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Writing is really a way 

of thinking—not just 

feeling, but thinking about 

things that are disparate, 

unresolved, mysterious, 

problematic, or just sweet. 
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Hosting a public meeting is one of the main ways state and local 
organizations get feedback. But we don’t need to tell you that. 
What you might need, however, are tips for public engagement 
in today’s virtual world. That’s where we’d like to help. 
 
Planning the Meeting 
This is the most important part of any meeting, but especially 
one that’s virtual. The first thing to consider is the purpose of 
the meeting. The kind of meeting you’re hosting dictates the 
technology platform and other tools used to engage participants. 
Are you informing your audience? Are you expecting to hear 
from them and have them participate in breakout sessions? 
Consider the security of the platform, whether you need closed 
captioning services, or if you need to record the meeting. And 
don’t forget a phone line option. Not everyone has easy internet 
access, but don’t forget—folks phoning in won’t be able to see 
the speakers or presentations. 
 
Other aspects to consider: who is invited? Is it truly the public, 
or are you targeting stakeholders? How many people do you 
expect, and do you require registration? Are the speakers 
giving presentations? If so, consider the timing and technical 
aspects of screen sharing. Last, but certainly not least, who’s 
on the production team? Make sure you have enough people 
to moderate the chat window, work on technology issues, and 
record the minutes. 
 
Finally, you’re ready to practice, practice, practice! Plan a 
tech-check with speakers so they can try out their laptops or 
tablets and double check all connections. Educate and prepare 
participants on how commenting will go. Let them know to sign 
up ahead of time to speak, if there will be a question and answer 
section, and any time limits. 
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During the Meeting
Ask people to log on early (at least 30 minutes!) to 
deal with any technology issues. Have more than 
one person ready to troubleshoot these issues, since 
most people will still wait until five minutes before 
the start of the meeting to join, and there might 
be too many problems for one person to address. 
During the welcome, introduce all of the speakers 
and go through the guidelines for the meeting, such 
as how to interact, how questions will be answered, 
reminders to stay on mute, and how people will be 
notified if they’re out of time.
 
Use a variety of methods to keep participants 
engaged. We’ve had success with polls, Google 
Jamboard, and Mural. You can even use breakout 
rooms—just make sure you have a facilitator for 
each room. If you’re allowing public comments, stack 
people three or four in advance and announce the 
list each time a new speaker starts. Make sure you 
hold firm to time limits, and if someone who didn’t 
sign up has a comment, have them put their name in 
the chat and they’ll be called on if there’s time. 

Remember, everything takes longer in a virtual 
meeting. So take a deep breath, prepare, and 
go. You’ve got this! If you’re looking for some 
additional help, reach out to our resident experts, 
Jan Kucklick (Jan.Kucklick@noaa.gov) and 
Marian Hanisko (Marian.Hanisko@noaa.gov).

Caitlyn McCrary
Senior Communication Specialist
Lynker in support of  
NOAA’s Office for Coastal Management
Caitlyn.McCrary@noaa.gov
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Name: Kitty Fahey 

Title: Senior Writer and Editor 

Organization: CSS in support of  

NOAA’s Office for Coastal Management; 

Charleston, South Carolina  

Contact: Kitty.Fahey@noaa.gov

Professional Background 

As a contractor, I’ve been a member of 

the Office for Coastal Management’s 

communications team since June 2006. 

Before that, I owned and operated 

Wordsworth Writing and Editing for  

seven years, where I produced press kits, 

capital campaign materials, business articles, 

ads for radio and magazines, and feature 

articles for the popular press. I also wrote 

and edited the South Carolina Coastal 

Conservation League’s quarterly publication 

for three years.

Job Duties  

For the past several years, I’ve focused  

on writing our coastal impact stories  

(coast.noaa.gov/states/stories/index.html).  
I also work with the communications  

team to ensure that the stories are seen  

by audiences that include NOAA leaders  

and legislative affairs personnel, state and 

local coastal leaders, NOAA partners,  

and our social media viewers.

Previously, I edited a wide variety of 

materials and wrote several newsletters for 

the Office for Coastal Management. I was a 

contributing writer for the former Coastal 

Services magazine. And I expanded coverage 

of our office’s achievements up the NOAA 

chain and to other media outlets.   

What Makes a Good Impact Story?  

I often say to story submitters, “What sorts of 

good things are happening—or even beginning  

to happen—as a result of your efforts? Write 

those details down, being as specific as 

possible.” Listing concrete details—providing 

local background or news coverage, verifiable  

numbers or statistics, positive project 

anecdotes, or local examples of success from 

your partners or community members—paints 

a vivid picture of your positive impact and will 

attract others to the good work you do. 

If you can, send along some lively, high-quality 

images that help tell your story. It will make a  

big difference in our ability to promote it.

Most Fun, Most Challenging 

I work with an incredibly talented and lively 

group of communicators! My colleagues are 

writers and editors, graphic and animation 

artists, and experts in outreach, social media,  

web content, and analytics. We make the work 

fun, and it’s a treat to see all the creative ways  

they put these stories to use.

A challenging, but also pleasurable, part of my 

job is taking a subject that is sometimes highly 

technical and making its importance come alive 

for the lay reader. Caring for the coast, and 

coastal communities, is at the heart of all we  

do, and I try to get that message across in  

every story.

Communicator of the Month
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Outreach Tool Spotlight –  
Digital Coast Act Handout
It’s official: the Digital Coast Act passed last month, 
which codifies the program and presents so many 
more opportunities for those of us working in coastal 
management. So how do you share this information 
and explain what the legislation includes, as well as 
what to expect? We’ve created a handout for just that 
reason, making it easy to let people know how the 
Digital Coast Act paves the way for the future of this 
platform and partnership. Find it here: coast.noaa.gov/
data/digitalcoast/pdf/act.pdf.

Upcoming Social Media Campaigns
Follow us on Twitter, Facebook, and Instagram,  
and tag along with these campaigns:

This is one of the many graphics and facts available for your use in presentations and handouts. Grab this  
one at coast.noaa.gov/states/fast-facts/recurrent-tidal-flooding.html. If you have an idea for a new group of fast facts or  
illustrations, please let us know.

Fast Facts – High Tide Flooding

• January 1 to 15: Use #Resolutions to share your
hopes and goals for the new year.

• January 18 to 22: Use #StormSurge for tools and
resources that keep coastal communities safe.

• January 25 to 29: Use #GulfofMexico to celebrate
the region’s infinite natural wonders.

Coastal Communicators— 
Year in Review 
Last year, we covered a wide range of topics, from 
developing a newsletter to communicating positively 
during difficult times and responding to reporters’ 
inquiries. Check out the entire collection of past 
Coastal Communicators on our website to refresh your 
memory, read an issue you might have missed, or share 
communication insights with colleagues and friends. 
View them all here: coast.noaa.gov/gallery/newsletter.html.

From Us to You
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