WALKABLE COMMUNITIES WORKSHOPS

CHECKLIST FOR LOCAL COORDINATORS

1. Meeting room

a. Located in or very close to the area that you want to examine in the walking audit

b. Reserve for a four-hour workshop, with access for setup one hour in advance

c. Flexible seating: movable chairs, tables to seat 6-8

d. Able to accommodate the maximum number you expect to attract

e. Room can be completely darkened (for slide presentation) – no skylights, security lights, etc.

f. Walls okay for taping up materials (maps, sheets from easel pads)

g. Room provided free of charge by a local organization

h. Handicapped accessible

2. Publicity

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

b. Invite people 20-30 min. before the start hour of your workshop. This allows for sign-in and encourages on-time start.

c. Direct, personal contact is important to get key people to attend. Some ideas are listed below of the types of people who could actually implement change:

i. Local elected officials

ii. Borough/township/city manager or planner

iii. Local Planning Commission members

iv. Municipal engineer

v. Municipal solicitor

vi. Local police 

vii. School Board members and/or Superintendent

viii. Local transit authority 

ix. Chamber of Commerce or other business leaders 

x. State DOT District representative

xi. Leaders of neighborhoods, PTA, churches, service organizations, or other interested citizen groups

xii. A local developer

xiii. Local press

d. Additional notice

i. Best done through networking or newsletters of local groups

ii. 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.

e. No formal invitations, as this is not an exclusive meeting

3. Equipment needed – A more complete list is available under “items for the workshop rooms”.     
a. Projection equipment: Instructors will provide laptops and PowerPoint projectors.  A screen or suitable white wall should be available on-site.  
b. Sufficient extension cords for all the above, and three-prong adapters if necessary

c. Two easels with pads (flip charts) and wide, felt-tip markers

4. Maps

a. 8 ½ X 11 (or similar) street maps, showing the meeting location and the exact area proposed for the walking audit.

b. For the meeting, please provide a large-scale map (1”=200’ preferred) of the immediate study area – one copy of the map for each table of 6-8 people.  Participants will mark on these maps as they develop ideas after their walking audit of the area. 

5. Agendas, Sign-In Sheets, and Evaluation Forms

Please provide as many copies of the workshop agenda and evaluation forms as will be needed, plus a sign-in sheet.  

6. Refreshments

a. Can a local sponsor provide refreshments?

b. Consider the time of day in selecting the offerings.

c. Think healthy: options should include water, perhaps juice, fruit, cheese, veggies (as well as the usual coffee, rolls, soft drinks, or cookies). 

d. A meal is definitely not expected.

e. Depending on the time of day, you may want refreshments available as people arrive (start coffee early) and/or part way through (when they return from walking audit).

7. Presentation by a local leader

a. One person from the local community should plan to make a brief (5-10 minute) presentation at the workshop about the community, with emphasis on the particular study area that is being examined by the workshop. 

b. You can show a few slides if you want, illustrating the pedestrian/bicycle environment.  What makes this area attractive? What are its walkability problems? 

8. Recording and reporting

a. There will be no report produced by the consultants at the end of the workshop. The object is to introduce new ideas and open the eyes of participants to some options.

b. Implementation is in the hands of the local community.

c. A Local planning board may be interested in hearing about the results of these workshops.  
