T16 – Information collection record template

(xxx) neighbourhood accessibility plan
Project initiation date: (xxx)
Project Coordinator: (xxx)
Managing Officer: (xxx)


Executive summary
Writing an executive summary should be easy, just leave it till last and then summarise each section of the document.

Background 

Briefly describe why the project was chosen.

Project brief
A full version of the project brief can be obtained  (xxx)  (attach to this document or note where to obtain it from eg project records).
A summary of the main points are outlined below.

Aim and objectives

The initial aim and objectives of the programme were:

· Aim:

· Objectives:

·  (xxx) .
·  (xxx) .
·  (xxx) .
Through the information collection process the project issues were further explored and the following changes have been made to the aims and objectives.

· Aim: xxx
· Objectives:

·  (xxx) .
·  (xxx) .
·  (xxx) . 

Targets and implementation outcomes have also been agreed.

·  (xxx) . 
·  (xxx) . 
Implementation outcomes:

·  (xxx) . 
·  (xxx) . 
·  (xxx) . 
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Budget

· Investigation costs – $(xxx).
· Implementation – $(xxx).
	
	Activity
	
	
	Expected completion date
	

	
	
	
	
	
	

	
	Project set up
	
	
	     
	

	
	
	
	
	
	

	
	Information collection
	
	
	     
	

	
	
	
	
	
	

	
	Action planning
	
	
	     
	

	
	
	
	
	
	

	
	Reporting and approvals
	
	
	     
	

	
	
	
	
	
	

	
	Implementation
	
	
	     
	

	
	
	
	
	
	

	
	Evaluation
	
	
	     
	

	
	
	
	
	
	


Methodology 
The following information collection activities were undertaken and are described in detail below.

· Community profile.
· Perception survey.
· Key informant survey.
· Working groups.
· Crash analysis.
· Counts of the users of different modes of transport.
· On site visits.
· Walkability audit.
· Cycleability audit.
· On site visits.
· Behavioural observations.
· Travel survey/inquiry.
· Public meetings.
Community profile

In order to access information for the community profile the following sources of information were used:

·  (xxx) . 
·  (xxx) . 
Perception survey

· Provide a copy of the perception survey in the appendices or refer to a file reference.
· State what type of surveying method was used, eg phone, street intercept, mail-out.
· Give all details pertaining to the method of distribution that would enable someone to replicate the process you used.
· State when and for what period the survey was sent out for.
· State the target population and response rate.
· Describe how you advertised the survey and the other methods you used to increase the response rate.
Key informant survey

For details on the key informants please refer to the community profile information in the results section.

Crash analysis

· State who did the crash analysis.
· Describe the techniques you used to investigate crashes.
· Describe the details of what was collected.
· Outline the area that the crash analysis covered.
· Describe the transport users you were investigating.
· Describe the time periods used (eg data on pedestrian and cycling related crashes was extracted from the crash analysis system between January 2000 – 2006).
· Briefly state any limitations with the crash analysis.)
Counts of the users of different modes of transport

For each type of user, describe the process that was used to count them. 

· When were the counts undertaken /over what period were the counts collected?
· What days of the week were counts collected?
· Where there any special events or confounding factors that may have influenced the counts?
· What were the weather conditions like over the count period?
· At what locations were the counts collected?
· What process was used to collect the counts?
· Describe any other things that would enable replication of your count process.
Photo voice

· State who took the photos.
· State what group the photo taker represented.
· State photo takers contact details (to contact them to take more photos later for evaluation).
· State when the photos were taken, including the time of day.
· Describe any other factors that may influence results or what kind of photos were taken on the day (eg weather).

On site visits/behavioural observations

· What were the purposes of any on site visits?
· What did you look at when you were on site?
· Did you use any forms for recording information whilst out on site. Describe these, or append/reference.
Travel survey/inquiry

· Provide a copy of the travel survey/inquiry in the appendices or refer to a file reference.
· State what type of surveying method was used (eg phone, street intercept, mail-out).
· Give all details pertaining to the method of distribution that would enable someone to replicate the process you used.
· State when and for what period the survey was sent out for.
· State the target population and response rate.
· Describe how you advertised the survey and the other methods you used to increase the response rate.
Walkability audit

· Provide a copy of the audit in the appendices or refer to a file reference.
· Describe how you recruited people to do the audit.
· Outline the types of users doing the audit (group representing, gender, age).

· State when the audit was undertaken, the day of the week, what the weather conditions were like.
· Describe the locations where the audit was undertaken.
· Describe the process used to undertake the audit.
Cycleability Audit

As above.
Public meetings

· State how many meetings you had.
· Where they were held.
· How many people attended.
· How you advertised the meeting.
Results

Record of governance and community involvement

Working groups

· State how many working groups you had.
· Provide a brief summary of each meeting and the key decisions made.
· Provide any other information that may be helpful to a new person starting the project, for example details of new people who attended.
Community involvement

One of the main aspects of the project has been to involve stakeholders and the general public in the project with the aim of increasing ownership of area issues. This has been achieved in the following ways  (xxx) . 
Community profile
Community description

(xxx).
Demographic information

· Decile ratings of schools.
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· Cultural mix of people in the community.
(insert descriptive text, table or graph here). 
· Age mix of people in the community.
(insert descriptive text, table or graph here).
· Age and gender mix of any significant groups of people living, working or passing through the area.
(insert descriptive text, table or graph here).
· Ratio of visitors/residents frequenting the area.
(insert descriptive text, table or graph here).
· Average income of people living or working in the area.
(insert descriptive text, table or graph here).
· Information on those with disabilities.
(insert descriptive text, table or graph here).
Information on community communication

(xxx).

Key events
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Key informant names, the audience they represent and contact details
	Name
	
	
	Group they represent
	
	
	Contact details
	
	
	Dates talked to
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Related council projects

	Project name
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	Contact person
	

	
	
	
	
	
	
	
	
	
	
	
	

	·      
	
	
	·      
	
	
	·      
	
	
	·      

	
	
	
	
	
	
	
	
	
	
	
	


Perception survey

When presenting the perception survey in this record, try to summarise the key findings that help justify a focus on active and shared transport. Suggested things to present include:

· Specifying the questions that obtained a high proportion of respondents reporting very negative or positive responses.

· Providing the top roading factors residents are unsatisfied for each mode

· Specifying the percentage of people wanting to increase their walking, cycling or use of public or shared transport. 

Be sure to state where the full description of the results and database is located so that staff undertaking evaluation can find the data.
Key informant survey

To present the key informant information firstly provide information on any key issues or key locations that most of the key informants raised – are there any issues that are common to everyone? Then for each group the key informants represent (eg cyclists, children, elderly), outline the key issues raised relevant to the audience, any locations the issues are present at and any solutions identified.
Crash analysis

It is suggested you provide the following:

· Total number of crashes in the area, broken down if possible by: 

· user groups

· party at fault 

· affected party

· cause.
· Calculations on risk.
· A map of crash locations.
· A description on any commonalities (eg location, age, time of day).
Counts of the users of different modes of transport

Counts should be relatively easy to present. Provide in this section the location and the count. Try where possible to provide comparable count information (eg collected over a day or averaged over an hour period). Counts that you may need to record include:

· Traffic counts, including passengers or peak intersection flows if relevant.
· Pedestrian counts.
· Cycle counts.
· Public transport stop/station usage rates.
On site visits and behavioural observations

If you observe any particular behaviours or problems that are worth noting, you should record them. Typically what you will provide is a description of the problem or what happened and how often you estimate it happens. If you recorded behaviours, presence of road users or facilities, then you should also provide a summary of what you observed. Photographs you took while out on site may also be useful.
Photo voice

Provide any photos and their descriptions here that you feel are particularly helpful to explain particular issues. It is recommended these photos be grouped by at risk group (eg children, elderly, disabled).
Travel survey/inquiry

You may like to provide a summary of the following:

· Information about destinations and routes:
· Popular destinations.
· The common methods of travel people use to get to the destinations.
· Commonly used routes.
· Information about current and future behaviours:
· Commonly used methods of transport and beliefs about the possibility of changing methods of transport exhibited by different age groups and genders.
· Ratio of people who use active or shared transport as a main form of transport/those that would like to.

· Ratio of people who would like to use active or shared transport as a main form of transport/those that would not like to. 

· Common stated motivators to change behaviour.

· Information on issues and solutions:
· Main reasons for not using active and shared transport.
· Main concerns about using active and shared transport and suggested improvements.
Be sure to state where the full description of the results and database is located so that staff undertaking evaluation can find the data.
Walkability audit

You may like to provide a summary of the following:

· Average ratings for each section of road and each site. 

· Overall sum of ratings for each user group to compare area usability for each group (only do if six or more people participated in audits for each group).

· Top priority issues.
· Any particular issues that require immediate resolution for specific groups.
· Suggested solutions.
In order to record all the information collected from an audit some councils have recorded the information in large spreadsheets. If you have done this, then make sure you reference or append the spreadsheet.
Cycleability audit

As above.
Public meetings

· Provide a brief summary of each meeting and any key decisions made or main topics of conversation.
· Provide any other information that may be helpful to a new person starting the project, for example details of new people who attended.
Summary
Key issues

The following key issues were identified by the public:
· (xxx).

· (xxx).

· (xxx).
The following key issues were identified by data collection:
· (xxx).

· (xxx).
The key issues with which the project will be focusing include

· (xxx).
· (xxx).
Key locations and routes to focus on

· (xxx).
· (xxx).
Audiences to target

	
	Issue
	
	
	Audience affected by issue
	
	
	Audience causing issue
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Audiences to involve in implementation

The project process has generated interest in participation in implementation. The following table details this interest.

	Group/Person
	
	
	Contact details
	
	
	Activity interested in
	
	
	Other relevant information
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Aspects that require further investigation

Specify here:

· outstanding information collection tasks

· issues that require further analysis

· issues that have been parked due to other project, funding limitations, difficulty or lack of support.
Action plan

The following implementation actions were suggested by the public. 

	
	Action
	
	
	Action type (eg educational)
	
	
	Number of people who believe the action is necessary
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For a list of finalised implementation actions refer to (xxx).
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