CMAP accessible communities' engagement — how to form a steering committee
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[bookmark: _Toc705222127]Overview
The Chicago Metropolitan Agency for Planning (CMAP) is working with municipalities to create transition plans for their public right-of-way. Community engagement and collaboration are key principles in a successful transition plan in which the community can see itself. A guiding component of community engagement is forming and fostering a steering committee. This document outlines the roles and responsibilities of a steering committee and best practices for forming the committee.
The following information is provided in the document:
· Steering committee purpose
· How to form a steering committee 
· Roles and responsibilities of the steering committee 
· Draft kickoff meeting agenda
[bookmark: _Toc1371247597]Purpose of a steering committee 
A steering committee is a group of individuals selected to guide a project or process from a specific perspective of the community. The committee is intended to work in the best interest of the community and provide additional context, history, and experience to inform the project. A municipality’s relationship with a steering committee should be based on trust, collaboration, and a mutual understanding of the project goals. Steering committees are formed during the project setup phase. 
Examples of how a steering committee may function during a transition plan process include:
· As a platform for people with disabilities to offer feedback and share lived experience to inform project direction
· Build relationships with other disability justice organizations in the area.
· Share information about the plan within their network
· Assist with community engagement 
· Provide insight into challenges using the public-right-of-way
· Share historical knowledge and challenges that can affect the project
· Prioritize recommendations or elements within the plan
· Fill in gaps of the team’s knowledge on accessibility measures
[bookmark: _Toc84919818]How to form a steering committee 
A steering committee should reflect the community and include members from organizations that have direct connections to hard-to-reach communities or an important stakeholder group. The recommended size for a steering committee is between 10 and 15 members, depending on the population of the community. 
When deciding who to invite to be a part of the steering committee, think about the communities and stakeholders impacted and the goals of a transition plan. Everyone benefits from more accessible sidewalks, crosswalks, streets, and parking, but people with disabilities have the most to gain from a successful plan. Those most impacted by a transition plan are senior citizens, people who identify as having a disability, people who use mobility devices, people with a temporary disability (i.e. someone who sprained their ankle) and people with young children. Two region-wide resources to get started are, the directory of centers for independent living, and special recreation district areas. 
The goals for the transition plan are:
1. Increase the quality of life for people with disabilities.  
2. Build trust and support from residents and stakeholders throughout the planning process. 
3. Develop practical and actionable public-right-of-way transition plans that remove barriers to using the public-right-of-way.  
4. Comply with the Americans with Disabilities Act 
Steering committee members can be of any level in the organization and do not necessarily need to be a director or executive. A project manager can provide the same level of expertise. 
For transition plans, steering committees should include representation from
· People who identify as having a disability 
· Disability advocacy groups 
· Senior living facilities 
· Departments of transportation and transit agencies
· Public works departments  
· Civic organizations
· Schools
· Active transportation advocacy groups
· Other key community stakeholders

To begin the process of who to invite, create and review a stakeholder list, consider the following questions:
· Is this individual/organization directly impacted by a transition plan?
· Is this individual/organization able to connect the team to a hard-to reach group?
· Will this individual/organization be part of the plan’s implementation?
· Is this individual/organization a well-known part of the community?
Start with a list of 20 individuals/organizations to join the steering committee. Not everyone will have the capacity to join the committee, so having a backup list is recommended. The invitation to join the steering committee should include a brief project background, roles and responsibilities of the steering committee, and stipend information, if applicable. 
State that the meetings will be virtual and ask that participants share any accessibility accommodations. For virtual meetings, review the accessibility features for the platform you plan to use. (Tip: For more information about hosting an accessible engagement, check out the Accessible Public Engagement Toolkit in CMAP’s resources.) 
If the team is having difficulty finding members to join the committee, look at past planning efforts to see who has been involved in engagement events or as part of a different steering committee.
A draft invite email is included in the appendix. 
[bookmark: _Toc1466350926][bookmark: _Toc201044871][bookmark: _Toc201044973][bookmark: _Toc201044872][bookmark: _Toc201044974][bookmark: _Toc201045823][bookmark: _Toc201045855][bookmark: _Toc201044873][bookmark: _Toc201044975][bookmark: _Toc201045824][bookmark: _Toc201045856]Steering committee roles and responsibilities
The roles and responsibilities of the steering committee are best summarized by the name: Steering. The committee should help guide the project and prioritization while supporting the success of the public engagement. The committee will provide high-level project guidance; however, it will not be expected to complete technical work or have final decision-making authority. Each community might have specific roles and responsibilities, but all steering committees' members should:
· Review deliverables ahead of meetings
· Participate in meetings (whether it is through a survey, within the chat, does not always have to be vocal)
· Attend engagement events
· Share news and engagement opportunities with their communities
Steering committee members should be made aware of the roles and responsibilities in the invitation and at the kickoff meeting. 
[bookmark: _Toc579017797]Meeting frequency
Steering committee meetings should be meaningful to the project schedule. Meeting near project milestones and deliverables will allow relevant engagement to the project process. For example, meeting monthly is not necessary unless the project deliverables are created monthly. Below is a list of suggested meeting topics:
· Kickoff meeting – Getting to know the steering committee and the project
· Engagement and outreach strategy review 
· Review of engagement summary from pop ups 
· Review self-evaluation results 
· 1:1 interview engagement summary review 
· Prioritization review 
· Final plan and public comment strategy 
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The steering committee kickoff meeting should serve as a level-setting moment for the project. It is an opportunity to get to know the steering committee members, the project background, the project timeline, and a review of roles and responsibilities. A draft kickoff meeting agenda may include:
· Welcome
· Project team introductions 
· Steering committee Introductions
· Ice breaker 
i. Name
ii. Pronouns
iii. Organization 
iv. What is your favorite place in the community? Can you recall if it’s currently accessible? 
· Project background
· Steering committee roles and responsibilities 
· Project timeline 
· Open ended question: How would you like to be involved with this planning process?
· What unique skills and/or resources can you contribute to this effort?
· What would a successful accessible neighborhood look like for you?
· Next steps 
· Q&A
· Next meeting



[bookmark: _Toc252366374]Appendix
DRAFT invitation email 
Subject: (Municipality) Accessible Community Plan - steering committee 

Message:
Hello [name of potential steering committee member], 
The (municipality) is embarking on a new project that will result in an Accessible Neighborhoods plan.  The Accessible Neighborhood projects aim to increase the quality of life for residents while removing barriers to using sidewalks and streets. Everyone in Illinois — including people with disabilities — needs to be able to get to work or school, visit family and friends, access the goods and services they need, and enjoy all the region has to offer — dining, shopping, arts, sports, and recreation.
As part of this plan, we are forming a steering committee to guide the process and assist in prioritization of future accessibility improvements. We would be grateful to have your participation as a member of this steering committee! As a representative of [organization], your expertise and insights will be valuable assets as we identify priorities and engage the community towards a more accessible and safer (community name).
Anticipated time and effort commitment:
· X steering committee meetings ([1 hour], virtual format) over X months 
· Review pre-meeting materials and be prepared to participate (whether through a survey, within the chat, does not always have to be vocal)
· Attend community engagement events (X events planned between month and month)
· Share engagement opportunities with your community
(If applicable) As a part of joining the steering committee, the project team is offering a stipend of $X for your time spent on the project. If you wish to learn more about the stipend before accepting the role on the steering committee, feel free to email me for more information.
Please indicate your interest in participating by emailing or calling (name) at (email) or (phone number) by X date. To support your full participation, please share any access needs or accommodations by responding to this email.
Thank you for your consideration. Your contributions will greatly improve the community!
We would be happy to answer any questions you might have,
[Project team representative]



