Walkable Communities Workshop 
	Local Checklist/Timeline 
Task to be completed by local coordinator
	Due Date

	Walking Audit Route Selected
	March 24

	Local Meeting Venue is Secured
	March 24

	Local Invitations are Mailed
	March 24

	Refreshments are Arranged
	April 1

	Press Releases Sent to Local Media
	April 1

	Calls to Local and Regional Media are Made
	April 8

	Walking Route is Previewed
	April 8

	Follow-up Invitation Phone Calls are Made
	April 14

	Local Presentations Available on CD-ROM
	April 14


Selecting a Walking Audit Area 
· Should be very close to the workshop site 

· Ideally it should be a project area that can feasibly be implemented in the short term in order to see the results of the workshop 

· An area you would like to improve for bicycles and pedestrians 

· Route length is extremely important - aim for no more than six blocks for walking and talking 

Meeting Room 
· Located in or close to the area you want to examine on the walking audit 

· Reserve for a four-hour workshop, plus one hour for setup 

· Able to accommodate the maximum number you expect to attract 

· Flexible seating: moveable chairs, tables to seat 6-8 people 

· Handicapped accessible 
· Make sure the room can be darkened (for slide presentation) 

· Preferable no stages so that instructor are at the same level as the audience 

· Unlock the meeting room at least 45 minutes prior to the meeting for setup 

· WILMAPCO can pay reasonable room charges in needed

Invitations 
· The #1 Success Factor – Getting the right people there! 

· Generate enthusiasm! This is an opportunity to bring some positive, specific ideas to the community 

· Would like to have about 25 participants at each community, no more than 50 

· Invite people 20-30 min before the start 

· Direct, personal contact is important to get key people to attend (see attached sheets on invitation recommendations and the example letter) 

· Best done through networking or newsletters of local groups 

· Up to the local coordinator to decide the most appropriate approach to send invitations for the particular community, WILMAPCO can assist with outreach
Publicity 

· This is a public meeting. However, depending on the size of the group you think you are likely to attract (and what you can handle in the space provided), you may or may not want to put a notice in the local paper 

· The best publicity from the local press might be an article after the workshop, reporting on the ideas and results. Contacting the media will be at the discretion of the local coordinator
Refreshments 

· Consider the time of day 

· Options should include healthy alternatives as well as the usual (Perhaps coffee, water, juice, fruit, cheese, veggies, rolls, soft drinks, or cookies) 

· A meal is definitely not expected 

· Refreshments should be available as people arrive (start coffee early) and/or after the walking audit 

· Can a local sponsor provide refreshments? 

Presentation by a Local Leader 

· One person from the community should plan to make a brief (5-10 min) presentation at the workshop about the community, with emphasis on the particular study area and its pedestrian/bicycle movement
· Points to highlight: What makes this area attractive? What are its walkability problems? How is the area historically significant? 

[Sample Invitation]
You are invited to participate in a….
Walkable Community Workshop

April 21, 2005
1:00 p.m. to 5:30 p.m.

at
[Location]
What is a Walkable Community Workshop?

A Walkable Community Workshop is an interactive community workshop designed to bring together key stakeholders such as citizens, land owners, elected officials, and professionals to focus on issues related to walkability.  The [Your Organization] has been selected as one of eight communities in Delaware to participate in the Walkable Communities initiative.  This is part of an effort to make our community and region more pedestrian friendly.

Who has organized this Workshop?

This workshop is presented to our community by the Wilmington Area Planning Council (WILMAPCO) and the National Center for Bicycling and Walking, with funding assistance from the Robert Wood Johnson Foundation, and coordinated by the [Your Organization].

What will we do at the Workshop?

With nationally-renowned experts, Peter Lagerwey (pedestrian and bicycle coordinator for the City of Seattle) and Deborah Spicer (director of the New York Healthy Heart Program) serving as our facilitators, workshop participants will learn more about successful pedestrian design, safety, education, enforcement and encouragement.  We will relate these concepts to [description of workshop area] during the workshop (see attached map).  A walking audit of this target area will help us understand and identify obstacles to walking and suggest potential short-term and long-term solutions.  Please wear comfortable shoes and clothing suitable for the weather that day.  Refreshments will be provided!

Where can I get more information?

To learn more about this workshop, contact Name/Phone.  To learn more about the Walkable Communities program visit WILMAPCO’s website at www.wilmapco.org/walkable.  

RSVP Today!

Space is very limited for this unique program.  If you would like to attend, please RSVP to [coordinator, contact info] by [date]! 

[SAMPLE, you may opt to not include parts in parenthesis or change wording.

Workshops start at 8 a.m. or 1 p.m. – times for both are shown]
WALKABLE COMMUNITIES WORKSHOP

Coordinated by [Your organization] and WILMAPCO

8 A.M. 1:00 P.M., 21, 2005

AGENDA

8 (12:45)
Sign-in

8:15 (1:00)
Welcome and introductions



(Participants say their name, affiliation, and main concern about walking)

8:35 (1:20)
Presentation (Building Blocks of a Walkable Community)




What are the problems associated with walking?




What constitutes a walkable community?




Strategies for success

9:45 (2:30)
Break

9:55 (2:40)
Description of the area to be audited (Local presenter)



Successes and problems

10:05 (2:50)
Walking Audit (Notes taken to record observations and ideas)

11:05 (3:50)
Mapping Exercise and Implementation Strategy:

Develop detailed plan to address and prioritize problems/barriers identified in walking audit

Develop action strategy for implementing agreed upon solutions

12:00 (4:45)
Summary, wrap-up, and evaluation

12:15 (5:00)
Adjourn

Who to invite
We’d like to have approximately 25 workshop participants. You can pick and choose from the following list, which is intentionally broad. You may wish to provide progress reports to some people/groups you don’t invite to the workshop but who might be interested in future efforts to improve walking conditions where they live, work or go to school. Build your invitation list for this workshop around your answer to these questions: 

#1 “Who is most likely to be interested/invested in making the subject area -- chosen as the focus of our workshop -- more walkable?” 

#2 “Who can help identify solutions and who is needed to bring about any recommended changes in engineering, education, enforcement, encouragement, and/or the environment in our subject area?” 

Town/County staff 
٭ Town Manager
٭ Public Works Director / Engineer
٭ Planner 

٭ Police Department (line and/or supervisory staff with responsibility for education about and enforcement of pedestrian safety laws) 

٭ Parks Director 

٭ Health Department Educator (county or city) 

٭ Transit agency 

٭ Fire/EMS organization 

٭ Staff from another jurisdiction if the subject area requires/would benefit from intergovernmental cooperation 

Elected and appointed officials 
٭ Chief elected official and the elected representative from the subject area 

٭ Elected officials from another jurisdiction if the subject area requires/would benefit from intergovernmental cooperation 

٭ Planning/Public Works Commission members
* Town/Council Council representative

٭ Historic Preservation Commission member 

٭ State or federal elected officials, if appropriate 

Health and safety groups 
٭ Safety coalitions or groups, such as SafeKids, MADD, AAA 

٭ Health groups, such as American Lung Association, American Heart Assoc. 

٭ Medical community, such as hospital, doctor, clinic director 

٭ Insurance agency 

٭ Fitness organizations, such as the YMCA, health club, hiking club group 

School staff and groups 

٭ School superintendent 

٭ School principal 

٭ PTA/PTO/school board leaders 

٭ Student 

٭ School crossing guard 

٭ Physical education teacher 

Civic and citizen organizations and leaders 

٭ Youth groups 

٭ Community service organizations 

٭ Senior citizen organization or agency 

٭ Citizen activists interested in the issue/neighborhood 

٭ Neighborhood groups or associations 

٭ Advocacy groups that promote walking or multi-modal transportation planning 

Business organizations and leaders 

٭ Business owners 

٭ Merchants group 

٭ Chamber of Commerce staff or board member 

٭ Economic development staff or board member 

٭ Builders and developers 

Other potential workshop participants 

٭ Historic preservation (government body or nonprofit organization) 

٭ Clergy 

٭ DelDOT staff  

٭ FHWA staff 

٭ News media 

Please add to this list if you see a missing link or potential partner. 

