T8 – Suggested format for working group meetings
This web resource outlines a suggested approach to running community working group meetings. Template agendas are also provided. The agendas are to be used as a guide – expect to change the content of the agendas. With all meetings we have suggested an ambitious amount to discuss. You may decide to host more meetings and increase their frequency to make them more manageable.

Meeting 1: Introduction, information collection and consultation (recommended) 
(Depending on how many meetings you have decided to have it may be appropriate to separate this first meeting into two meetings.)

· Agree the role of the group and its members and determine how the group will work together and make decisions.
· Agree the aim and objectives for the project.
· Outline information collection process and gather ideas for its administration. 

· Determine if any teams/agencies (if relevant) require any additional information collected to support their projects.
· Discuss communication distribution channels through working group with general public.
· Collect information relevant to the community profile.
Meeting 2: Information collection feedback and action plan brainstorm (recommended) 

· Report progress on information collection (outline what the key issues, key sites/routes, and target audiences are for each issue).
· Discuss revision of aims and objectives. (The steering group will have the final say on this.)

· Discuss targets for the objectives. (The steering group will have the final say on this.)

· Gather ideas for actions to address key issues.
· Map pedestrian and cycle routes.
· Explain the process to get actions agreed and approved and the publics ‘advocating’ role in securing commitment to the actions.
Meeting 3: Action plan decision-making (recommended) 
(This meeting is required if you intend giving your working group a decision-making capacity.)

· Outline agreed aims and objectives.
· Outline targets set.
· Discuss suggested actions.
· Discuss evaluation.
· Discuss time frames, approval and funding process relevant to the actions generally.
· Agree suggested actions.
· Discuss community input in implementation.
Meeting 4: Action plan implementation (recommended)
· Provide feedback on actions approved for funding by council committee and funding agencies.
· Gather ideas for addressing any actions not approved.
· Plan the implementation of actions.
At this point it may be appropriate to divide into specific implementation groups with people responsible for governing specific actions. However, from time to time the whole working group may like to get together to assess progress. Running a meeting with a similar content to meeting 4 will suit this purpose.

Meeting 5: Action plan monitoring (recommended) 
(You may choose to have a series of meetings, such as meeting 5 to continue to keep people up to date with progress.)

· Update on all actions.
· Monitoring progress against aims and objectives of project.
· Barriers and suggestions for ways to overcome these.
Neighbourhood accessibility planning working group meeting 1
	Name of group/school
	     

	
	

	Location/date/time start and finish
	     

	


Agenda: Introduction, information collection and consultation

Objectives of meeting:
· To agree the role of the group and its members and determine how the group will work together and make decisions.
· Agree the aim and objectives for the project.
· Outline information collection process and gather ideas for its administration.
· Determine if any teams/agencies require any additional information collected to support their projects. 

· Make decisions related to communication with the general public.
· Collect information relevant to the community profile.

1. Welcome and introductions.
2. An outline of the role of the group and the purpose of the meetings, in the context of the council approval process.
3. Discussion of expectations around how often the group will meet, how participants will contribute and how the meetings will be run and how decisions will be made.
4. Discuss key issues in neighbourhood relevant to neighbourhood accessibility planning.
5. A discussion on the initial project brief, in particular the aim and objectives for the project (circulate prior to the meeting).
6. A discussion on what project success might look like.
7. Discussion of the following surveys and information collection activities: (Distribute any surveys you wish to discuss prior to the meeting.)

· How will they be administered and when they will be undertaken?

· How can the activities be streamlined or timed to fit with the activities of other teams?

· Do any teams or agencies want any additional information collected to help justify their projects?

· Will this particular information collection tool work well in this neighbourhood? How can we ensure a maximum response rate? 
· How can the working group contribute to their administration?

· Can the community be actively involved in any of the following activities?
· Key informant surveys.
· Crash statistics.
· Site observations.
· Traffic counts.
· Travel survey.
· Perception survey.
· Living street audits.
8. The expected project timeline.
9. A discussion on when it would be appropriate to publicly announce the project.
10. A discussion on when the first public meeting should be held and how the meeting will be run.
11. Distribute community profile information collected to date and discuss additional content.
12. The date and time for the next working group meeting.
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Agenda: Information collection feedback and action plan brainstorm 

Objectives of meeting:
· Report progress on information collection. (Outline what the key issues, key sites/routes, and target audiences are for each issue.)
· Discuss revision of aims and objectives. (The steering group will have the final say on this.)
· Discuss targets for the objectives. (The steering group will have the final say on this.)

· Gather ideas for actions to address key issues.
· Map pedestrian and cycle routes.
· To explain the process to get actions agreed and approved and the publics ‘advocating’ role in securing commitment to the actions.
13. Welcome and introduction.

14. Progress report and results from all the information collection activities.

15. Summary of findings, key issues, key sites/routes and audiences.
16. Revisit aim and objectives of the project:
· Do they need to be revised?

· What targets should each objective have?
17. Discussion on actions to address key issues.
18. Mapping pedestrian and cycle routes.
19. Discussion on the process to get actions agreed and approved and the publics ‘advocating’ role in securing commitment to the actions.
20. Feedback from each group member regarding any feedback/information they have received from their communities, that had not already been covered.
21. The date and time for the next working group meeting.
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Agenda: Action plan decision-making

Objectives of meeting:
· Outline agreed aims and objectives.
· Outline targets set.
· Discuss suggested actions.
· Discuss time frames, approval and funding process relevant to the actions generally.
· Agree suggested actions.
· Discuss community input in implementation.
· Discuss evaluation considerations.
22. Welcome and introductions.

23. Outline the finalised aims, objectives and their targets agreed by council management and other implementation stakeholders.

24. Discussion on all actions for each objective. (It may help to provide a copy of the draft action plan.)
Objective 1: (xxx)
· Education actions agreed by both steering group and working group.
· Promotion actions agreed by both steering group and working group.
· Enforcement actions agreed by both steering group and working group.
· Policy actions agreed by both steering group and working group.
· Engineering actions agreed by both steering group and working group.
· Other actions agreed by both steering group and working group.
· Coordination, timing, approvals and funding.
· Actions that may be difficult to implement and why – process for dealing with them.
· Agree actions.
· Discuss community input into implementation.
· Discuss evaluation considerations.
Objective 2: (xxx)
· Education actions agreed by both steering group and working group.
· Promotion actions agreed by both steering group and working group.
· Enforcement actions agreed by both steering group and working group.
· Policy actions agreed by both steering group and working group.
· Engineering actions agreed by both steering group and working group.
· Other actions agreed by both steering group and working group.
· Coordination and timing, approvals and funding.
· Actions that may be difficult to implement and why – process for dealing with them.
· Agree actions.
· Discuss community input into implementation.
· Discuss evaluation considerations.
Walking routes

· Outline of key routes to focus on and implementation associated with route.
· Discussion on any outstanding issues that may compromise route.
Cycling routes

· Outline of key routes to focus on and implementation associated with route.
· Discussion on any outstanding issues that may compromise route.
Public and shared transport nodal points and within neighbourhood routes

· Outline key public transport nodal points and routes and implementation associated with these.
· Discussion on any outstanding issues that may compromise use.
25. Feedback from each group member regarding any feedback/information they have received from their communities, that had not already been covered.
26. The date and time for the next working group meeting.
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Agenda: Action plan implementation

Objectives of meeting:
· Provide feedback on actions approved for funding by council committee and funding agencies.
· Gather ideas for addressing any actions not approved.
· Plan the implementation of actions.
27. Welcome and introductions.

28. Brief update on progress on project.

29. Discussion on all actions in action plan.
Encouragement/Policy

· Outline of actions approved.
· Actions not approved and discussion on ideas for obtaining approval.
· Discussion on the implementation of the actions.
Education 

· Outline of actions approved.
· Actions not approved and discussion on ideas for obtaining approval.
· Discussion on the implementation of the actions.
Enforcement

· Outline of actions approved.
· Actions not approved and discussion on ideas for obtaining approval.
· Discussion on the implementation of the actions.
Engineering
· Outline of actions approved.
· Actions not approved and discussion on ideas for obtaining approval.
· Discussion on the implementation of the actions.
Environmental

· Outline of actions approved.
· Actions not approved and discussion on ideas for obtaining approval.
· Discussion on the implementation of the actions.
Walking routes

· Outline of key routes to focus on and implementation associated with route

· Discussion on any outstanding issues that may compromise route

Cycling routes

· Outline of key routes to focus on and implementation associated with route.
· Discussion on any outstanding issues that may compromise route.
30. Feedback from each group member regarding any feedback/information they have received from their communities, that had not already been covered.
31. The date and time for the next working group meeting.
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Agenda: Action plan monitoring

Objectives of meeting:
· Update on all actions.

· Monitoring progress against aims and objectives of project.

· Barriers and suggested ways to overcome these.

32. Welcome and introductions.

33. Brief update on progress on the project.

34. Update on progress of all actions in action plan.
Encouragement actions
· (xxx).

· (xxx).
Education actions

· (xxx).

· (xxx).

Enforcement actions

· (xxx).
· (xxx).
Engineering actions

· What has been completed and any issues arising from completed works?
· What is currently being completed?
· When works are planned for other key areas of concern?
Environmental actions

· What has been completed and any issues arising from completed works?
· What is currently being completed?
· When works are planned for other key areas of concern?
Walking routes

· (xxx).
· (xxx).
Cycling routes

· (xxx).
· (xxx).
35. Discussion on the progress of the project against the aims and objectives (including barriers and suggested ways to overcome these).
36. Feedback from each group member regarding any feedback/information they have received from their communities, that had not already been covered.

37. The date and time for the next working group meeting.
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