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Example Kickoff Meeting Agenda

YOUR SCHOOL NAME 

Safe Routes to School Taskforce
Introductory Meeting Agenda and Team Leader Notes

DATE

Time (1 – 2 hours)

The SRTS Team Leader will need to establish a date, place and time that most members can meet. It will be important to invite (see Sample Invitation Letter) and call potential taskforce members. Be clear about explaining what each person should expect as a goal for the meeting. An agenda should also be ready for distribution at the meeting. This will keep the team focused on what needs to be completed in a short period of time. A sample agenda is provided below with Team Leader notes.

Introductions

Ask each participant to provide their name, affiliation (organization, school, parent, etc.), and their job as it may relate to SRTS. Good to ask for a vision for the school/community in 10 years – gets everyone focused on a positive. Additional fun question could be where did you grow up and did you walk or ride your bicycle to school as a child? The team leader can start the introductions off by sharing background, why involved, and how he/she heard about SRTS.

Review Purpose of Safe Routes to School

Purpose of SRTS taken from Federal Guidance:

· To enable and encourage children, including those with disabilities, to walk and bicycle to school;
· To make bicycling and walking to school a safer and more appealing transportation alternative, thereby encouraging a healthy and active lifestyle from an early age; and
· To facilitate the planning, development, and implementation of projects and activities that will improve safety and reduce traffic, fuel consumption, and air pollution in the vicinity of schools.
The team leader can provide the team with a fact sheet about the health, safety, and environmental concerns that SRTS addresses. This will help people understand the need for the program and provide them with information to share with family, friends, and other people in the community.

The “5 Es” of Safe Routes to School

· Education

· Encouragement

· Enforcement

· Engineering

· Evaluation

Discuss: Why is a Safe Routes to School program important for our School?

Remember to allow plenty of time for the participants to talk about their concerns. Keep a running list of problems and ideas for solutions; discuss a vision for your school community and what the first activities will be. It may be helpful to bring large sheets of paper to write ideas for all to see. Summarize the discussion by making a list of goals for the program. Role of meeting facilitator is to move participants from identification of concerns/issues to positive solutions and then to broad goal statements.  These goal statements should be simple and straightforward, including Federal program goals as well as others the participants identify (example: increase traffic safety for children walking to school, alter unsafe pedestrian and bicyclist behavior among students, educate parents who drop off kids, etc.).
Function and expectations for Safe Routes to School Task Force

Task Force members will be valuable in building support for the SRTS program. The level of participation of members will vary depending on the tasks the team is trying to complete. Discuss the planning process and share examples of tasks so members can evaluate their level of commitment and the time they could contribute: ex. assisting with data collection, helping to coordinate an event, outreach to others.
Questions and Answers

Next Steps

Explain what next steps will be. Ask for volunteers and assign responsibilities. If you have a large group, may want to consider subcommittees. Key areas include Mapping, Outreach, Developing SRTS Plan, Implementation.  Ask for support and involvement from everyone and assign some responsibilities to be completed prior to the next meeting. Set the date for future meetings.



















