T9 – Suggested format for public meetings
This web resource outlines a suggested approach to running public meetings. Template agendas are also provided. The agendas are to be used as a guide – expect to change the content of the agendas.

Meeting 1: Project introduction (optional)
· Introduce project.
· Explain information collection process.
· Collect information about key sites and issues of concern.
· Identify people that want to get involved in the project.
Meeting 2: Information collection review (recommended)
· Outline information collected to date and information learned regarding issues.
· Explain process to get actions agreed and approved and the publics ‘advocating’ role in securing commitment to the actions.
· Gather ideas for actions to address key issues.

Meeting 3: Action plan (optional)
· Outline actions agreed.
· Gather buy-in for the action plan as a whole.
· Determine if there is any individual interest in contributing to any of the strategies identified in the action plan. 

Meeting 4: Review meeting (recommended)
· Provide feedback on actions approved in action plan.
· Outline plan for addressing any actions not approved.
· Outline plan for implementation initiatives that involve the public.
Depending on the amount of interest and time frame, it may be appropriate to continue having public meetings that have a similar purpose to meeting 4.

Neighbourhood accessibility community consultation meeting 1

	Name of group/school
	     

	
	

	Location/date/time start and finish
	     

	


Meeting agenda: Project introduction

	Chair
	     


	Welcome and key introductions
	Time
	


Meeting objectives:  

· To outline the neighbourhood accessibility planning programme.
· Feedback data collected to date.
· Inform the community of engineering works already planned for the area.
· Record the community’s active and shared transport concerns.
· Identify key locations for observation surveys.

· Identify those that may want to get involved in information collection.

	Neighbourhood accessibility planning overview
	Time
	


Chairperson – provide time for questions:
· Outline (aim and objectives and phases of the programme) the five Es:

· Encouragement/policy (Coordinator).
· Education (Coordinator).
· Enforcement (Police/Council enforcement staff).
· Engineering – be sure to cover any works already planned for the community (Engineering team).
· Environment (xxx).

	Results of data collected to date
	Time
	


Chairperson – provide hard copies for those attending.
	Issue identification exercise
	Time
	


Chairperson – Group people according to where they live and if possible also have focus groups for cyclists, and those that regularly use public transport or other shared transport facilities. If there are not enough people – keep everyone together as one group. Each group should include a member of council who will act as a facilitator. 

· Discuss issues for each area using maps for referral and making notes on ‘post-it notes’.  Notes should record and explain problem areas and good areas.  Note: Problem areas could end up with many ‘post-it notes’.  Issues can include; the state of the footpath, signposts, overgrown foliage. as well as issues such as poor visibility, traffic congestion, no safe crossing place.

· Mark possible safe routes to key locations, take note of the sides of the road used and preferred crossing points.

· Note good locations for observation surveys.
	Exercise summary
	Time
	


Chairperson: Get everyone back together for an open discussion and summary.
	Close-up
	Time
	


· Outline the next steps of the project and what data will be collected.
· Determine if any members of the public are interested in any particular data collection exercise.
· Advertise the next meeting date and time.
· Adjourn for tea, coffee and biscuits.
Neighbourhood accessibility community consultation meeting 2

	Name of group/school
	     

	
	

	Location/date/time start and finish
	     

	


Meeting agenda: Information collection review
	Chair
	     


	Welcome and key introductions  
	Time
	


Meeting objectives:  

· Feedback data collected (not presented at the first community meeting).

· Feedback any information learned on key issues.

· Explain the process to get actions agreed and approved.

· Explain how the public can assist with this process.
· Gather feedback and ideas on proposed ideas for different actions.
· Gather feedback on proposed pedestrian and cycle routes to key locations.

	Feed back data collected and any information on key issues – (Coordinator)
	Time
	


	Explain the process to get actions agreed and approved and the publics’ role (Coordinator)
	Time
	


	Discussion on encouragement/policy – (Coordinator)
	Time
	


	Discussion on education – (xxx)
	Time
	


	Discussion on enforcement – (xxx)
	Time
	


	Discussion on engineering – (Council Engineer)
	Time
	


	Proposed walking routes – (Walking group spokesperson or xxx)
	Time
	


	Any other actions not already discussed (Coordinator)
	Time
	


Where to from here (Chairperson)

· How the community is being informed?
· How to make submissions.
· Finalising the plan of action.
· Next meeting.
	Meeting to adjourn – tea/coffee and biscuits
	Time
	


Points to note:

· Anything here you think needs emphasis eg the safety of pedestrians and cyclists is a community responsibility or changing behaviour takes time.

Neighbourhood accessibility community consultation meeting 3

	Name of group/school
	     

	
	

	Location/date/time start and finish
	     

	


Meeting agenda: Action plan

	Chair
	     


	Welcome and key introductions  
	Time
	


Meeting objectives:  

· Presenting the finalised plan of action.
· Community group sign off on the plan of action.
· Determine interest in further participation.

	Feeding back any further data collected – (xxx)
	Time
	


	Action plan – Encouragement/Policy – (xxx)
	Time
	


· Finalised encouragement actions.
	Action plan – Education – (xxx)
	Time
	


· Finalised education actions.
	Action plan – Enforcement – (xxx)
	Time
	


· Finalised enforcement actions.
	Action plan – Engineering (Council Engineer)
	Time
	


· Finalised engineering works planned for the area.
	Action plan – Environment (xxx)
	Time
	


· Finalised environmental actions.
	Walking routes (xxx)
	Time
	


· Finalised walking routes.
	Cycling routes (xxx)
	Time
	


· Finalised cycling routes.
	Expected time frame for engineering works
	Time
	


	General discussion – where to from here?
	Time
	


· Discussion on further approval processes and how public can assist.
· Determine what interest there is in contribution to or participating in any of the actions outlined.
	Meeting to adjourn – tea/coffee and biscuits
	Time
	


Neighbourhood accessibility community consultation meeting 4

	Name of group/school
	     

	
	

	Location/date/time start and finish
	     

	


Meeting agenda: Review meeting

	Chair
	     


	Welcome and key introductions  
	Time
	


Meeting objectives:  

· Presenting the approved plan of action.
· Communicating actions for following up on work not approved.
· Outline the implementation plans for initiatives that involve the public.

	Summarise approval process to date – (Coordinator)
	Time
	


	Action plan – Encouragement/Policy – (Coordinator)
	Time
	


· Actions not approved and process for following up.
· Approved encouragement actions.
· Implementation plan.

	Action plan – Education – (Coordinator)
	Time
	


· Actions not approved and process for following up.
· Approved education actions.
· Implementation plan.

	Action plan – Enforcement – (xxx)
	Time
	


· Actions not approved and process for following up.
· Approved enforcement actions.
· Implementation plan.

	Action plan – Engineering (Council Engineer)
	Time
	


· Actions not approved and process for following up.
· Approved engineering works planned for the area.
· Implementation plan.

	Action plan – Environmental (xxx)
	Time
	


· Actions not approved and process for following up.
· Actions approved.
· Implementation plan.

	Safer walking routes (xxx)
	Time
	


· Actions not approved and process for following up.
· Approved walking routes.
· Implementation plan.

	Safer cycling routes (xxx)
	Time
	


· Actions not approved and process for following up.
· Approved cycling routes.
· Implementation plan.

	Expected time frame for engineering works
	Time
	


	General discussion – where to from here?
	Time
	


· Determine if there is further interest in participation.

	Meeting to adjourn – tea/coffee and biscuits
	Time
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