	
	
	



CMAP accessible communities engagement — 1:1 Interview Template

Overview 
Over the course of developing an Accessible Communities Plan municipalities and local governments may hold 1:1 interviews with organizations and individuals who are key stakeholders. The purpose of the interviews is to better understand the lived experience and challenges of people with disabilities, caretakers, new moms, using the sidewalks, streets, and crosswalks in their neighborhoods. These interviews can illuminate priority challenges, unexpected issues to support the Accessible Communities Plan.
Facilitation guide 
The following is provided in this document:
· Invitation template
· Sample agenda
· Sample script
· Sample questions 
· Sample activities 

This guide provides examples and templates that to conduct 1:1 interviews that helps participants feel comfortable to share meaningful information. Creating a comfortable environment can also be accomplished by selecting an appropriate meeting format and location, providing accommodations, and setting the stage for a fruitful conversation through thoughtful questions and discussion.  For steps on selecting an appropriate format and ensuring proper accommodations reference the Accessible Public Engagement Toolkit (pages 8-17 and 30-32). 
Invitation template:
Email Subject: Interview Invitation for (Community Name)’s Accessible Community plan
Hello (Name of invitee), 
	My name is (your name) and I am a (job title) at (Municipality/community name). (Community name) is at the beginning stages of creating an accessible community plan to assess and provide solutions to barriers that create mobility challenges when using sidewalks and streets. This effort is part of our (community name)’s compliance to the Americans with Disabilities Act to ensure that the transportation infrastructure, services, and programs within our (community name) are fully accessible to individuals with disabilities and people who have mobility challenges.
The plan is to gather information through an online survey and interviews with impacted communities. You are invited to be a part of an interview on (Date and time) to hear about your experience in (Community name) and any mobility challenges you may face. 
The meeting will take place (Virtual platform or in-person location) and be about (time length). We will provide (list accommodation. To request other accommodations, please contact (Jane Doe at jdoe@village.gov) or (555) 555-5555. Providing at least 72 hours notice will help secure availability for your access request. (For in-person meetings list the transportation options, parking availability, and where the accessible building entrance is).
Meeting details
Location/link:
Date:
Time:
The conversation will include a project background, questions about your experience in different areas in the community, and a short activity about your priorities in the community. If you are not able to make that day and time but there is someone else from your organization available, please send us your recommendation.
Thank you for being willing to support this endeavor and if you have any questions, feel free to reach out to (your name) at (your email and phone number).
Regards, 
(your name)

Sample agenda: 
1. Welcome & icebreaker
2. Project background
3. Questions & discussion
a. Alternatively, can select a sample activity
4. Next steps 
Below is a sample script on how to open the conversation of the focus group. 
Sample script: 
Welcome
Hi, thank you for being here today, we greatly appreciate and value your time. My name is (insert name), and I’m a (job title) from (insert community name). I’m joined by (anyone else in the room from the project team).The team is hosting a variety of engagement activities to involve the community and stakeholders in planning for better sidewalks, streets, and crosswalks; that includes interviews. 
The goal for our conversation today for us to listen and learn from your experiences with mobility and understand challenges you may face using sidewalks, crosswalks, and streets in (community name).
In just a moment we’ll share more about the project and this process and then move on to some questions to get to know you better. It’s important for us to have your honest opinions and understanding of your experience. There are no right or wrong answers here, nothing you say will hurt my feelings. And if I have follow up questions that is simply to better understand where you are coming from. 
Before we go over the project background, let’s get to know each other. 
Please share your name, relation to the community, and tell me about your favorite way to unwind in (community name)? 
Project background
The (community name) accessible community plan is a step towards compliance with the American with Disabilities Act or the ADA. According to the ADA, municipalities have a responsibility to create and address lapses in accessible public right-of-way infrastructure. Examples of that infrastructure include the state of the sidewalk, curb ramps, and push buttons like the ones at intersections. Our team is working with the (Name of community) as part of a regional planning effort lead by Chicago Metropolitan Agency for Planning. The plan will address sidewalks and streets that are within the public – right-of-way but cannot suggest changes to people’s private property. 
Discussion
a. Can you describe a typical trip to you take in (community name)? This can be to a store, park, library. 
a. What parts of the trip are difficult or frustrating?
b. Are there any areas in the community you would like to get to, but is too difficult?
a. If so where? What are some of the challenges?
c. Are there times of days when it’s hard to navigate the community? For example, rush hour, or school drop off time?
d. If you could vision your community 5 years from today, what changes to the sidewalks and streets would you make to work better for you?

Next steps
Thank you again for taking part in the conversations today. Everything we learned today will be used to supplement the data we receive from the online survey. If you haven’t done so already, please complete the online survey by (date). The next steps in the process will be compiling data and sharing what we heard with the community. 
(insert information about upcoming events and how to stay connected to the project)
Sample questions
Below are sample questions to get to know your community during the interview:
· Where do you travel in the community throughout the week?
· Is there anywhere in the community you haven’t been able to go to?
· Are you limited by the time of day for certain activities?
Sample activities
Another way to collect information and get to know the community is by having an activity accompany your conversation. The actual mechanics of your activities will depend on whether you have a virtual or in-person conversation.  Below are sample activities:
· Rank improvements: Provide a list of possible improvements in a transition plan and ask them to rank how they’d prioritize fixing them
· In-person: Provide printed cards, worksheets, or a board. Ask them to sort and/or rank their priorities. Follow up with questions about why they chose one improvement over the other.
· Virtual: Use a digital poll (such as Mentimeter) or digital card sorting (MIRO, but requires some technical experience with MIRO) to prompt the participant to respond.  The live results from Mentimeter can be shared and used as a talking point in follow up conversation. 
· Create an ideal/dream experience: What would their ideal route be to their favorite location? Provide a word bank and photos of possible improvements and ask them to place them along their path to their favorite place. 
· In-person: Print maps of the community, provide pens, markers, and icons (such as curb ramps, crosswalks, pedestrian signals) and ask the participant to design their ideal route with the materials. 
· Virtually: The facilitator can share a map on their screen and live draw elements as the participant shares their response. 
· A year in 20 min: Take five minutes per season (Spring, summer, fall, and winter) and discuss specific challenges during those seasons. This activity is discussion based and does not have the same differences in mechanics as those above. 
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