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CHAPter 1: 
HoW to uSe 
tHiS guiDe

Why Complete 
Streets should 
matter to 
public health 
professionals

1



6 chApter 1: hoW to use this guide

One issue that greatly impacts public health is access to active transportation.  
Daily physical activity is essential to one’s health and well-being.  
Replacing short, daily car trips with walking and biking is an easy way to 
do it.  However, the built environment is designed to favor automobile 
travel, making it unsafe or unfeasible to travel on foot or by bike.

Most roadways are designed to move vehicles as quickly and efficiently 
as possible and dedicated facilities for pedestrians and cyclists are often 
an afterthought.  Our current design patterns result in wide intersections, 
missing segments of sidewalks, little to no bicycle facilities, and a lack of 
convenient public transit.  They encourage people to drive - even for short 
trips.  Unfortunately, this means that many people are missing out on an 
easy opportunity to get physical activity over the sedentary act of driving.

Figure 1 
Walking or biking for 

transportation are 
an ideal way to get 
daily recommended 

physical activity.

Why Complete Streets should matter 
to public health professionals
Policy Systems and Environmental (PSE) change is the prevailing paradigm in public 
health that uses broad strokes of policy to encourage healthy behaviors.  Instead of 
helping individuals improve their habits one by one or through programs, the model 
focuses on creating an environment in which the healthier choice is the easier, more 
attractive choice.  The goals of the PSE approach are to institutionalize and sustain 
behavioral changes and make efficient use of resources.  More and more, public health 
funders are shifting their priorities from programming to PSE. It is the wave of the future 
and an important concept for public health professionals to understand and practice.

1
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Figure 2   
Crumbling narrow 
sidewalk with 
no buffer makes 
it difficult for 
pedestrians to use.

Figure 3    
Bike Lanes, 
crosswalks, sidewalks, 
and grassy buffers 
help improve 
the experience 
for pedestrians 
and bicyclists.

Typical roadway design patterns are 
the result of decades old policies and 
practices implemented by transportation 
agencies.  Planning for pedestrians, cyclists, 
and even transit is usually an afterthought, 
and often done as a costly retrofit.  

The Complete Streets approach creates 
a system for engineers, and designers 
to approach roadway projects from a 
new perspective: one that considers the 
context of adjacent land uses and the 
needs of people who will be accessing 
those land uses via multiple modes of 
transportation.  Using the PSE framework, 
public health professionals can partner with 
government agencies to address inclusive 
roadway design that enables people to use 
physically active forms of transportation.

YOUR ROLE IN COMPLETE 
STREETS

Transportation issues are new to most 
public health professionals, making 
Complete Streets initiatives a challenge 
to tackle.  Despite that, you are in a 
unique position to work with government 
staff and elected officials to ensure that 
roadway projects are designed with a 
Complete Streets approach in mind.  

Understanding the basic concepts and some 
of the terms of design and engineering will 
help you establish trust and build relationships 
with your targeted communities.  You can use 
the skills you gain from this book to guide 
transportation decision makers through the 
process of developing a Complete Streets 
policy and help them understand the 

2 3



8 chApter 1: hoW to use this guide

This workbook is a compilation of resources 
created by Active Transportation Alliance and 
by other organizations and agencies. The 
project is part of the Illinois Department of 
Public Health’s We Choose Health Initiative, 
which is made possible by funding from the 
Centers for Disease Control and Prevention. 

Each chapter takes you through a 
step-by-step approach.  The guide 
includes the following sections:

How to use this guide
The Complete Streets Policy Development and Adoption Workbook 
is a step-by-step project management resource designed to 
help public health professionals build a steering committee and 
guide them through the development and advancement of a 
Complete Streets policy. Active Transportation Alliance developed 
this workbook to support public health professionals with limited 
transportation expertise to coordinate with municipal agencies for 
improvements to the built environment. If you have never developed 
a Complete Streets policy before, rely on this workbook and extra 
resources provided, to get you through the process successfully. 
Those already familiar with Complete Streets, use this tool as your 
own task list as well as a reference for additional information.

KnoWleDge BuilDing: Familiarize yourself with the basic 
transportation concepts so that you can engage agency targets in 
a meaningful discussion.

Forming A Steering Committee: learn the steps necessary to 
understand a community’s roadway project development process 
and understand how to help a community set goals for Complete 
Streets.

PoliCy DeveloPment: understand the elements that make up 
an effective Complete Streets policy and learn how to lead your 
steering committee through the policy development process.

PoliCy ADoPtion: Know and embrace the supportive role you 
play in the adoption process.  

imPlementAtion: learn how to sustain your efforts and ensure 
that future roadway projects are designed to comply with your 
community’s new Complete Streets policy.



 9

Chapters are laid out to help you understand the process for developing a 
successful policy.  The process has been tested in multiple communities and is based 
on national best practices.  Each chapter includes the following sections:

overvieW: A brief introduction to the concepts and steps included in the chapter.

oBjeCtiveS: your project objectives to accomplish as your work through the chapter.

ProjeCt mAnAgement tASK liSt: A step by step list of tasks to achieve.

ProjeCt mAnAgement FAQ: Answers to questions you may have about the process outlined in the chapter.

toolBox: Agendas, presentations, worksheets, and other background information designed to help you achieve the chapter objectives 
are included in this section. 

reSourCeS AnD CitAtionS: Additional resources available online and other citations to give you more information on the chapter 
objectives.

poLiCy advanCement 
proCess   
the step-by-step 
process to advancing 
a Complete 
streets policy. 

POLICY ADVANCEMENT PROCESS

OVERALL PROCESS YOUR ROLE

PHASE 1: 
UNDERSTANDING 

COMPLETE STREETS

- Identify the 10 elements of a Complete Streets Policy
- Know the arguments for and against Complete Streets 
- Understand the basic forms of government

PHASE 2: 
FORM COMPLETE STREETS 

STEERING COMMITTEE 

- Recruit committee members 
- Learn about existing roadway decision making process
- Facilitate discussion
- Educate stakeholders, and answer their questions
- Address concerns, dispel myths about Complete Streets

PHASE 3: 
COMPLETE STREETS 

POLICY DEVELOPMENT 

-Develop a custom Complete Streets policy draft 
- Gather feedback from committee members
- Administer revisions to policy draft
- Ensure committee consensus on final draft

PHASE 4: 
COMPLETE STREETS 

POLICY ADOPTION  

- Support partners with communications and media
- Monitor the adoption process and maintain records

PHASE 5: 
COMPLETE STREETS 

POLICY IMPLEMENTATION 

- Follow up on policy implementation strategy
- Provide partners with resources 
- Stay abreast of new projects
- Be responsive to community requests
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CHAPter 2: 
ComPlete 

StreetS 
KnoWleDge 

BuilDing

Familiarize yourself 
with the basic 
transportation 
concepts so that 
you can engage 
agency targets 
in a meaningful 
discussion.

2



12 chApter 2: complete streets KnoWledge building

The Complete Streets movement aims to encourage engineers to routinely 
accommodate bicycle, pedestrian, and transit travel when designing, 
constructing, and re-constructing roadways.  It challenges designers to 
envision roads with all users in mind the first time around, so that costly retro-
fits are avoided and safe facilities are built for all modes of transportation. 

Good roadway design does not happen automatically.  Communities who 
successfully implement Complete Streets do so by formalizing a system 
of policies and procedures aimed to help engineers and elected officials 
make decisions about design and construction.  These can include:

A PoliCy – an executive order, resolution, or ordinance that formalizes a community’s goals, objectives, and 
process;

A ProjeCt Delivery ProCeSS – an internal document that outlines questions and answers, data, and decisions 
made for each individual roadway project; 

A PlAn – an adopted document that helps decision-makers and engineers understand a community’s network.  
they help communities raise money to build projects and provide a way to systematically design for all users and 
modes;  

DeSign guiDelineS – A set of standard principals for roads that include dimensions and appropriate uses.  
these can either come from nationally accepted design manuals, be developed by local 

Knowledge Building overview
Complete Streets are designed to safely accommodate all users 
of the road, regardless of their age, ability, or mode of travel. By 
providing each mode with a network of streets designed to make 
trips safe and comfortable, complete streets connect people to 
the places they want to go so that kids can safely walk to school, 
freight trucks are able to access warehouses, transit users have 
a comfortable place to wait for service, and cyclists can bike 
safely and efficiently on- or off-street to their destination.

1 2
image 1 

pictures of aasHto 
green Book

image 2 
CsCn, City of Chicago 

design manual
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COMPLETE STREETS 
KNOWLEDGE BUILDING 
OBjECTIVES

oBjeCtive 1: understand the basic terms and 
concepts of Complete Streets

oBjeCtive 2: Be able to identify the 10 elements of a 
Complete Streets Policy

oBjeCtive 3: Know the arguments against Complete 
Streets implementation and be able to provide 
evidence-based points to counteract them.

oBjeCtive 4: Know the forms of government and how 
they may impact your Complete Streets policy effort.

PROjECT MANAGER 
TASK LIST

This table provides you with an overview of 
all of the tasks to be completed in this phase 
and the corresponding documents included 
in this chapter to help you achieve your goal

Tasks Resources

understand the basic principles 
of Complete Streets 

Complete Streets 
overview (page 12)

FAQ (page 13)

Know the arguments for and 
against Complete Streets 

Dispelling the myths about 
Complete Streets and active 
transportation (page 16)

Policy Briefs (page 159)

Fact Sheets (page 165)

Become familiar with 
street design concepts 

talking about speed, design, 
and space for complete streets 
improvements (page 18)

understand the forms of government 
and their impact on roadway design

Small government Foundational 
Structure (page 23)

read interjurisdictional 
Coordination (page 25)

Know essentials that go into 
a Complete Streets policy

elements of an ideal Complete 
Streets Policy (page 26)

get acquainted with common 
terms and acronyms used 
in roadway design

glossary of Common 
Acronyms (page 30)

FREqUENTLY ASKED 
qUESTIONS (FAq)

Below is a concise list of frequently asked 
questions and given answers about 
Complete Streets.  This section is designed 
to give you answers to the issues and 
challenges that may arise as you attempt 
to form a steering committee in Phase 2.

q: WHY POLICY SYSTEMS AND 

ENVIRONMENTAL CHANGE (PSE)?

Policy Systems and Environmental change 
is the new paradigm in public health. PSE 
uses broad strokes of policy to influence 
the determinants of public health. Instead 
of helping individuals improve their habits 
one by one, you’re creating an environment 
in which the healthier choice is the easier, 
more attractive choice. One of these 
approaches is to set policy that addresses 
the barriers to active transportation which 
include, traffic safety, facilities, and barriers. 

q: WHAT ARE COMPLETE STREETS?

Complete Streets are those that can be safely 
accessed, crossed, and traveled alongside 
and upon by all users of the roadway, 
regardless of their age, ability, or travel mode.

Please see our overview publication 
found in the Appendix of this workbook or 
online, at http://atpolicy.org/node/276

q: WHAT IS A COMPLETE STREETS POLICY?

A Complete Streets policy is a commitment 
by a jurisdiction to accommodate 
all road users in all future roadway 
projects whenever possible.

Please see our policy brief found in the 
Appendix of this workbook or online, 
at http://atpolicy.org/node/51
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q: WILL PARTNERS BE SKEPTICAL ABOUT THE 

ADOPTION OF A COMPLETE STREETS POLICY?

Yes, it is possible that you will encounter community 
partners who are skeptical about the adoption of 
a Complete Streets policy, and many questions 
may be directed toward you. Two key points to 
remember when working with skeptical partners:

1.  Their concerns are important and 
understandable. A Complete Streets 
policy will impact people’s everyday jobs. 
Change can be very difficult, especially 
within the constraints of a public agency.

2.  Their concerns can be addressed. If you do 
not find the solutions you need in this guide, 
do not there are many organizations ready 
and available to help you.  Some include:

http://www.smartgrowthamerica.
org/complete-streets

http://www.activetrans.org

http://changelabsolutions.org

http://www.saferoutesinfo.org

q: WHAT MAKES A GOOD COMPLETE STREETS POLICY?

In short, a good Complete Streets policy 
is comprehensive and implementable. The 
National Complete Streets Coalition (NCSC) 
has developed a rating system for policies 
based on ten elements. They are:

1.  Includes a vision for the transportation system

2.  Specifies users of all ages, abilities, and modes

3.  Encourages a connected network 

4.  Specifies all agencies and all 
roads in that network 

5.  Applies to all projects in all phases

6.  Provides for specific exceptions 

7.  References design criteria

8.  Acknowledges context sensitivity

9.  Sets measurable performance standards 

10.  Addresses its own implementation

Please see the NCSC publication, Elements of 
an Ideal Complete Streets Policy found in the 
KNOWLEDGE BUILDING of this workbook or 
online, at http://www.smartgrowthamerica.org/
complete-streets/changing-policy/policy-elements

q: HOW MANY COMPLETE STREETS 

POLICIES ExIST IN THE US TODAY?

As of july 2014 more than 600 US jurisdictions have 
adopted Complete Streets policies. This includes 
states, counties, municipalities, and regional and bi-
state commissions. Policies come in many forms, this 
includes binding legislation, internal administrative 
policies, and transportation plans. For an up-to-date 
list, and atlas of Complete Streets communities, visit:
http://www.smartgrowthamerica.org/complete-
streets/changing-policy/complete-streets-atlas

q: WHY SHOULD A COMMUNITY ADOPT 

A COMPLETE STREETS POLICY? 

Even a community that has the most proactive and 
educated staff should adopt a policy to ensure 
that the health and quality of life of residents will 
still continue to be accommodated in the event of 
staff changes.  Please see our policy brief found 
in the KNOWLEDGE BUILDING section of this 
workbook or online, at http://atpolicy.org/node/51

q: WHAT SHOULD I DO IF I’M WORKING WITH A 

COMMUNITY WHERE THE STAFF HAS LIMITED KNOWLEDGE 

OF COMPLETE STREETS AND PLANNING PRACTICE?

Become an expert and educate others! Use the 
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resources in this workbook to get a handle on 
basic transportation and planning concepts. 
Then get an audience with local officials so 
you can educate them, provide resources, 
connect them with national best practices and 
turn them into experts, too. If not you, who?

q: HOW IS THE COMPLETE STREETS APPROACH 

TO ROADWAY DESIGN DIFFERENT FROM 

THE TRADITIONAL APPROACH?

The traditional approach to roadway 
planning and design is to focus solely on 
moving the greatest number of cars through 

a given corridor as efficiently as possible. 
The Complete Streets approach is focused 
on moving people though that corridor 
and to any adjacent destinations as safely 
and conveniently as possible whether 
they’re in cars, on foot, or on bike. Please 
see the table below for more specifics.

Traditional Roadway Project Approach   Complete Streets Project Approach

Goals move as many motor vehicles as possible through a given 
corridor as safely, quickly, and conveniently as possible.

move as many people though a given corridor, and to 
any adjacent destinations as safely and conveniently 
as possible whether they’re in cars, using public 
transit, on foot, on bike, or using any other mode.

improve vehicle capacity improve human capacity and health

Application Walking, biking, and transit facilities are considered 
an “extra” or secondary aspect of project design. 

there is an assumed need for safety and access for 
people on foot, on bike, and/or using transit in all 
corridors where active travel is not prohibited by law, 
this includes almost all roads except expressways.

Safety 
considerations

reduce the number of motor vehicle crashes. reduce the number and severity of all types of crashes.

Walking or biking along busy roads, and crossing them, is unsafe. 
therefore, including active transportation facilities in roadway 
design encourages unsafe behavior and should not be done.

unsafe roadways should be improved to accommodate all users, 
not only motor vehicle drivers. thirty percent of Americans 
do not, or cannot drive cars.  they need safe access to the 
transportation system to access schools, jobs, and basic services. 
A jurisdiction is responsible for providing safe access for all.

reduce the number of pedestrian and bicycle 
crashes on busy roadways by discouraging active 
transportation use in those corridors.

reduce the number and severity of pedestrian and bicycle crashes 
on busy roadways by choosing a context sensitive design speed, 
providing safer facilities, and emphasizing the presence and 
vulnerability of active transportation users in those corridors.

Context 
Sensitivity

reduce the number and severity of pedestrian and bicycle crashes 
on busy roadways by choosing a context sensitive design speed, 
providing safer facilities, and emphasizing the presence and 
vulnerability of active transportation users in those corridors.

roadways are classified based on current and planned 
surrounding land use as well as traffic conditions.

Design 
considerations

Work from the inside out: Start at the centerline of a 
cross section where cars pass each other and work 
outwards toward the edge of the right-of-way.

Work from the inside out: Start at the centerline of a 
cross section where cars pass each other and work 
outwards toward the edge of the right-of-way.

the only way to accommodate active transportation users on 
a busy corridor is to build completely separated facilities; 
this normally requires the widening of roadway, which 
is very costly and is therefore unlikely to happen. 

A wide variety of design solutions can improve safety and 
access based on surrounding land use context. When cost 
prohibits world-class active transportation facilities from being 
constructed simpler solutions (e.g., painted road diet as part 
of resurfacing, improved signal timing) can go a long way.

narrowing vehicle travel lanes is unsafe because it forces vehicles 
to drive closer to one another, it should rarely be considered.

in some cases, narrowing vehicle travel lanes may be effective in 
calming traffic to comply with posted speed limits. national best 
practices include this as a possible consideration. this practice 
may also provide space for bicycle lanes or to be included in the 
cross section, or for wider sidewalks, on-street parking and/
or a safety buffer between moving traffic and pedestrians.
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DISPELLING MYTHS ABOUT COMPLETE STREETS 
AND ACTIVE TRANSPORTATION

As you begin to think through your strategy for working with a 
community to enact a complete streets policy, you should be aware of 
the arguments that the opposition may pose.  Luckily, there is enough 
evidence to make the case for Complete Streets, regardless of the 
arguments you hear.  Use this myth-busting guide to convince the skeptics 
that Complete Streets is a good approach for their community.

Myth:  A Complete Streets approach always adds huge costs to roadway projects.

Truth:  Complete Streets improvements can be made at low cost, when 
communities plan ahead. There is a wide variety of ways to make 
streets safer for walking and biking. Improvements can be made as 
part of larger projects or with smaller incremental changes over time.

Myth:  A Complete Streets policy will require a community to put bike 
lanes and sidewalks on every single street in their jurisdiction.

Truth:  A good Complete Streets policy is not prescriptive; 
it will allow planners and engineers to choose from a 
variety of design options based on the surrounding 
context of the project and national best practices.

Knowledge Building toolbox
This section is your Toolbox of resources to develop and grow your 
understanding of transportation issues.  Study this section prior to working 
with your steering committee.  The following resources are included:

•	 Dispelling	myths	about	Complete	Streets	and	active	transportation	(page	16)

•	 Talking	about	Speed,	Design,	and	Space	for	Complete	Streets	Improvements	(page	18)

•	 Complete	Streets	Facilities	and	Designs	(page	22)

•	 Small	Government	Foundational	Structure	(page	23)

•	 Interjurisdictional	Coordination	(page	25)

•	 Ten	Elements	of	an	Ideal	Complete	Streets	Policy	(page	26)

•	 Glossary	of	Common	Acronyms	(page	30)
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Truth:  There are many types of Complete Streets. 
Communities may have many quiet, low 
traffic, low speed roadways were people 
are perfectly comfortable walking and 
biking without special facilities –and these 
are Complete Streets, too! The busier the 
roadway, the greater the need for dedicated 
facilities, but the goals are safety and access 
for people, not the facilities themselves.

Truth:  Complete Streets policy is about process, 
not projects. It’s about incorporating 
safety and access for all members of 
a community into the decision making 
process that communities already use 
when roadway projects come up. 

Myth:  Making roadways safer for bicycling always 
requires the widening of a roadway, or taking 
away vehicle lanes to install a bike lane. 

Truth: There are a variety of design strategies 
that can improve the safety environment 
for bicycling. They vary based on 
surrounding land use context and the 
design speed chosen by an engineer 
for a particular project. For more a more 
detailed explanation, see the Talking 
about Safety, Speed, And Design pages 
in the Your Knowledge section of this 
workbook for more information about 
design speed and lane configuration.

Myth:  Complete Streets shouldn’t be a 
priority because “everyone” drives.

Truth: 30% of Americans don’t drive automobiles. 
This includes older adults, youth under 16, 
people with disabilities, and people with 
low incomes. People using alternative 
forms of transportation (by choice or out 
of necessity) get more physical activity and 
improve their chances for longer, healthier 

lives. They’re also saving money, improving 
air quality, and reducing traffic congestion. 
(National Household Travel Survey 2009)

Myth: Installing bikeways on roads exposes 
jurisdictions to liability.

Truth: Many people are wary of installing 
new facilities because it encourages a 
travel mode that they perceive to be 
unsafe (bicycling) and they fear that 
they are liable for any potential injuries 
by creating dedicated facilities. To this 
notion there are two responses: 

1. Adherence to nationally accepted 
guidelines is a protection against liability, 
and bicycle and pedestrian transportation 
facilities are now firmly rooted within 
national best practices and supported by 
agencies such as the Federal Highway 
Administration (FHWA), the American 
Association of State Highway and 
Transportation Officials (AASHTO), the 
National Committee on Unified Traffic 
Control Devices (NCUTCD), the National 
Association of City Transportation 
Officials (NACTO), the Institute of 
Traffic Engineers (ITE), and others.    

2. People travel by bicycle on all 
kinds of roadways, at all times of 
the year for a number of different 
reasons. Their safety would be better 
promoted by improving their travel 
environment than by discouraging 
their use of the public right of way.
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TALKING ABOUT SPEED, DESIGN, AND SPACE FOR 
COMPLETE STREETS IMPROVEMENTS

As you make the rounds talking to elected officials and municipal staff about Complete 
Streets, you will need to think about strategies for appealing for their personal 
interest.  For engineering staff, this means design speed and safety.  This section 
will help you frame your discussion when speaking with technical experts.

Key point 1

The potential for a pedestrian fatality increases exponentially as vehicle 
speed increases; children and older adults are at particularly high risk. 

Key point 2

Under the traditional approach, roadways are often designed to support a speed much 
faster than the posted speed limit. Every roadway is built to its own design speed.

Key point 1  
the chance 

of pedestrian 
fatalities increases 

exponentially 
with increase in 

vehicle speed.
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Key point 3

The common practice has been to use a design speed to accommodate speeds used 
only by the 85th percentile (meaning 85% of vehicles are traveling at or below this speed), 
which is much higher than the actual intended, or expected speed in that location. 

Key point 4

Roads are designed to the 85th percentile are often overbuilt with wide lanes that encourage 
faster, more dangerous speeds. Unnecessarily wide lanes often prevent the incorporation of 
Complete Streets improvements like sidewalks, bikeways, transit stops into the cross section. 

qUESTION: Why are agencies designing roads that create dangerous environments for active travel?

ANSWER: This is NOT their intention! These conditions are a byproduct of traditional practices, not the 
goal. Traffic engineers have difficult and important jobs, they are problem solvers.  Until recent years the 
primary “problem” they’ve been given by agencies is that of maximizing motor vehicle throughput. As 
communities demand healthier environments, the “problem” begins to include all modes. The work that 
you’re doing right now is supporting them through these changes, and bringing focus to public health.

 
+ = Expected Vehicle Speed  5 to 10 mph Posted speed limit 

DESIGN SPEED FOR 
THE 85TH PERCENTILE 

= Yet another 
5 to 10 mph Expected Vehicle Speed  + 

How designers calculate expected vehicle speed

How designers calculate expected vehicle speed
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 BIGGER 
INTERSECTIONS 

ROADWAYS DESIGNED FOR 
FASTER SPEEDS 

 
Less room for 

sidewalks, 
bikeways, and 

bus stops 
 

 FEAR  
 

WIDER LANES 
WIDER ROADS 

High speed 
crashes are  

more severe 
 

FEWER PEOPLE  
CHOOSE ACTIVE  

TRANSPORTATION 

 

PEOPLE WHO CANNOT DRIVE, OR CANNOT 
AFFORD TO DRIVE FACE LESS SAFE 

CONDITIONS AND MORE HARDSHIP 
 

 
Faster, more 

stressful traffic 
conditions 

 

 
Limited 

access for 
active modes 

 

DESIGN SPEED FOR 
THE 85TH PERCENTILE 

+ = 
POORER PUBLIC 

HEALTH AND 
QUALITY OF LIFE 

 

 

Key point 5.1

Oftentimes an engineer or designer will say that there “isn’t enough room” on a 
roadway for bikeways. This may be simply because the cross section was designed 
with extra-wide lanes to accommodate an inappropriate design speed.

Key point 5.2 
a controversial, but 
powerful billboard 

message from new 
york City’s department 

of transportation.

Key point 5.2
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Key point 6

Instead of designing roadways to accommodate the 85th percentile, a target speed 
should be established based on the context of the roadway.  Things to consider in this 
process include current and planned surrounding land use, how people are currently 
traveling to the area, and any community goals for crash reduction and modeshare.

SPEEDING  
DISCOURAGED, 

TRAFFIC  
CALMED  SMALLER 

INTERSECTIONS 

ROADWAYS DESIGNED FOR 
SURROUNDING LAND USE 

 
More room 

for sidewalks, 
bikeways, and 

bus stops 
 

 More 
Comfort 

 

NARROWER 
LANES 

Fewer fatal 
and injurious 

crashes 
 

MORE PEOPLE  
CHOOSE ACTIVE  

TRANSPORTATION 

 

PEOPLE WHO CANNOT DRIVE, OR CANNOT 
AFFORD TO DRIVE HAVE REASONABLE 
ACCESS TO DAILY TRANSPORTATION 

 

 
Safer, more 
manageable  

traffic 
environment 

 

 
Safer access 

for active 
modes 

 

SELECT A TARGET SPEED 
BASED ON ROADWAY 

CONTEXT  

+ = 
HEALTHIER, MORE 

VIBRANTLY DEVELOPED 
COMMUNITY 
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01

0302

0504

COMPLETE STREETS 
FACILITIES AND DESIGN

No two Complete Streets look alike.  There 

are many types of facilities that can be 

used to provide safe accommodations for 

roadway users.  Here some examples: 

01 raised 
CrossWaLK a raised 

crosswalk placed at 
a school crossing 

encourages drivers 
to slow down.

02 parKing Lane 
a low-use parking 

lane on a residential 
street can also 

provide cyclists with a 
space separate from 

moving vehicles.

03 BiKe/Bus Lane 
this street provides 
adequate space for 

two lanes of vehicle 
traffic and a shared 

bike/bus lane.  in the 
distance, a mid-block 

crosswalk shortens 
the crossing distance 

for pedestrians and 
includes curb ramps 

to allow people in 
wheelchairs and 

moms with strollers 
to cross the street.

04 speed Hump  
a speed hump on 

a residential street 
encourages moving 

vehicles to slow down.

05 Bus 
Bus shelters give 

riders a safe place to 
wait and shields them 

from the elements.
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All Complete Streets are designed to complement 

their surrounding land uses and the type of roadway 

that they are on.  For example, a traditional business 

district located on a 30 mph state highway versus 

a big box retail development on 50 mph state 

highway.  Both will have similar users, but will vary 

on the types of facilities that need to be provided.

SMALL GOVERNMENT 
FOUNDATIONAL 
STRUCTURE

By now, you should have a grasp of the concepts that 

surround complete streets and be able to effectively 

address the concerns of various stakeholders 

that will be involved in the policy development 

process.  Now it’s time to start thinking about your 

target agency’s structure and the role it will pay in 

your policy advancement process.  This section also 

provides a brief overview of the Illinois Department 

of Transportation’s (IDOT) Complete Streets policy, 

which will play a role in the way that roads are 

designed in any of our state’s communities.

This information was derived from information on the 

National League of Cities website. www.nlc.org

FoundAtionAl structure

muniCipaL CHarters

A municipal charter is the most important document 

of a small government, being the basic document 

that defines the powers, functions, and actions of that 

government. Charters are granted either indirectly under 

a general municipal corporation law, or directly by state 

0504 04 typiCaL Big Box  
 
05 typiCaL 
doWntoWn

legislature. Each state has their own municipal league that 

can provide information on the charters of that state.

CiviC Leaders

Elected Officials

There are many terms used to describe the 

municipal office’s primary leader, typically this 

term is “mayor.” This person is either appointed 

by a council or elected directly by constituents. 

This depends on the form of local government.

mayoraL poWers

Mayors are given powers dependent on the 

municipality’s form of government. These responsibilities 

may include: serving on the city council; voting in 

council meetings; assigning council members to 

chair or serve on committees; appointing citizens 

to serve on advisory boards or commissions; 

preparing the annual budget; receiving the annual 

budget developed by chief administrative official 

or city manager; and making an annual report to 

the council. (“National League of Cities,” 2013)

WeaK or strong mayors

In the United States mayors are typically characterized 

as “strong” or “weak.” This is not an opinion of their 

usefulness, but a description of how much authority 

and the types of powers they have under the municipal 

charter. There is not a definitive list of characteristics for 

strong and weak mayors. Typically a strong mayor is 

directly elected by constituents to office and is in the 

mayor-council form of government. Strong mayors 

are usually the chief executive power and have direct 

power over department heads, administrative structure, 
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and daily operations of the municipal government. 

Typically a weak mayor is elected by the city council that 

holds the executive and legislative power, and is part 

of a council-manager form of government. Sometimes 

there are commissions that aid in administrative 

procedures external from the municipal government.

City CounCiLs

City councils are the elected leaders of a municipality 

who typically decide what services will be provided 

and how to pay for them. There are many names 

for city council members including commissioner, 

councilmember, alderman, selectman, freeholder, and 

council member. (“National League of Cities,” 2013)

CounCiL FunCtions

The city council typically executes the following tasks: 

review and approve the annual budget; oversee the 

local public employees; establish tax rates; enter into 

legal contracts; borrow funds; pass ordinances and 

resolutions; modify the municipality’s charter; regulate 

land use and zoning laws; regulate business activity 

through licensing and regulations; control public health 

and safety; exercise the power of eminent domain; 

communicate policies and programs to constituents; 

respond to public needs and complaints; and generally 

represent constituents. (“National League of Cities,” 2013)

Committees

Typically issue- specific committees are formed under 

a city council in order to have smaller groups address 

issues and problems by topic. This alleviates the 

need for every council member to address smaller 

municipal issues. This also gives council members and 

constituents the opportunity to take part in an issue they 

have an interest in, and to develop their expertise.

In recent years it has become more common 

to use committees to address issues and give 

thorough, well-researched recommendations 

on next steps, although the practice is more 

common in mayor-council governments.

Compensation

Usually council members are part time and receive 

little to no compensation. The number of weekly hours 

served varies greatly dependent on the population 

and type of government, but is usually around 20 hours 

for smaller governments. For more community-specific 

information, visit your state’s municipal league website. 

 

types oF smAll governments 

CounCiL- manager

The city council reviews and approves the budget, 

oversees general operations, and makes municipal 

policy. In order to manage general operations, 

the city council appoints a city manager. The 

mayor is sometimes chosen from the city council, 

but not usually elected by the constituents.

mayor- CounCiL

The mayor is elected by constituents and is often full 

time and paid. Depending on the strength, strong 

or weak, of the mayor, they may have more or less 

executive and legislative powers but typically they 

oversee administration and daily operations to a 

certain extent. Sometimes a city manager is hired 

to oversee daily operations. The city council is also 

elected and serves as the legislative power.

toWn meeting

Constituents of the municipality vote on issues, 

decide policy, and elect officials to execute. This 

form of government is practiced in a very small 

number of municipalities in the United States.

representative toWn meeting

Constituents elect citizens to represent them at town 

meetings where municipal issues and policies are 

voted on. All town meetings must be advertised 

to all constituents to ensure every constituent 

is aware of when the meetings take place. This 

form of government is practiced in a very small 

number of municipalities in the United States.

Commission

While the commission form of government is the oldest 

in the United States, it is practiced in a very small number 
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of municipalities. Constituents elect commissioners to 

govern individual operations within the municipality 

such as health, policy, public works, and finance. 

Typically one of the commissioners is designated as 

the leader who facilitates the commissioner meetings.

INTERjURISDICTIONAL 
COORDINATION

Roadways are owned and maintained by different 

jurisdictions and agencies. When people walk and 

bike through their communities they may use streets 

belonging to the local municipality, the state, the county, 

the township and even private developments. All 

these agencies may differ greatly in their transportation 

goals and design practices, and often community 

members will have an otherwise safe pedestrian 

route blocked by one major thoroughfare that lacks  

sidewalks or crossings. For this reason, Complete 

Streets communities must be proactive in 

communicating their needs and standards to other 

jurisdictions when any new projects come up.  

idot And complete streets

The Illinois Department of Transportation (IDOT) 

adopted its Complete Streets statute in 2007, when 

the Complete Streets movement was just beginning 

to take shape. Since this time, best practices in policy 

development have grown dramatically. Even so, 

IDOT continues to progress in implementation of 

Complete Streets, taking many positive steps toward 

the inclusion of bicycle and pedestrian facilities in its 

projects. Some key points in the policy include:  

the required local match for bicycle and pedestrian facilities 
has decreased from 50 percent to 20 percent for bicycle and 
pedestrian facilities. iDot now covers 80 percent of costs.

Previously, the agency’s only considerations for bicycles would 
have been be a one-foot-wide paved shoulder regardless 
of roadway context. updates to the Bicycle and Pedestrian 
Accommodations Chapter in iDot’s manual of the Bureau of 
Design and environment (BDe) now include a facilities selection 
table. this is a major step toward a less prescriptive design 
approach, and greater context sensitivity.

illinois’ long-range transportation plan will include a statewide 
bicycle transportation plan, expected to be completed in 2013.  

iDot’s Complete Streets policy states that it will allow bike and 

pedestrian ways to be included in resurfacing projects when 
there is evident community support for those improvements.

Several municipalities report increased flexibility when it comes 
to coordinating with iDot on local project designs. 

idot’s complete streets policy

In 2008, IDOT adopted a statewide Complete 

Streets policy, formalizing its commitment to 

include pedestrian and bicycle facilities in certain 

projects.  The policy is included below.

Illinois Compiled Statutes (605 ILCS 5/4-220)

Section 4-220. Bicycle and pedestrian ways

(a) Bicycle and pedestrian ways shall be given full 

consideration in the planning and development of 

transportation facilities, including the incorporation 

of such ways into State plans and programs.

(b) In or within one mile of an urban area, bicycle and 

pedestrian ways shall be established in conjunction 

with the construction, reconstruction, or other 

change of any State transportation facility except:

(1) in pavement resurfacing projects that 

do not widen the existing traveled way or 

do not provide stabilized shoulders; or

(2) where approved by the Secretary of 

Transportation based upon documented safety 

issues, excessive cost or absence of need.

(c) Bicycle and pedestrian ways may be included 

in pavement resurfacing projects when local 

support is evident or bicycling and walking 

accommodations can be added within the 

overall scope of the original roadwork.

(d) The Department shall establish design and 

construction standards for bicycle and pedestrian 

ways. Beginning july 1, 2007, this Section shall apply to 

planning and training purposes only. Beginning july 1, 

2008, this Section shall apply to construction projects. 

(Source: P.A. 95-665, eff. 10-10-07.)

NATIONAL COMPLETE STREETS 

COALITION RANKING: 32.4/100

Refer to Chapter 2 for an explanation of the 

National Complete Streets Coalition Ranking.
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TEN ELEMENTS OF AN IDEAL 
COMPLETE STREETS POLICY

The National Complete Streets coalition developed 

a list of ideal sections and phrases that should 

be incorporated into a policy to make it strong 

and implementable.  This list will reappear in the 

policy development chapter, but for now, it’s 

important to know the elements and understand 

why they should be included in an ideal policy.



 27



28 chApter 2: complete streets KnoWledge building



 29



30 chApter 2: complete streets KnoWledge building

GLOSSARY OF ACRONYMS
Below is a list of common acronyms that you may encounter while working on your Complete Streets policy effort.  

ACRONYM TERM URL

AAshto American Association of state highway 
and transportation officials

http://www.transportation.org/pages/default.aspx

AdA Americans With disabilities Act http://www.ada.gov/ 

AdAAg AdA Accessibility guidelines http://www.access-board.gov/guidelines-and-standards/
buildings-and-sites/about-the-ada-standards/back-
ground/adaag 

Adt Average daily traffic

ApA American planning Association https://www.planning.org/ 

Apbp Association of pedestrian and 
bicycling professionals

http://www.apbp.org/ 

bde bureau of design and environment - idot http://www.dot.state.il.us/desenv/bdemanual.html 

blr bureau of local roads - idot http://www.dot.il.gov/blr/manuals/blrmanual.html 

ce categorical exclusion 

cip capital improvement program

cmAQ congestion mitigation Air Quality http://www.fhwa.dot.gov/environment/air_quality/cmaq/ 

cog council of government

com council of mayors

css context sensitive solutions

dWs detectable Warning surfaces

eA environmental Assessments

eis environmental impact statements

FhWA Federal highway Administration https://www.fhwa.dot.gov/ 

hAWK high-intensity Activated crosswalk

hcm highway capacity manual http://hcm.trb.org/

hov high occupancy vehicle

idot illinois department of transportation http://www.dot.state.il.us/ 

idph illinois department of public health http://www.idph.state.il.us/ 

isteA intermodal surface transportation 
efficiency Act 

http://ntl.bts.gov/docs/istea.html 

itep illinois transportation 
enhancements program

http://www.dot.state.il.us/opp/itep.html 

ite institute of transportation engineers http://www.ite.org/ 

los level of service - for vehicles

lpi leading pedestrian interval

mAp-21 moving Ahead for progress in the 21st 
century (Federal transporation Funding)

https://www.fhwa.dot.gov/map21/ 

mot maintenance of traffic

mpo metropolitan planning organization

mutcd manual on uniform traffic control devices http://mutcd.fhwa.dot.gov/ 

nActo national Association of city 
transportation officials 

http://nacto.org/ 

ncsc national complete streets coalition http://www.smartgrowthamerica.org/complete-streets 
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American Association of State Highway and 
Transportation Officials (AASHTO)
http://www.transportation.org/Pages/Organization.aspx

Federal Highway Administration, “A Resident’s Guide 
for Creating Safe and Walkable Communities”
http://safety.fhwa.dot.gov/ped_bike/
ped_cmnity/ped_walkguide

Complete Streets Complete Networks:  
A Manual for the Design of Active Transportation
http://atpolicy.org/Design 

Institute of Traffic Engineers (ITE)
http://www.ite.org/aboutite/index.asp

National Association of City 
Transportation Officials (NACTO)
http://nacto.org

National Committee on Unified Traffic 
Control Devices (NCUTCD)
http://www.ncutcd.org/purpose.shtml
 
For additional information on Complete Streets policy, visit:

National Complete Streets Coalition
http://completestreets.org

To learn more transportation terms, go to:
CDC Transportation Glossary
http://www.cdc.gov/transportation/glossary.htm

U.S. Department of Transportation Planning Glossary
http://www.fhwa.dot.gov/planning/glossary

nepA national environmental policy Act http://www.epa.gov/compliance/nepa/ 

nhtsA national highway transportation 
safety Administration

http://www.nhtsa.gov/ 

ptA parent teacher Association

pto parent teacher organization

proWAg proposed right of Way 
Accessibility guidelines

http://www.access-board.gov/guidelines-and-standards/
streets-sidewalks/public-rights-of-way/proposed-rights-
of-way-guidelines 

rrFb rectangular rapid Flashing beacon

rFp request for Quotation

rFQ request for proposals

roW right of way

rpc regional planning commission

sAFeteA-lu safe, Accountable, Flexible, 
efficient transportation equity 
Act: A legacy for users

https://www.fhwa.dot.gov/safetealu/ 

sov single occupancy vehicle

srts safe routes to school http://www.saferoutesinfo.org/ 

ssA special service Area

tAp transportation Alternatives program http://www.fhwa.dot.gov/map21/guidance/guidetap.cfm 

tdm transportation demand management

tiger transportation investment 
generating economic recovery

http://www.dot.gov/tiger 

tiF tax increment Financing

tip transportation improvement program

Wtp Workplace travel planning

ACRONYM TERM URL

ADDITIONAL RESOURCES AND CITATIONS 
For more information on Complete Streets design, visit the following sites:
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CHAPter 3: 
ComPlete 

StreetS 
Steering 

Committee 
FormAtion AnD 

eDuCAtion 
learn the steps 
necessary to 
understand a 
community’s 
roadway project 
development 
process and 
understand how to 
help a community 
set goals for 
Complete Streets.3
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Steering committee members should include elected 

officials, department heads, and representatives 

of various agencies and organizations impacted 

by roadway design in the community.  These 

people are experts on the issues, whether they 

be policy adoption or engineer decision-making.  

Steering committee members may include:

mayor’s office representative 

village manager 

City Council or village Board members 

Public Works Staff

relevant Consultant engineers

Planning and/or Zoning Commission

Community and economic Development 

Parks, recreation, and Community Services Public Health Staff

Police and Fire officials

local transit Agencies

Finance/Budget

Housing Agencies

Chambers of Commerce

other organizations

Remember to use the Knowledge Building 

chapter as you contact and build relationships with 

decision-makers and help to form and educate a 

steering committee. Each chance you get to talk 

with these partners is a chance to lend perspective 

that people might never hear otherwise. 

For some public health professionals, forming a 

transportation-focused steering committee is new 

territory and can be a little intimidating the first time 

around. Think of it like walking into a dark room: If you 

stand still for just a few moments your night vision 

engages and things become clearer and clearer until 

you can navigate through it, or simply find the light 

switch. Remember that every step you take no matter 

how big or small will result in greater understanding 

for everyone involved, influencing the goals of built 

environment projects, and benefiting the health and 

quality of life for everyone in your partner community

Use this chapter to guide you through forming the 

steering committee.  The Toolbox includes worksheets 

to help you analyze the community you plan to target 

and run your first steering committee meeting.

OBjECTIVES

OBjECTIVE 1: Form a committee of local officials 

and stakeholders who are responsible for roadway 

projects in the target community, educate them on 

the benefits and importance of Complete Streets.

OBjECTIVE 2: Learn about this jurisdiction’s 

roadway project development process 

and community goals so that they can be 

addressed in the Complete Streets policy. 

overview
Now that you are armed with the basic knowledge to advocate 
for the adoption of a Complete Streets policy, it’s time to focus 
on forming a steering committee.  A steering committee is a 
group of local experts responsible for developing the policy 
and seeing it through adoption.  They will help mold and shape 
the policy so that it reflects the unique needs of the community.  
Its success hinges on their participation and buy-in. 
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PROjECT MANAGER TASK LIST

This table provides you with an overview of all of the tasks to be completed in this phase and the corresponding 

documents included in this chapter to help you achieve your goal.

proJect mAnAger steering committee FormAtion And educAtion tAsK list

p tAsKs venue resources

q select a community to target and start 
filling out the partner community profile 
worksheet. conduct online research, reach 
out to any contacts who live there and ask 
them about the environment for active 
transportation, visit the community, and build 
community-specific background knowledge.

on your own •   partner community profile  (page 37)

q identify and reach out to primary contact 
for the jurisdiction. explain complete 
streets goals, garner support.

TIP: An ideal primary contact is a municipal 
official or Public Works department leader who 
can maximize contacts to get internal support.

on your own

q Work with primary contact to identify 
appropriate steering committee members 
and schedule a half-day workshop, 
or series of committee meetings to 
cover the activities listed below.

via primary 
contact

•   sample agenda in this section (page 38)

•   sample agenda in policy 
development section (page 108)

q select complete streets fact sheets 
that are relevant to needs and interests 
of partner community, ask contact to 
include them, and complete streets 
overview with meeting invitations

on your own •   complete streets overview (page 165)

•   selected complete streets 
Fact sheets (page 159)

q present “complete streets policy and practice” 
powerpoint  to committee members

committee 
meeting

•   complete streets policy and practice 
ppt presentation (online at http://
activetransportationpolicy.org/node/328)

q conduct a walking audit with committee 
members to highlight built environment 
features of the local community

committee 
meeting

•   how to plan and conduct a 
Walking Audit (page 40)

q Facilitate project development 
process diagramming activity

committee 
meeting

•   project development process diagramming 
activity in this section (page 44)

q introduce the 10 elements of a 
successful complete streets policy

committee 
meeting

•   ncsc summary of 10 elements (page 52)

•   10 elements ppt presentation (online 
at http://activetransportationpolicy.
org/node/320)

•   10 elements Worksheet (page 52)

•   cs policy sample packet (page 60)
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PROjECT MANAGEMENT 
FAq

Below are some questions and answers to 

help you understand the role of the steering 

committee in this process.  Use the answers to 

guide you through the process and understand 

some of the challenges you may encounter.

WHY FORM A COMPLETE STREETS 

STEERING COMMITTEE?

The Complete Streets policy may potentially 

impact the day-to-day jobs of many people. 

Steering committee discussions provide a chance 

for them to weigh in and to understand changing 

goals and expectations. If you were in their shoes, 

wouldn’t you want the same opportunity?

WHAT IS MY ROLE ON THE STEERING COMMITTEE?

Your role is to facilitate discussions and ensure that 

the committee achieves the following objectives:

Committee members understand Complete Streets, Complete 
Streets policy, and what it means for their community.

the Committee develops and comes to consensus on a 
comprehensive Complete Streets policy based on national best 
practices that can be presented for formal adoption. 

WHAT SHOULD I DO TO PREPARE MYSELF 

FOR WORKING WITH A COMPLETE 

STREETS STEERING COMMITTEE? 

use the Project manger task list in this section to help you plan 
and understand steps for this phase.

review the Complete Streets “Crash Course” section in this 
workbook, remember why you’re doing this.

review the process checklists from the Policy Development and 
Adoption sections, so you can explain it to partners in general 
terms

SHOULD MEMBERS OF THE GENERAL PUBLIC BE 

INCLUDED ON THE STEERING COMMITTEE?

Officials must comply with the Illinois Open Meetings 

Act, but it is not imperative to muster a large public 

turnout during this phase. Members of the general 

public should be permitted to attend meetings, but 

we recommend waiting until the Committee has 

agreed upon a draft policy before actively seeking 

public input.  Agency officials may find it difficult to 

talk about the challenges of their jobs in a large public 

forum, resulting in a less successful discussion. 

complete streets community proFile

Begin your process by getting to know your target 

community and identifying key stakeholders to participate 

in the process.  Identify one stakeholder who is interested in 

Complete Streets to serve as your primary contact and can 

help you convince others to get involved.  Be sure to ask this 

person about the issues and challenges related to building 

and maintaining Complete Streets in the target community.

Use the worksheet included in this chapter to keep 

organized and stay track throughout the Complete 

Streets policy development process.   As the process 

continues, use the General Policy Development 

and Adoption Timeline to track your progress.  An 

electronic version of this worksheet is available at 

http://activetransportationpolicy.org/node/324.

Steering Committee 
Formation & 
education toolbox
Use the worksheets and resources 
included in the Toolbox to help 
you successfully facilitate your first 
steering committee meeting.  The 
following resources are included:

Complete Streets Partner Community Profile (page 37)

Complete Streets Steering Committee Workshop Agenda 
(page 38)

How to plan and conduct a walk audit (page 40)

Diagramming Activity: roadway Project Development 
Process (page 44) 
 
o    Facilitator guide 

o    Discussion questions and activity 

o    Project Delivery Process Light 

o    10 elements of a Complete Streets Policy 

Presentation 

o    10 elements of a Complete Streets Policy 

Worksheet
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complete streets pArtner community proFile

Jurisdiction name:

q city   q village   q township   q county govt.  q mpo/rpc 

q other ____________________

in the county of:

general context: q urban  

q suburban  q rural

local population: demographics: connect with public Works staff to find out who designs local roadway projects? 

q in-house staff  q consultants

notable health disparities and other issues: visit the community and view online at google maps/streetview 
https://maps.google.com  What do you notice about roadways near schools, 
parks, retail centers? lots of busy streets? sidewalks? safe crossings? 

 

possible locations for steering committee walking audit:

does the partner community have a bicycle 
and/or pedestrian transportation plan? 

q yes    q no     q currently in development

stAKeholder proFiles

name Agency or
organization

complete streets 
knowledge/
interest/attitude? 

potential 
steering 
committee 
member?

contact info

generAl policy development And Adoption timeline

task target date notes, updates date completed

q First contact with partners

q steering committee Formed

q 1st draft of policy created

q Final policy draft approved

q policy Adopted
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COMPLETE STREETS 
STEERING COMMITTEE 
WORKSHOP AGENDA

Now that you have a solid understanding of your 

target community and a list of stakeholders, it’s time 

to hold your first Steering Committee meeting.  The 

activities included in this meeting are geared to 

help you educate steering committee members of 

the benefits of Complete Streets and of having a 

Complete Streets policy, and to help you understand 

the challenges to their current design process.  

Use the agenda (below) to organize your 

meeting.  A link to each presentation listed 

in the agenda is included in the Additional 

Resources section at the end of this chapter.
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[Community Name]  
Complete Streets Steering Committee Workshop 
 
Date: [MEETING DATE, TIME, LOCATION] 
 
Attendees: [ATTENDEE NAMES and/or AGENCIES REPRESENTED] 
 
 
 
AGENDA:  

 
I. Introductions 

 
 

II. Complete Streets policy initiative 
a. Health, safety, and economic 

benefits  
b. Best practices for policy 

development 
c. Steering Committee role 

 
III. Presentation “Introduction to Complete 

Streets” 
 

IV. Outdoor walking audit  
 

V. Group Activity: Roadway Project 
Development Process Diagramming 

 
VI. Ten elements of an ideal Complete Streets 

Policy 
 

VII. Assign action items 
 

 
Next meeting: [DATE, TIME, LOCATION] 
 
 
 
 
 
 
 
 
 
 

 
NOTES: 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 
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hoW to plAn And conduct 
A WAlK Audit 

Use the guide (below) as a checklist for 

preparing a walk audit in your target community.  

Visit http://activetransportationpolicy.org/

node/326 to download an electronic copy.
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diAgrAmming Activity: roAdWAy 
proJect development process

Use the diagramming activity (below) to understand 

how steering committee members currently approach 

roadway design and communication around projects.  

Ask questions and understand the ins and outs to 

their process.  This activity will help you develop a 

policy that fits the community’s unique needs.  Visit 

http://activetransportationpolicy.org/node/327 

to download an electronic copy of the activity.
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ten elements oF An ideAl 
complete streets policy Activity

After delivering the 10 Elements of an Ideal Complete 

Streets Policy presentation, ask the committee members 

to fill out the worksheet (below).  The information 

recorded will be used to help develop draft language 

for your community’s Complete Streets policy.
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AdditionAl resources

The agenda includes several presentations to be used 

during the first steering committee meeting.  To access 

to download presentations, use the following URLs: 

Introduction to Complete Streets Presentation:

http://activetransportationpolicy.org/node/328

10 Elements of an Ideal Complete 

Streets Policy Presentation:

http://activetransportationpolicy.org/node/320

Busting the Myths Presentation:

http://activetransportationpolicy.org/node/329
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CHAPter 4:  
PoliCy 

DeveloPment

understand the 
elements that make 
up an effective 
Complete Streets 
policy and learn 
how to lead your 
steering committee 
through the policy 
development 
process.4
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It’s important to remember and value your own 

professional development during this part of the 

project. As policy systems and environmental change 

are an increasingly popular strategy, the skills you 

develop now will support your own excellence 

in the public health field for years to come.

The best road map you can use is the ten elements 

framework that is featured in the previous section.  

Spend as much time as you need with the various 

samples included in this packet. And don’t forget that 

you’re in very good company. Many of your peers have 

tackled this issue and may be available to lend support.

OBjECTIVES

OBjECTIVE 1: Apply the information you gathered in 

Chapter 2 to develop a comprehensive Complete 

Streets policy draft that reflects community goals, 

agency needs, and national best practices.

OBjECTIVE 2:  Work with steering committee to 

obtain consensus on final policy language.

overview
The policy development phase is where we roll up our sleeves 
and dive into the nitty gritty of policy language. Once committee 
members are given a written draft for comment, the discussion 
tends to become livelier making this can be a very exciting 
phase. It can also be a challenging phase for people who have 
never worked with policy language before, but this workbook 
contains the tools you need to get through it successfully. 
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PROjECT MANAGER TASK LIST

This table provides you with an overview of all of the tasks to be completed in this phase and the corresponding 

documents included in this chapter to help you achieve your objectives.

proJect mAnAger policy development tAsK list

p tAsKs venue resources

q review notes from steering committee 
meetings and discussions. review 
comments on committee members’ 
ten elements Worksheets

on your own •   committee meeting notes

•   completed ten elements 
worksheets (page 52)

q review policy sample packet and select a 
sample that fits best with goals, existing 
project development process,  and 
concerns expressed by committee

on your own •   policy samplepacket (page 60)

q create a custom draft by copying, 
pasting, and editing selected passages 
from policy sample packet

on your own •   policy sample packet (page 60)

•   other policies researched online

q share the custom draft with steering 
committee, set a deadline for written feedback

TIP: Always encourage members to submit direct 
written changes to the draft. This boosts their 
sense of ownership in the policy, and minimizes 
confusion about changes they want to see.

email 

q gather feedback, save and archive the 
comments that people send you in case 
you need to reference them later.

email 

q ize the suggested changes into a new 
working draft, highlight changes with 
“track changes” or comments in a Word 
doc. e-mail the working draft with 
committee members for approval/review.

tip: send out the draft at least 3 days 
before the next committee meeting, 
so people have time to review.

 [repeat the review and feedback 
steps as needed.]

email 

q convene committee meeting to 
discuss and approve the working 
draft, making it a FinAl drAFt.

TIP: Bring a laptop and be prepared to make 
changes directly to the draft during the meeting. 

committee 
meeting

•   sample meeting agenda (page 108)

q pat yourself on the back for 
accomplishing a mAJor milestone!
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PROjECT MANAGEMENT 
FAq

Below are some questions and answers to help you 

understand how to advance the policy drafting process.  

Use the answers to guide you through the process and 

understand some of the questions you may have.

q: WHO ON THE STEERING COMMITTEE WILL 

CREATE THE FIRST DRAFT THE POLICY?

This typically happens in one of two ways:

1. You, the project manager, create a custom draft by 

copying, pasting, editing selected sections from 

the policy sample packet (included in the Policy 

Development section of this workbook). This is a 

good strategy for staying involved in the process 

to ensure that best practices can be applied, 

and to keep with your work plan and timeline.

2. A steering committee member drafts a 

complete streets policy. This will result in less 

work for you, the project manager. However, 

it’s very important for you to stay involved in 

the process, offer your assistance to facilitate 

discussion and to coordinate comments from 

the committee, and any proposed changes.

q: SHOULD THE POLICY BE A RESOLUTION, 

AN ORDINANCE, AN INTERNAL ORDER, 

OR SOMETHING ELSE?

A policy’s approach should be the one that best 

enables its implementation. If a municipal planning and 

engineering staff is educated and enthusiastic about 

developing new practices and seeking out innovative 

solutions, then a non-binding resolution or an internal 

memo may be successful. However, if a Complete Streets 

effort is spearheaded by people who do not plan and 

design roadways (e.g., executive administration, public 

health and economic development agencies) and/or the 

implementers are not as interested in Complete Streets, a 

legal mandate may be more appropriate. The best way 

to determine staff interest is to involve them in the policy 

development process, learn about the challenges they 

face, and empower them to find innovative solutions. 

NCSC provides a very good summary of different 

policy approaches in the Complete Streets Policy 

Development Workbook, included on your WCH 

flash drive in the POLICY DEVELOPMENT directory.

Prior to diving into policy writing, remember to review 

your notes and worksheets from the Steering Committee 

kick-off meeting.   

complete streets policy sAmple 
pAcKet

A Complete Streets policy is a commitment by a 

jurisdiction to accommodate all users of the roadway 

regardless of their age, ability, or travel mode, in all 

future roadway projects with a few exceptions. As the 

Complete Streets movement has grown, the National 

Complete Streets Coalition (NCSC) has developed 

a ranking system for these policies based on ten 

key elements. The following pages contain a brief 

explanation of those elements, samples of current 

Complete Streets policies from Municipal and County 

governments in Illinois, and NCSC’s rankings of those 

policies. The NCSC’s scoring policy ranges from 0-100.  A 

community receiving a high score has a strong policy.

Policy Development & 
Adoption toolbox
Use the worksheets and resources 
included in the Toolbox to 
develop a draft Complete Streets 
policy. The following resources 
are included in this chapter:

Policy Sample Packet 
o    Facilitator guide 

o    NCSC’s Ten Elements of an Ideal Complete Streets Policy 

o    Policy for the City of Berwyn – NCSC Rating: 73.2 

o    Policy for the City of Blue Island – NCSC Rating: 71.6 

o    Policy for the City of Des Plaines – NCSC Rating: 74.4 

o    Policy for the Village of Forest Park: NCSC Rating: 57.2 

o    Policy for the Village of Lemont – NCSC Rating 63.2 

o    Policy for the Village of Riverdale - NCSC Rating 53.2 

o    Policy for Cook County, Illinois – NCSC Rating: 77.6

Sample meeting Agenda
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policy Adoption AgendA

Once the steering committee reaches a consensus on the 

policy language, hold a meeting to discuss final revisions 

and strategize the approach for policy adoption.  
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[Community Name]  
Complete Streets Steering Committee DRAFT Policy Review 
 
Date: [MEETING DATE, TIME, LOCATION] 
 
Attendees: [ATTENDEE NAMES and/or AGENCIES REPRESENTED] 
 
 
 
AGENDA: 

 
I. Review latest working draft of  Complete 

Streets policy  
a. Highlights and any changes from 

previous review 
 

b. Comments/concerns 
 

c. Discussion and consensus on any 
further changes 

 
d. Administer any changes as needed 
 
 

II. Policy adoption process 
a. Who will introduce the policy? 

 
b. What committee review will take 

place, and who will present? 
 

c. Overall timeline for adoption 
 
 

III. Communications strategy 
a. Preparation of talking points 

 
b. Media outreach 

 
 

IV. Assign action items 
 

 
 
 
 
 
 
 

 
 
NOTES: 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 
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AdditionAl resources

For an electronic copy of the agenda, visit:

 http://activetransportationpolicy.org/node/332

For m.0ore in-depth explanation of the ranking 

system, please visit: http://www.smartgrowthamerica.

org/documents/cs/cs-policyanalysis.pdf
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CHAPter 5:  
PoliCy 

ADoPtion

Know and embrace 
the supportive role 
you play in the 
adoption process.  

5
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OBjECTIVES

OBjECTIVE 1: Understand and embrace your 

role in the policy adoption process.

OBjECTIVE 2:  Provide support as needed 

to your steering committee members to 

ensure successful policy adoption.

overview
After months of hard work, the time to introduce your community’s 
Complete Streets policy has finally arrived.  Invigorated by the 
process, you may be tempted to charge ahead and encourage 
elected officials to vote in support of the policy, but this may not be 
possible, depending on your role in your agency and the funding 
that supports your position.  Some public health professionals are 
allowed to lobby and hold discussions with elected officials, whereas 
others have restrictions.   Even if your position allows lobbying, it may 
be more appropriate for your steering committee members to take 
the lead on this step.  Listen to their guidance and decide the correct 
role that you should play.  This doesn’t mean you should sit by idly 
and wait for the policy to pass.  You can support and encourage your 
steering committee members throughout the adoption process.  
Provide them with data and details as needed and make sure to 
show up for any presentations they give at public meetings.
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PROjECT MANAGER TASK LIST

This table provides you with an overview of all of the tasks to be completed in this phase and the corresponding 

documents included in this chapter to help you achieve your objectives.

proJect mAnAger policy Adoption checKlist

p tAsKs venue resources

q determine the process for policy 
adoption and who will take the lead. 

committee 
meeting 
or email

q create a timeline for policy adoption based on 
the above process. Keep track of dates for any 
committee hearings or public engagement and 
monitor results. maintain copies of all records. 

committee 
meeting 
or email

q determine communications strategy, including 
who will talk to the public and the media about 
the policy. offer to create a press release for 
your partners, and provide a list of appropriate 
talking points drawn from Fact sheets.

committee 
meeting 
or email

•   sample press release 
(page 117)

•   complete streets fact 
sheets (page 165)

q obtain official record of policy adoption office of 
municipal 
clerk

q pat yourself on the back and submit the 
written policy to the national complete 
streets coalition so it can receive an 
official ranking and be included in the 
national report at the end of the year.

email completestreets.org
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exAmple Adoption processes

There are several ways for a community to commit to a 

Complete Streets policy.  One approach is to adopt an 

internal policy or an executive order another approach 

is to adopt a legislative ordinance or resolution.  See 

the flow charts (below) for further information.

PROjECT MANAGEMENT 
FAq

Below are some questions and answers to 

help you understand how to participate in the 

policy adoption process.  Use the answers to 

guide you through the process and understand 

some of the questions you may have.

q: HOW WILL POLICY ADOPTION COME 

ABOUT IN MY PARTNER COMMUNITY?

This will be determined based on the format of the 

policy, whether it is an internal policy, an executive 

order, or a legislative policy. The process can also 

vary based on the community’s governmental 

structure. Steering committee members will have 

the expertise to determine the best route.

q: WHAT IF AN OFFICIAL ASKS ME OR MY 

DEPARTMENT ABOUT THE POLICY, HOW CAN 

WE BE SUPPORTIVE WITHOUT LOBBYING?

You can talk about the benefits of Complete Streets 

in general terms. Explain the connection between 

transportation and public health and the safety and 

economic benefits for communities with walkable, 

bikeable streets. Simply present the facts as an expert 

without asking officials to vote in one way or another.

q: WHAT IF THE COMMUNITY CHOOSES NOT 

TO FORMALLY ADOPT THE POLICY?

Unfortunately, there nothing you can do to prevent 

this. This is always a possibility and completely 

out of your control.  It’s important to document 

all of the steps you’ve taken on this project so 

that you can accurately report grant activities. 

Do not lose heart, your work has had a positive impact 

and brought new focus on health and access to the 

community’s decision-making process. You have 

carried a lasting and important message to decision 

makers, and you’re well prepared for the next partner 

community you’ll work with on Complete Streets!

 

Policy adoption 
toolbox
Included in this section are two example 
processes for adoption of Complete 
Streets policies.  This section also includes 
a sample press release to use should 
your policy be adopted.  The following 
items are included in this section: 

example adoption process for legislative ordinance or 
resolution (page 115)

example adoption process for internal policy or executive 
order (page 116)

Sample Press release (page 117)
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EXAMPLE ADOPTION PROCESS FOR LEGISLATIVE ORDINANCE OR RESOLUTION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADVANTAGES CHALLENGES 
-More effective for 
communities where 
Public Works agencies 
aren’t as proactive. 
 
- Greater accountability 
 
-Lasting policy, would 
require legislation to 
repeal 
 
 

- More difficult to obtain 
than an internal order 
 
-Legislative process more 
open to public scrutiny 
and political posturing 

POLICY INTRODUCED TO CITY COUNCIL, 
VILLAGE BOARD, OR COUNTY BOARD  

Introduction is usually scheduled and strategized 
based on the number and type of other policies 

being considered 

REFERRED TO A STANDING COMMITTEE  
 This is usually a committee on 

transportation, the public way, or traffic 
safety. A special committee could be formed. 

COMMITTEE REVIEWS THE POLICY  
This step usually involves a session with 

presentations and comments from impacted 
agencies.  

 

REJECTS PASSES 

REFERRED BACK TO FULL COUNCIL FOR 
FINAL VOTE 

Council will typically vote in accordance 
with committee recommendation 

PASSES REJECTS 

POLICY DIES ENTER IMPLEMENTATION PHASE 

FAILS TO VOTE 
Sometimes due to 

committee workload 

NOTE: This flow chart shows only one example of 
how a legislative policy is adopted. The process 
may differ based on local governmental structure. 
Rely on your Complete Streets Steering Committee 
members’ expertise when determining your 
timeline and milestones for this phase. 
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EXAMPLE PROCESS FOR INTERNAL POLICY OR EXECUTIVE ORDER  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADVANTAGES CHALLENGES 
-Works well for 
communities with pro-
active public works staff 
who are already on board 
with CS. 
 
-Faster than a legislative 
act. Requires less buy-in 
from the public and 
elected officials 
 
 
 

-Not binding, less 
accountability among 
agencies to actually 
implement.  
 
-No legal requirement 
for oversight from 
elected officials 
 

APPROVES REJECTS 

POLICY 
DIES 

NOTE: This flow chart shows only one example of 
how an internal policy or executive order may be 
adopted. Rely on your Complete Streets Steering 
Committee members’ expertise when determining 
your timeline and milestones for this phase. 

COMPLETE STREETS STEERING 
COMMITTEE PROPOSES NEW POLICY 

TO EXECUTIVE DECISION MAKER 

ENTER IMPLEMENTATION PHASE  

PUBLIC WORKS OR OTHER 
RESPONSIBLE AGENCY HEAD  

MAYOR OR BOARD 
PRESIDENT REVIEWS 

INTERNAL MEMO  
Details new goals, protocol, 
and expectations for project 

development process  
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sAmple press releAse

Use the press release (below) to share the good news about your target community’s new Complete Streets policy.

Released [DATE]

Contact: 
[NAME]
[PHONE]
[E-MAIL]

[COMMUNITY NAME] Adopts New Vision for Safer and Better Streets

In order to ensure that local transportation projects meet the needs of all community 
members,[COMMUNITY NAME] today adopted a ‘Complete Streets’ policy, which 
establishes a long-term vision for safe and accessible streets.  

By providing better options for walking, biking and public transit, while also improving 
the experience of people who drive, the policy will actively address growing concerns 
around traffic safety and congestion, pollution, high gas prices and rising obesity rates. 
The new policy was developed in coordination with [MUNICIPAL AGENCIES 
REPRESENTED ON STEERING COMMITTEE] and [COUNTY HEALTH 
DEPARTMENT].

“Whether you’re eight years old or eighty, we believe you should be able to get around 
our community safely by walking, biking, transit or by driving,” said [HIGHEST 
RANKING PUBLIC OFFICIAL]. “[COMMUNITY NAME] is committed to ensuring 
access and safety for all road users in all our future roadway projects whenever feasible.
Implementing the policy is a long term process; it will benefit all our residents for 
generations to come.”

Designing streets that encourage walking and biking is an effective strategy for keeping
youth active and helping older adults to age in place. The Complete Streets policy will 
result in projects that improve property values, boost local business and allow families 
and individuals to save on transportation costs.

###
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other resources And citAtions

For an electronic copy of the agenda, please visit:

http://activetransportationpolicy.org/node/333

Submit your adopted policy for scoring at:

www.completestreets.org
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CHAPter 6:  
imPlementAtion

learn how to 
sustain your 
efforts and 
ensure that future 
roadway projects 
are designed to 
comply with your 
community’s new 
Complete Streets 
policy.6
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Implementation means more than the design and 

construction of Complete Streets.  Beyond the physical 

manifestation of infrastructure projects, there is a great 

deal of behind-the-scenes work that needs to happen 

to ensure that the principles of Complete Streets are 

routinely included in the decision making process 

for those projects  Now is the time to turn towards 

internal policies and procedures and establish a new 

or revised approach to roadway design. Many of 

the steps in this phase require expertise in technical 

areas.  Your goal here is to match your partners up 

to technical experts and to provide support and the 

tools they need to implement Complete Streets.

This chapter covers many aspects of 

implementation, including:

Compete Streets training for municipal staff

internal project delivery process coordination 

Coordination with external agencies

Working knowledge of best practices in design

establishment of performance metrics and evaluation

Development of an active transportation plan

See the Project Management Task List for steps to 

take and the Toolbox for worksheets and tips.

OBjECTIVES

OBjECTIVE 1: Train and assist municipal staff on 

the Complete Streets project delivery process 

and establishing communication protocol. 

OBjECTIVE 2:  Establish a plan and timeline for 

tracking and reporting on performance measures.

OBjECTIVE 3:  Providing on-going support to 

your target community in a variety of facets, 

such as planning, design, and funding.

PROjECT MANAGER  
TASK LIST

The table (below) provides you with an overview of all 

of the tasks that can be completed in this phase and the 

corresponding documents included in this chapter to 

help you achieve the goals and objectives described in 

this chapter.  Not all of these tasks will be necessary for 

your target community.  Spend time at the beginning of 

this phase developing a project plan that will address the 

needs of your partner community.

overview
Guiding a community through the Complete Streets policy 
development and adoption is a significant achievement, but your work 
is not yet done.  This chapter will focus on several steps that you can 
take as a public health professional to ensure a lasting impact from this 
effort, supporting the implementation and enforcement of the policy.
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proJect mAnAger implementAtion tAsK list

p tAsKs resources

estAblish implementAtion AgendA And strAtegies

q review complete streets policy language and take note of the performance metrics, 
design guidance, implementation sections, and any key milestones or deadlines 
for progress in these areas Also note any departments, agencies, or individuals 
who are listed in the policy as being responsible for implementation

q draft a summary of implementation activities around key milestones 
listed in the policy. Assign dates for completion. Focus on: 

•	 Compete	Streets	training	for	municipal	staff
•	 Internal	project	delivery	process	coordination	
•	 Coordination	with	external	agencies
•	 Establishment	of	performance	metrics	and	evaluation
•	 Development	of	an	active	transportation	plan

q present implementation agenda and strategy to steering committee.  
schedule additional meetings as needed to achieve milestones.

trAin stAFF on design stAndArds

q Assign a steering committee  member to spearhead this effort

q determine staff training needs

q contact the national complete streets coalition, or other organization to deliver training for staff,  
                or connect them with your municipal partners

q connect staff with technical experts who can provide additional training on design guidance. 

completestreets.org

list of design manuals 
(page 124)

coordinAte With stAFF on internAl proJect delivery process

q hold a working session with the steering committee to review the project 
delivery process (optional) or review your notes from the roadway 
project development process completed in section 2.

communications plan 
worksheet (page 124)

project delivery 
process exercise 
(heavy) (page 126)

q establish consensus on internal communications for project development and 
delivery (e.g., who does what, when, and on what types of projects, etc.)

q sketch communications plan and deliver to steering committee.

coordinAte With externAl Agencies

q Facilitate meetings between your partner community and idot district 
office, county highway department, and/or metropolitan planning 
organization to present the complete streets policy and establish protocol 
to ensure that community goals are met in future projects.
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proJect mAnAger implementAtion tAsK list (continued)

p tAsKs resources

estAblish perFormAnce meAsures

q Assign a steering committee member to spearhead this effort 

q Facilitate meeting to revisit performance measures.  use the worksheet provided in the toolbox 
                to establish standards for review and evaluation of projects.  

q Assign roles and timeline for each measure and oversight process.

performance measure 
worksheet (page 144)

develop An Active trAnsportAtion plAn

q identify funding source for a plan, such as: municipal budget, a local grant program, or through   
                a federal funding source made available through a state or regional agency.

q determine who will lead the planning process: staff driven, consultants driven, or other.

q participate in the plan steering committee.

q support plan adoption.

q Formalize an Active transportation committee to oversee plan progress.

q identify funding sources to implement plan recommendations.

get involved in your 
community’s Active 
transportation 
plan (page 148) 

Federal Funding 
chart (page 156)
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PROjECT MANAGEMENT 
FAq

Below are some questions and answers to 

help you understand how to participate in the 

implementation process.  Use the answers to 

guide you through the process and understand 

some of the questions you may have.

q: I’M NOT AN ENGINEER, HOW WILL I BE ABLE TO 

TRAIN OTHERS ON THE USE OF DESIGN MANUALS?

Your role is simply to provide the resources to 

the Steering Committee, and connect them to 

professionals who can conduct training as needed. 

Begin by contacting the National Complete Streets 

Coalition to discuss your community’s training 

needs.  NCSC may provide a direct training or 

may refer you to another organization.

National Complete Streets Coalition

http://www.smartgrowthamerica.org/complete-streets

q: BESIDES BUILDING AND CONSTRUCTION OF 

COMPLETE STREETS PROjECTS, WHAT OTHER 

STEPS NEED TO HAPPEN TO HELP COMMUNITIES 

IMPLEMENT THEIR COMPLETE STREETS POLICY?

Communities must develop a standard process for 

project management, developing performance 

measures, and ensuring that the principles of Complete 

Streets design become a part of routine considerations 

in roadway design.  Use the worksheets and the project 

management task list included in this chapter to help you 

develop and advance an agenda for these activities. 

q: WHAT ARE SOME FUNDING SOURCES 

FOR COMPLETE STREETS PROjECTS?

There are numerous funding sources available 

to support the implementation of this plan. 

Most funding sources prefer funding projects 

contained in an active transportation plan.  See 

the funding table in the Toolbox of this section.

q: WHAT CAN I DO TO SUSTAIN THE EFFORTS BUILT 

THROUGH THIS POLICY DEVELOPMENT PROCESS?

Work with your Steering Committee to determine 

the best approach, whether it is an annual steering 

committee meeting, a report to elected officials, or 

an internal review that happens as needed.  Make 

it known that you are still available to help connect 

staff to resources as needed, but it likely will not be 

necessary for you to be involved in the process.  

implementation 
toolbox
Complete Streets training for municipal staff 
o    List of Design Manuals (page 124)

internal project delivery process coordination 
o    Communications plan worksheet (page 124)       

o    Project Delivery Process Exercise (Heavy) (page 

126)

establishment of performance metrics and evaluation 
o    Performance measure worksheet (page 144)

Development of an active transportation plan 
o    Get Involved in your Community’s Active  

Transportation Plan (page 148)

Funding your community’s projects 
o    Federal Funding Chart (page 156)
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complete streets trAining For 
municipAl stAFF

Below is a list of design manuals commonly used by 

transportation engineers.  Some focus specifically 

on bicycle and pedestrian issues, while others are 

broader in scope.  Your partner community may 

already use some of these guides as resources, while 

others will be new. Seek guidance from the staff to 

determine which manuals are the most appropriate to 

use, and which will require additional staff training.

COMMONLY USED DESIGN MANUALS

There are many design manuals available that provide 

vetted, state of the art recommendations for the design 

of Complete Streets.  Below is a list of some of the 

design resources available for community’s to use:

Bikeway and Pedestrian Facilities Design Guide for the 

Planning, Design, and Operation of Pedestrian Facilities

American Association of State Highway and 

Transportation Officials (AASHTO), 2004

HTTP://WWW.TRANSPORTATION.ORG 

Designing Sidewalks and Trails for Access

U.S. DOT Federal Highway Administration

HTTP://WWW.FHWA.DOT.GOV/

ENVIRONMENT/SIDEWALKS/INDEx.HTM

 

Guide for the Development of 

Bicycle Facilities, 4th Edition

American Association of State Highway and 

Transportation Officials (AASHTO), 2012 

HTTP://WWW.TRANSPORTATION.ORG 

Urban Bikeway Design Guide

National Association of City Transportation Officials

HTTP://NACTO.ORG/CITIES-FOR-

CYCLING/DESIGN-GUIDE/  

Complete Streets Complete Networks: A Manual 

for the Design of Active Transportation 

Active Transportation Alliance, 2012 

WWW.ATPOLICY.ORG/DESIGN 

Bicycle Parking Design Guidelines

Association of Pedestrian and Bicycling Professionals

HTTP://WWW.APBP.ORG/?PAGE=PUBLICATIONS 

Bike Parking for Your Business

Active Transportation Alliance, 2003

HTTP://WWW.CHICAGOBIKES.ORG/PDF/

BIKE_PARKING_BUSINESS.PD F 

Manual on Uniform Traffic Control Devices

Federal Highway Administration, 2009

HTTP://MUTCD.FHWA.DOT.GOV/ 

Bicycle and Pedestrian Accommodations 

Bureau of Design & Environment Manual 

Illinois Department of Transportation, 2011 Edition

HTTP://WWW.DOT.STATE.IL.US/DESENV/

BDE%20MANUAL/BDE/PDF/CHAPTER%2017%20

BICYCLE%20AND%20PEDESTRIAN.PDF 

Safety Benefits of Raised Medians 

and Pedestrian Refuge Areas

Federal Highway Administration

HTTP://SAFETY.FHWA.DOT.GOV/PED_BIKE/

TOOLS_SOLVE/MEDIANS_BROCHURE/  

Safety Benefits of Walkways, Sidewalks, 

and Paved Shoulders

Federal Highway Administration

HTTP://SAFETY.FHWA.DOT.GOV/PED_BIKE/

TOOLS_SOLVE/WALKWAYS_BROCHURE/ 

Parking Strategies to Support Livable Communities 

Chicago Metropolitan Agency for Planning 

HTTP://WWW.CMAP.ILLINOIS.GOV/DOCUMENTS/20583/

C224C06F-2735-4400-8281-D3C263CE5BA6

internAl proJect delivery process 
coordinAtion

During your initial Steering Committee meeting, you 

led a Roadway Project Development Process activity 

with your Steering Committee.  It’s now time to revisit 

the results of the activity. The goal of the activity was to 

discuss communication flow and understand the moving 

parts in a roadway design project.  There’s no one 

right way.  For some communities with small staff and 

few departments, this process is straightforward.  The 

chain of communication is clear and everyone knows 

their role.  For these communities, you may want to 

produce an outline or flow chart that details the process 

in a formal way.  This way, as staff leave, new hires can 

be kept abreast of the process and understand their 

role.  Use the worksheet included on the following 

page to help guide you through the process.
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COMMUNICATIONS PLAN WORKSHEET 
 
Project Type:__________________________________________________________________________ 
 
Project Manager Name:_________________________________________ ________________________ 
 
What departments and staff need to review this project?  At what points in the process?  How much 
time is allotted for each review?  Fill this section out for each reviewer: 
 
Department:__________________________________________________________________________ 
Staff Member:_________________________________________________________________________ 
Stage of the process:____________________________________________________________________ 
Start date:______________________________  End date:_______________________________ 
 
What outside agencies need to review this project?  At what points in the review process?  How much 
time is allotted for each review? Fill this section out for each reviewer 
 
Agency:______________________________________________________________________________ 
Staff Member:_________________________________________________________________________ 
Stage of the process:____________________________________________________________________ 
Start date:______________________________  End date:_______________________________ 
 
If this is a project led by a private developer, at what points in the process are they brought in? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
Who signs off on the project?  In what order? 
 
1.___________________________________________________________________________________ 
2. ___________________________________________________________________________________ 
3. ___________________________________________________________________________________ 
 
 
Use the answer from this worksheet to develop a communications flow chart.   
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PROjECT DELIVERY PROCESS (HEAVY)

For communities with large staff, and multiple agencies 

and departments, more it may be necessary to tease 

out more detail before moving forward.  When working 

with larger, more complex communities, use the 

enhanced Project Delivery Process activity included on 

the following pages.  This optional activity can help get 

department heads and project managers from multiple 

departments and agencies on the same page about 

the process for implementing Complete Streets.
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estAblishment oF perFormAnce 
metrics And evAluAtion

Performance measures help staff and members of the 

public track and evaluate the successful implementation 

of the Complete Streets policy.  Review the community’s 

policy to see what measures have been pre-

established and develop a method for recording and 

tracking the measures over time.  If the community 

did not establish goals and metrics, it’s not too late 

to develop a process to collect the information.  

Use the worksheet (below) to guide you 

and your steering committee through the 

establishment of performance measures.
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development oF An Active 
trAnsportAtion plAn

Active transportation plans provide communities with a 

roadmap for developing bicycle, pedestrian, and transit 

facilities.  Plans should address community concerns 

around safety and access and provide a recommended 

network for each mode of transportation.  A community 

with a plan has a better chance of raising money to 

build projects, and can better advocate for bicycle 

and pedestrian projects on state and county roads.

There are a variety of different plans that can address 

transportation needs.  A comprehensive overview 

of these types is included in the Rural Companion 

to Complete Streets Complete Networks.  Work 

with your steering committee to determine the best 

approach to planning for your partner community.  

A plan can be developed in a variety 

of ways.  These include:

Staff driven: staff planners and engineers lead the process and 
draft recommendations

Consultant driven: the municipality hires consultant planners and 
engineers to lead the process and draft the plan with oversight 
from municipal staff

other: for communities with limited staff capacity and resources 
think creatively.  Some municipalities have enlisted university 
students to help develop plans, whereas others have worked with 
local bicycle advocacy organizations.

Most plans follow a similar process.  The goal with 

any plan should be to engage community members 

in identifying problems and solutions to design 

challenges.  Read below for more details on the 

steps involved in creating an active transportation 

and the elements that should be included.



Get Involved in your Community’s 
Active Transportation Plan
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Help plan for active transportation  
in your community

Bicycling, walking and transit are great ways 
to get around while getting your daily dose 
of physical activity. Given the benefits these 
modes of travel have for the environment 
and for your pocketbook, it’s no surprise that 
many communities are eager to make active 
transportation easier and more inviting. 

To ensure better options for biking, walking 
and transit, many communities draw up 
a comprehensive set of strategies that 
outline recommendations for new policies, 
programming and infrastructure. 

A key ingredient for any active transportation 
plan is public involvement. Involvement from  
engaged community members like you ensures 
the best possible results. 
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The Active Transportation Alliance (Active Trans) works for walkable communities, 
reliable transit and convenient biking options throughout Chicagoland. In addition  
to our advocacy work, we create transportation plans for local municipalities. Here is  
a brief sketch of the process we use for drawing up an active transportation plan. 

sTeP 1 set community priorities 
A committee—formed by members of 
various agencies in your municipality—
kicks off the planning process by setting 
goals to improve walking, biking and 
transit options in your community. 
Goals may include retrofitting unsafe 
infrastructure, reviewing policies that  
act as active transportation barriers, and 
making key places like parks, commercial 
areas and schools more accessible. 

sTeP 2 Research and analyze
The Active Trans team gathers first-hand 
information on what it’s like to be a 
pedestrian, cyclist and transit user in your 
community. We snap pictures and jot  
notes while analyzing safety, convenience 
and current use patterns. 

sTeP 3 Gather input from you!
As daily users of the transportation 
network, your expertise is an essential 
part of shaping the plan. Through a 
mapping activity, polling questions, 
prioritization of key places and dialogue, 
your input provides crucial information 
for developing your community’s active 
transportation plan. 

sTeP 4 synthesize information 
With research now complete, the Active 
Trans team synthesizes community 
priorities gathered from the steering 
committee, fieldwork and public 
participation. 

sTeP 5 Adopt and implement plan
Congratulations! Your community now 
has an active transportation plan. There 
is still more work that needs to be done. 
Active Trans will continue to help the 
steering committee and community 
members to secure adoption of the plan. 

Once your community’s plan is adopted, local residents serve as the key ingredient  
in bringing walking, biking and transit to the forefront of the community. 

One of the most important ways to keep the momentum going is for your community 
to have a strong bicycle and pedestrian task force. The task force monitors 
implementation of the active transportation plan and builds local support for biking, 
walking and transit issues. 

The task force members can rally support with some of the following strategies. 

• Use social media to publicize active transportation issues and goals.

• Hold presentations and discussions at the local coffee shop, library or park. 

• Host a community event to celebrate the adoption of the plan.

• Organize encouragement events throughout the year. Here are some examples  
of effective encouragement events: 

 » Bike and Dine 
Hold a progressive tour of local restaurants by bike. 

 » Open Streets 
Open streets to people and close them to cars so the streets become “paved 
parks” that are inviting to people of all ages, abilities, and social, economic,  
or ethnic backgrounds.  

 » Bike to Work Day or Week 
Encourage local employers to participate in local and regional bike to  
work events. 

 » Shop by Foot and Bike  
Organize shopping excursions that encourage residents to shop locally.

Creating an active transportation plan Keep the momentum going
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in bringing walking, biking and transit to the forefront of the community. 

One of the most important ways to keep the momentum going is for your community 
to have a strong bicycle and pedestrian task force. The task force monitors 
implementation of the active transportation plan and builds local support for biking, 
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Creating an active transportation plan Keep the momentum going
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Questions about active transportation plans

Who is on the steering committee?
The steering committee includes key 
stakeholders who represent public, private 
and community interests. These could be 
municipal officials, school representatives, 
emergency responders, local business 
owners, representatives from community-
based organizations and every-day road 
users like you.  

Will my recommendations be included 
in the final plan?
Public participation is considered to be the 
most valuable component of the plan.  
Your ideas, with guidance from the steering 
committee, will help create the final 
recommendations. If you participate in a 
mapping exercise at a public meeting  
or fill out on online survey, we may include 
your suggestions in the final plan. 

Why are policies and programs 
included in the plan?
Policies and programming are just as 
important as infrastructure to ensure safe 
and convenient walking and biking. Plans 
include comprehensive recommendations 
for education, enforcement and 
encouragement, as well as for policies that 
create safer walking and biking 
environments. For example, the plan may 
recommend adopting a complete streets 
policy that ensures transportation planners 
and engineers consistently design the 
entire roadway with all users in mind—
including bicyclists, public transportation 
vehicles and riders, and pedestrians of  
all ages and abilities.

When can I expect to see changes?
Your community’s active transportation 
plan will include short, medium and long-
term recommendations that are based 
on cost and complexity. Many of the 
short-term priorities can be accomplished 
within a year or two of adopting the plan 
and will gather greater momentum with 
support from your local bicycle pedestrian 
task force.

Who can I contact if I have more 
ideas later?
With this brochure, you will be given 
contact information for the local bicycle 
and pedestrian task force, steering 
committee, as well as contact information 
for the Active Trans staff. 

Learn more about the Active 
Transportation Alliance
Log onto www.activetrans.org to get more 
details and get your community started  
with active living! 

Traffic safety information
www.cyberdriveillinois.com 
Illinois Secretary of State

Interactive bicycling maps
www.dot.state.il.us  
Illinois Department of Transportation

Public transportation services
www.rtachicago.com  
Regional Transportation Authority

Additional resources
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IL L u s T R AT I o n 

Karen Schaschwary

2011, Active Transportation Alliance

9 West Hubbard Street 
Suite 402
Chicago, IL 60654-6545

T  312.427.3325
f  312.427.4907
info@activetrans.org
www.activetrans.org

Chicagoland’s voice for better biking, walking and transit.
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Funding your community’s proJects

Upon completion of the plan, your community will have 

a long list of projects to complete.  Implementation 

will not happen overnight and will require funding 

to complete.  Below is a list of resources that fund 

bicycle, pedestrian, and transit facilities and initiatives.  

Use the chart (below) to identify appropriate federal 

funding sources for your desired project.  Each 

program has a list of eligible and ineligible expenses 

and requirements.  Many sources require that a 

percentage of local funding be put towards the 

project, called a local match.  Often times, budgeting 

for a local match is a challenge for communities.  

Therefore, it’s important to address this with your 

steering committee members and determine an 

appropriate strategy for allocating matching funds.
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transportation 
enhancements

(te) 

congestion 
mitigation and 
Air Quality

(cmAQ)

surface 
transportation 
program

(stp)

safe routes 
to school

(srts)

recreational 
trails program

(rtp)

highway 
safety 
improvement 
program

(hsip)

section 402- 
state and 
community 
highway safety 
grant program

program 
purpose

to foster cultural, 
historic, aesthetic 
and environmental 
aspects of our 
transportation 
infrastructure

to improve air 
quality and reduce 
traffic congestion 
in areas that 
do not meet air 
quality standards.

to fund state and 
local road and 
transit projects.

to enable and 
encourage children 
to walk and bike 
to school through 
the 5 es.

to develop 
and maintain 
recreational trails 
and trail related 
facilities for both 
non-motorized 
recreational 
trail users.

to fund highway 
infrastructure 
safety projects 
aimed at reducing 
highway fatalities 
and serious 
injuries.

to create safety 
programs aimed 
at reducing 
traffic crashes.

eligible 
projects

Bike lanes, paved 
shoulders, network 
signage, path/
trail, bike racks 
on busses, bike 
parking, trail/
highway intersection 
improvements, bike 
storage, sidewalks, 
crosswalks, signal 
improvements, 
curb cuts, helmet 
promotion, 
educational 
materials, and 
training 

All bike/ped 
infrastructure, 
active 
transportation 
plans, helmet 
promotion, 
educational 
materials, bike/
ped maps, bike/
ped coordinator 
position, safety/
education position, 
and training.  

All bike/ped 
infrastructure, 
active 
transportation 
plans, bike/
ped coordinator 
position, safety/
education position, 
bike/ped maps, 
enforcement 
campaign, helmet 
promotion, 
educational 
materials, and 
training.

Bike lanes, paved 
shoulders, network 
signage, path/
trail, bike parking, 
bike/ped maps, 
trail/highway 
intersection 
improvements, bike 
storage, sidewalks, 
crosswalks, signal 
improvements, 
curb cuts, helmet 
promotion, 
educational 
materials, bike/
ped coordinator 
position, safety/
education position 
and training

trails/paths, 
trail/Highway 
intersection 
improvements, 
trailheads, 
educational 
materials, and 
training.

Bike lanes, 
paved shoulders, 
trail/Highway 
intersection 
improvement, 
crosswalks, signal 
improvement, 
and curb cuts.

Bike/ped maps, 
Safety/education 
position, enforcement 
campaigns, 
helmet promotion, 
educational 
materials, and 
training. 

Key project 
requirements

must relate 
to surface 
transportation

1)must be spent 
in non-attainment 
and maintenance 
areas. 2) Will be 
evaluated on air 
quality emissions.

n/A only be spent 
within 1 ½ miles 
of a school. 

30% spent on 
non-motorized trail 
project, 30% for 
motorized, 40% for 
diversity of trail use

must address 
goals written in 
State Highway 
Safety Plan

must address goals 
written in State 
Highway Safety Plan

Application 
process 

irregular schedule 
at call of il Dept. 
of transportation

generally, an 
annual call for 
proposals

varies irregular schedules 
at call of iDot

irregular schedules 
at call of illinois 
Department of 
natural resources

generally every 
year there is an 
update to the 
Plan at call of 
iDot  division of 
traffic Safety

generally each 
summer at call of 
iDot division of 
traffic Safety

local match 
required

typically 20% typically 20% 20% 20% typically 20%, 
some 50%

10% no match required

Who can Apply local government local or state 
government 
agency

local government Any government 
entity or non-profit

Any government 
entity or non-profit

Any government 
entity or 
non-profit

Any government 
entity or non-profit

FEDERAL FUNDING SOURCES FOR TRANSPORTATION PROjECTS
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AdditionAl resources

For Performance Measures:

http://www.smartgrowthamerica.org/complete-

streets/implementation/measuring-performance

Find your IDOT district office:

http://www.dot.state.il.us/saferoutes/

files//IDOT%20District%20map.pdf 

For a countermeasure cost report:

http://activetransportationpolicy.org/node/334 
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