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ATTACHMENT A 
Village of Gilberts 

Comprehensive Plan - Scope of Services 
 
PHASE 1: ASSESS COMMUNITY CONDITIONS 
The first phase of the Gilberts Comprehensive Plan focuses on data collection and analysis. 
 
Task 1.1 Kick Off Meetings 

Meeting with Staff: Village Staff and consultant will meet to initiate the project. Scope, status of 
current or recent development proposals, available data collection sources, etc. will be reviewed. 
Public input elements anticipated for the work program and how best to apply them to Gilberts 
will be reviewed. The planning area – the Village’s jurisdictional boundary – will be defined and 
key issues there reviewed. As part of the project initiation meeting, a tour of the community 
would be conducted with staff to review the physical layout and characteristics of the Village.   
 
Meeting with Comprehensive Plan Steering Committee:  The consultant will lead a project kick-
off meeting with the Comprehensive Plan Steering Committee (to be selected by the Village).  At 
the meeting, the work program, process schedule and project objectives will be reviewed.  The 
primary purpose of the meeting will be to engage the group in a discussion about the Village’s 
past, present and future. An interactive approach will be used to encourage participants to share 
their perspectives and think in terms of the Village’s present needs and future opportunities.  

 
Task 1.2   Community Conditions Analysis 
Existing conditions will be compiled into maps, graphics and tables as appropriate. We will also review 
existing Village planning and policy documents, so the new plan builds on previous efforts. To the extent 
it is available, Village, County, and CMAP sources will be used to secure information efficiently.   
 

Land Use and Zoning 
We will collect and review existing land uses and related background data / information within the 
Village and its planning area. Key corridors and subareas will be a focus of this data collection to 
support updating those plan elements. The consultant will review the Village’s zoning ordinance to 
understand the extent to which the code standards and review processes support development in 
the area. Open space and environmental characteristics of the Village will be inventoried as part 
of this step, with an eye toward understanding not just their location but how they are used by 
the community.  
  
Demographics, Markets and Housing 
Foundational demographic data will be collected and evaluated to understand the composition of 
the Village’s residents, housing types, housing tenure, etc. Data on existing market conditions will 
be collected and incorporated into the analysis. 
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Transportation and Community Facilities  
The transportation network in and through Gilberts will be evaluated to understand how well it 
serves the Village today and supports future development objectives. This will include 
consideration of travel by vehicle, bike, on foot, and public transportation. Relevant information 
will be summarized in map and tables. 
 
Community facilities of the Village and planning area will be mapped; their current utilization and 
any plans for modifications will be noted. The Village’s Engineer will be consulted to understand 
how infrastructure capacity may impact planning and future development, as well as planned, 
anticipated and needed network improvements.  
 

TASK 1.4 Community Conditions Presentation 
Findings of the existing conditions analysis will be summarized in a Community Conditions presentation, 
which will be include visuals, photos, and information graphics to ensure that it is interesting and 
informative for the public.  
 
The Community Conditions findings will be presented to the Steering Committee. The presentation will 
share the “snapshot” taken of the community developed during the data collection and initial public 
engagement tasks. Insights gained from initial public engagement tasks (described below as Phase 2) will 
be incorporated into the findings. The Steering Committee will be asked to provide their insights 
regarding the extent to which the summary clearly defines the Village today.  This discussion and the 
public input tasks will ensure that the plan is built not just on technical information, but a true local 
understanding of the community, its strengths, and its opportunities.  
 
Task 1.5 Village Board Update 
The consultant will attend a Village Board meeting to provide an update of progress on the 
Comprehensive Plan. At its discretions, the Village may wish to invite other groups (such as the Plan 
Commission) to attend the update.  
 
Deliverables  
1) A Communications Plan detailing how the public engagement tasks are to be conducted will be 
provided after the project kick off meeting with staff. 
2) A Community Conditions presentation will be prepared and provided to the Village summarizing 
findings of this phase. A draft of the presentation will be provided to Village staff for review. An 
electronic copy of the presentation will be provided to the Village and posted on the project website.  
 
PHASE 2:  PUBLIC ENGAGEMENT 
Each of the public engagement tools listed below will be used in preparing the Comprehensive Plan. 
Specifics of their application will be developed jointly with the Village and spelled out in a 
Communications Plan memorandum in Phase 1.  
 
Task 2.1   Key Person Interviews 
Group meetings will be held with stakeholders to gather their perspectives regarding the existing 
characteristics of the of the Village, desired future developments, and any challenges that may need to 
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be overcome.  Stakeholders (typically around 20 people) will be determined jointly between the Village 
and consultant and would include residents, elected officials, community leaders, property and business 
owners, representatives of other taxing jurisdictions, etc. We will plan to conduct stakeholder meetings 
in the Village and over two days to be convenient for participants. A meeting with Village staff also will 
be held to clearly understand issues related to community services and facilities. In the event that State 
or Village Covid protocols require, interviews will be conducted by phone or Zoom. 
 
Task 2.2   Focus Groups  
Focus groups delve deeper into specific issues or test ideas that are identified through the survey or 
other engagement tasks. Two groups will be conducted to better understand how people see the Village 
and its future. Common focus groups are business or property owners, representatives of other taxing 
jurisdictions, members of community groups, or students. The composition of focus groups will be 
determined jointly by the Village and consultant.  
 
Task 2.3    Website  
Teska will set up and maintain a dynamic, project website at the onset of the planning process, 
providing the community with an online forum to share and opine on ideas, upload photos, submit 
comments and questions, participate in online quick polls, and monitor the overall progress of the 
project (news updates, etc.). The website will integrate an email follow feature so that residents and 
stakeholders can opt-in to receive email alerts when new items, workshop highlights, documents, and 
information has been posted. The website will be optimized to be viewable on mobile devices.  
 
Task 2.4   Local Event Pop Ups 
As part of the outreach program, we will attend up to two local events, such as farmer’s markets, to ask 
people to share ideas about their community. In this way, we don’t just wait for residents to participate 
at a meeting or on the website, we meet them where they gather as a community and ask their opinions 
about the Village’s future. This is an effective and fun outreach step.  
 
Task 2.5   Survey 
One community survey, hosted on the website, will be conducted. The survey will be used to consider 
broad questions of goals and expectations of the community, as well as address specific questions 
related to plan elements like transportation, shopping patterns, and notions of community character.  
 
Task 2.6   Outreach Toolbox 
Letting the community know about the plan and securing their participation requires active outreach. 
We use a range of techniques to inform the community of the project, workshops, opportunities for 
sharing comments, etc.  As part of developing the Communications Plan, we’ll work with the Village to 
determine how to best use engagement tools and tasks. A sampling of elements of Teska’s Outreach 
Toolbox include: 

•Quick Polls / Survey 
•Project Cards (marketing the website) 
•Print Materials (posters, brochure, village newsletter articles) 
•Sign-Up Form to Follow the Website (emails updates to those requesting them) 
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Deliverables  
1) Project Website 
2) Community Survey  
3) Community Outreach Tools (as needed) 
 
PHASE 3: A VISION FOR GILBERTS 
The consultant will facilitate a workshop to engage the community and Steering Committee in 
developing community goals for the future. Public input will be combined with existing conditions 
information to define a vision and goals for Gilberts.   
 
Task 3.1   Community Workshop:  
This interactive event will be led by Teska Associates and involve citizens and stakeholders in sharing 
community history, common interests, understanding of how people enjoy Gilberts, and their hopes for 
the Village’s future.  
 
The open house will be organized around a series of activities to help people consider and share ideas – 
and will include a presentation of the Existing Conditions Report. Input tools for workshops may include 
exercises like asking participants to draw concerns on area maps, draft “letters to the Mayor,” complete 
vision statement “mad-libs,” and use planning blocks to show development patterns.  Which of these 
approaches to include will be determined jointly by Teska and Village.  
 
The session also will include a mapping exercise in which participants work in small groups on a hands-
on community mapping exercise that focuses on the future of Gilberts.  Participants will have the 
opportunity to map their ideas and concepts for the future of the Village on a base map using graphic 
tools provided.  The exercise will focus on the subareas, as well as key issues such as community 
connectivity and transportation accessibility (bike, pedestrian, transit), public facilities (civic, cultural, 
educational, recreation), environmental, and commercial, employment and housing development.   
 
Task 3.2   Draft Goals, Objectives and Vision 
Based on input from the open house and other plan elements, Teska Associates, in coordination with 
Village Staff, will prepare goals and objectives, and a preliminary vision statement for Steering 
Committee consideration.  
 
Task 3.3    Steering Committee Meeting 
Teska will facilitate a meeting of the Steering Committee to review and establish consensus on the 
community vision and goals and objectives. The results of this meeting, the draft vision, goals, and 
objectives, will be useful in considering policy and program questions that come up as the plan is 
drafted. The consensus vision becomes a valuable way to focus the plan and those working on 
recommendations for implementation. 
 
Deliverables   
1) A summary of the Community Workshop and public engagement will be prepared, provided to the 
Village in an electronic copy, and posted to the website. 
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2) Draft vision statement, goals, and objectives as determined by the Steering Committee will be 
provided in electronic form and posted to the website.  
 
PHASE 4:  LAND USE AND SUBAREA PLANS 
The consultant will develop subarea plans based community goals and vision, current market factors, 
relevant existing conditions and influences, and any applicable previous planning for the areas.   
 
Task 4.1 Future Land Use Map 
The consultant will prepare a draft future land use map for the Village and its extraterritorial planning 
area.  
 
Task 4.2 Prepare Draft Subarea Plan 
The consultant will prepare draft subarea plans and review / refine them in a workshop with Village staff 
for consideration by the Steering Committee. Draft subarea concept plans would be prepared for: 
1. Route 72 between the railroad line and eastern boundary of the Village, with a focus on the 

intersection of Route 72 and Tyrrell Road. 
2. Route 72 between the I-90 and the west end of the Village’s planning jurisdiction (1.5 miles), with a 

focus on the intersection of Route 72 and Big Timber Road.  
3. The unincorporated area at the southwest quadrant of Galligan and Huntley Roads.   
 
The subareas plans will depict: future land use, existing and proposed roadways, possible roadway 
access points, urban design needs, and development policies for the areas. The focus of these concept 
plans is to define the type of future development appropriate for each area and how that development 
fits into the nearby trend of development. Determinations about appropriate land use would be 
developed based on market conditions, Village goals, economic development potential and trend of 
development.  

Task 4.3   Steering Committee Review 
The draft future land use map and subarea plans will be consolidated into a memorandum format and 
presented to the Steering Committee to secure their input on the plans. Based on consensus of the 
Committee, the land use and subarea plans will be refined and posted to the website for community 
comment.  
 
Task 4.4 Village Board Update 
The consultant will attend a Village Board meeting to provide an update of progress on the 
Comprehensive Plan. At its discretions, the Village may wish to invite other groups (such as the Plan 
Commission) to attend the update.  
 
Deliverables   

1) Draft Future Land Use Plan presented in a Memorandum. 
2) Draft Subarea Plans presented in a Memorandum.  
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PHASE 5: DRAFT PLAN AND ADOPTION 
Based on previous tasks, the consultant will prepare a draft comprehensive plan. 

Task 5.1 Prepare Review Draft of the Comprehensive Plan 
The plan document will be prepared with recommendations on topics considered throughout the plan 
process. Graphics and tabular data will be highlighted as tools to present the plans findings and 
recommendations. A draft of the plan will be provided to staff for review and comment. The plan’s final 
table of contents and format will be determined at the time of drafting, but will include the topics 
shown below.  

Land Use and Community Character  
The plan will provide recommendations related to land use and potential site redevelopment 
designs, along corridors and subareas in the planning area.  Recommendations will include open 
space and environmental aspects of the Village. Combined with plans for transportation, particularly 
those related to walking and biking, this aspect of the plan touches on ways to support an active and 
healthy community. Recommendations may include streetscape elements such as signage, 
landscaping, wayfinding lighting, parkways, public art, commercial design guidelines, and pedestrian 
and bicycle amenities.  The plan will include recommendations for zoning ordinance revisions that 
would be necessary to implement the comprehensive plan.  

Detailed Subarea Plan 
A Detailed Subarea Plan will be prepared for the focus area at the intersection of Route 72 and 
Tyrrell Road to include: 

• Orientation of buildings and parking areas on the site,
• Square footage or unit count,
• Suggested height of possible developments,
• Opportunities for streetscape or landscape enhancements, and
• Options for development formats.

Transportation and Mobility 
Recommendations for a sustainable, balanced, and connected transportation system will be 
developed, incorporating any existing plans. These recommendations will consider not just travel by 
car, but on foot, and by bike. By looking at a variety of transportation modes, the plan can consider 
complete street concepts that look at ensuring attentiveness to non-motorized forms of 
transportation.   

Economic Development 
The plan will provide recommendations regarding residential, retail / commercial, and industrial 
uses. Recommendations will be based on observed market trends and balanced against community 
goals to build an economic development approach that can sustain the Village. Recommendations 
will consider Gilberts’ competitiveness in the regional economy include opportunities for future 
development and redevelopment, identifying unique development issues and potentials in the 
Village. 



  December 2, 2021 

7 
 

Community Facilities, Programs and Services 
Recommendations identified through the planning process regarding community programs and 
services will be provided. Any opportunities for intergovernmental cooperation (such as 
intergovernmental agreements) or sharing of services will be noted for consideration.  

 
Plan Implementation  
Community enhancement tasks outlined in the plan will be summarized into implementation 
initiatives in this section of the plan. Actions will be defined and strategically prioritized as either 
near-term, mid-term or long-term actions. The implementation element will include projects as may 
relate to buildings, transportation, or public space improvements.  

 
Task 5.2   Community Open House 
A second open house will be held and include a presentation and exhibits to present draft plan findings 
and recommendations to the community. As with the first, this open house will be based around 
stations related to plan topics and invite participants to respond to preliminary findings and 
recommendations.   
 
After the open house, a public comment period will be established to invite input to the plan, which will 
be made available to the community via the project website and other identified outlets. Staff will reach 
out to stakeholders in the community who have participated in the process to solicit community wide 
review and comment on the draft plan.  
 
Task 5.3   Comprehensive Plan Review Draft and Steering Committee Consideration 
The Review Draft of the final plan will be presented to the Steering Committee their final consideration. 
Based on their input, the document will be revised and prepared for public hearing. A Public Hearing 
draft of the plan will be distributed to the community by the Village and via the project website. 
Residents will be invited to share comments on the website or other written means.  
 
Task 5.4    Public Hearing at Plan Commission 
The plan will be presented by the consultant team at a Public Hearing before the Plan Commission. The 
Commission will be asked to consider recommending the plan for adoption by the Village Board.  As 
necessary, the plan will be revised for adoption prior to consideration by the Village Board.  
 
Task 5.5   Village Board Adoption 
The plan will be presented by the consultant for adoption to the Village Board.  In adopting the plan, the 
Village Board can accept it as drafted or specify changes. The plan will be amended as needed based on 
Village Board direction.  
 
Deliverables 
1) A summary of the Community Open House (electronic format) 
2) Review Draft of Comprehensive Plan (electronic format)  
3) Public Hearing Draft of Comprehensive Plan (electronic format) 
4) Final Adopted Comprehensive Plan (electronic format)  
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