Recommend revisions to the  
      Project Manager/Engineer. 

1) Building design documentation to be provided to the advisory  
    group should include site plans, landscaping plans, building  
    plans, elevations, details, and a representational perspective of  
    the final building on the site. 

 
6. Roles & Responsibilities 
    Clearly identify key personal personnel (job title) that will have a primary role in 
this 
    SOP  and list their responsibilities as it relates strictly to this SOP (Can include  
    contact information) 
. 
1. General Manager: 

(a) Assign a Project Engineer/Manager to each project requiring a new  
     water facility or significant alterations to the footprint of existing  
     facilities. 
(b) Review all correspondence regarding the project. 
(c) Coordinate, schedule and budget for proposed projects as itemized in 
     the Water Utility Master Plan and the Infrastructure Management Plan 
     Report. 
(d) Review project progress and approve requests for staff resources  
     accordingly. 
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2. Principal Engineer 
(a) Coordinate, schedule and budget for proposed projects as itemized in  
      the Water Utility Master Plan and the Infrastructure Management Plan  
      Report. 
(b) Review project progress and approve requests for staff resources  
     accordingly. 
(c) Review all correspondence regarding the project. 

 
3. Project Engineer/Project Manager: 

(a) Serve as the point of contact regarding project concerns and prepare  
     correspondence for General Manager. 
(b) Plan, organize and manage resources required for the successful  
     completion of the project. 

 
4. Public Information Officer (PIO): 

(a) Consult Project Engineer/Project Manager regarding effective 
     communication practices. 
(b) Assist in all aspects of project communications. 
(bc) Maintain and monitor the execution of the External Communications  
     Plan. 

5. Citizen Advisory Panel (CAP)  
  (a) See procedure step 5 for details. 
 
7. Monitoring Requirements 
    Define the need, frequency, and methods of conducting assessments and/or   
    monitoring such as physical analysis of a covered process or internal and/or 
    external controls. (ET Confined space entry, lock-out/tag-out permits) 
 
As required by the Water Utility Board, a third party evaluation team may be used 
to analyze the procedure and give periodic performance reports and 
recommendations under the direction of the Water Utility Board. 
 
8. Record Management 
    Identify specific records produced as part of SOP. Identify specific means (I.E.    
    hard copy, pdf, etc) and location (Olin Ave-Engineering Section-project file; F: 
    \Wucommon\SOP\WQ) of storage; retention period; and disposition method. 
 
As required by the Communication Plan, the project will provide public access to 
project information. 
 

1. The document library shall be located through either the Madison Water  
    Utility website or Legistar depending on the scope of the project. 
2. All public meetings shall be digitally recorded. 
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The CAP will have access to all data and documents pertinent to the project 
either through the document library or by requests submitted by the CAP Point-
Of-Contact to the Project Manager/Engineer. 
 
9. References 
   This section should list any additional resources that may be useful in  
    performing the procedures. These may include: 
 
Common Council Resolution (File ID:08023), Adopted January 8, 2008 
 
Wisconsin Administrative Code Chapter PSC 184, Construction by Water Public 
Utilities and by Municipal Water and Sewer Public Utilities Combined Under S. 
66.0819, Stats. 
 
9.1 Standards  
      Regulatory References should be listed here: 
 
Wisconsin Administrative Code Chapter NR 811, Requirements for the Operation 
and Design of Community Water Systems 
 
Wisconsin Administrative Code Chapter NR 108, Requirements for Plans and 
Specifications 
 
Water Utility facilities shall be designed in accordance with the respective codes 
of the State of Wisconsin including the Natural Resources Project. Building 
structures will require the approval the Plan Commission and the review of the 
Urban Design Commission (approval if located in an Urban Design District), the 
Water Utility Board, the Board of Public Works, and the Common Council. 
 
9.2 Other SOP’s  
      SOPS referred to in any other section of this document should be listed here: 
 
Madison Water Utility 2007 External Communications Plan (Version 6) 
 
 
9.3 Supplementary Documents 
     The title of any forms available or used in this procedure should be listed   
     here. Any documents included in the appendices should also be included     
     here. 
 
Madison Water Utility – Water Master Plan (December 2006) 
Madison Water Utility – Infrastructure Management Plan Report (2005) 
 
 
9. Definitions  



   This section should highlight and define frequently used terms and provide  
   additional and/ or relevant information needed in order to use and understand 
   this SOP. 
    
   For Example: 
  
   Vicinity - Residents and property owners within one-quarter mile of the new  
                  Water Utility facility shall be determined to be within the vicinity when 
                  a specific site has been selected. During the site selection process,  
                  the “vicinity” may be much larger in scope. 
 
10. Updates  
      Each Section shall review and update this SOP annually. This review shall  
      occur no later than the last day of the month to be inserted by the SOP owner 
      each year. 
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