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Executive Summary 

Once draft of main document is complete, include a short summary (1 to 3 pages) here. 
Use black text in sections below. Remove red guidance text before finalising. 

It is recommended that you incorporate a foreword by senior management before your executive summary. This will add weight and credibility to your plan and demonstrate your commitment to your employees and site users. 

Introduction 

Who is travel plan (TP) for?  Why has it been drafted?  What is its intention/main benefits?

If document builds upon or replaces an existing TP document, include short summary of previous TP development and activity. 

Indicate main types of users (e.g. staff, visitor, patient, students, customers?) of your site that are covered by this TP. Indicate any other users not covered and why. 

What is the timescale for the travel plan? (E.g. period over which measures will be implemented and progress towards targets monitored – this will usually be 5 years). For  development related travel plans (e.g. secured through the planning process), the commitment required by Borough Council’s can be longer than 5 years and they sometimes require a revised document to be submitted after 5 years).  

Existing travel situation 

Brief description of site location, situation and working arrangements. Indicate whether a baseline survey has been undertaken, when, how (e.g. online) and for which users. Include a few key findings about the baseline travel situation.  

Objectives and targets 

Indicate headline objectives and targets. Advice and sources of reference are highlighted elsewhere in this template. For development related travel plans, targets should initially be set for a five year time horizon, with three year interim targets. It is recommended that you just summarise your key targets here, ignoring any sub-targets. 

Travel plan strategy 

Indicate what resources have or have been allocated for travel plan implementation, including for example, identification of a travel plan co-ordinator, with time to undertake this role, setting up a steering group and so forth. Indicate how the plan will be managed and summarise your marketing strategy. 
Key measures for employees 

Note that your document outlines a package of measures intended to meet your targets for employee travel. Indicate in a few sentences or bullet format what the key measures are. 

Key measures for OTHER USER
If your TP encompasses any other site users (in addition to staff), please include a similar section on measures you will introduce for these. E.g. “Measures for visitors”, or “measures for students”. You might want to add more than one sub-section here. Indicate in a few sentences or in bullet format what the key measures are.

Monitoring and review 

This travel plan includes a monitoring and review strategy, recognising that implementation and continuation of this travel plan is an ongoing process. The plan will be monitored in accordance with the requirements of Transport for London. 

Action Plan

Our travel plan is guided by our action plan (below). This summarises the key travel plan development and implementation tasks that we intend to take. It also highlights key project milestones. 

	When 
	Activity 
	By whom

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: when you have completed your travel plan document and compiled your Action Plan, please insert a copy of the final action plan here (above). 

1. Introduction 

1.1 Introduction 

1.1.1 A travel plan is a long term management strategy for an organisation or site that seeks to deliver sustainable transport objectives through action and is articulated in a document that is regularly reviewed.  A travel plan involves identifying an appropriate package of measures aimed at promoting sustainable travel, with an emphasis on reducing reliance on single occupancy car journeys.  It can also assist in meeting a range of other objectives, as discussed elsewhere in this document. 

1.1.2 Travel plans can assist in increasing accessibility whilst reducing congestion, local air pollution, greenhouse gases and noise.  Importantly, a travel plan can increase business efficiency and equality, which is why an increasing number of organisations are deciding to produce voluntary travel plans. Indeed, Transport 2025 (the long term transport vision for London adopted by TfL) highlights the importance of transport in supporting the economic vitality of the capital, both through transport improvements, better use of existing capacity, behavioural change and enabling continued benefits of agglomeration. 
1.1.3 A well developed travel plan can mitigate adverse traffic impacts of a development and the Government recognises their importance in achieving improvements in transport conditions at the local level. Further evidence suggests that people who are physically active in their daily lives are more productive and have good attendance records.  The Department for Health publication Choosing Health: Making healthy choices easier (2004) recognised the health benefits of walking or cycling.  Active travel as part of a travel plan enables people to enjoy these health benefits as part of their daily routine.  

1.1.4 In London, travel plan development and implementation is being promoted by Transport for London (TfL) and the Greater London Authority (GLA). These parties have produced Best Practice for Workplace Travel Planning for New Development (2007), a document which sets out a methodology and expectations for travel plans secured through the planning process. In addition, TfL assists organisations who wish to voluntarily develop travel plans for the benefits which they offer, primarily through its Sub-Regional Travel Plan Coordinators and TfL Workplace Travel Plan Relationship Managers. 

1.2 This travel plan 

1.2.1 This travel plan has been produced for 10-18 Horn Lane which is located in Ealing. The travel plan is aimed at reducing the impact of travel to and from our site at: 

, , CROFTON ROAD, W5  2HS

1.2.2 Our main reason(s) for implementing a travel plan are… 

Provide one or two short paragraphs about your key motivations for developing a travel plan, explaining them where appropriate. [There is no need to go into too much detail here, since objectives should be included in Chapter 3]. 

Key motivations might include: 

· Improved business efficiency and equality; 

· Enhanced recruitment and retention of staff; 

· Local or onsite congestion or parking pressures; 

· Corporate social responsibility; 

· Wishing to be a ‘good neighbour’; 

· Working towards accreditation for an Environmental Management System (e.g. ISO 14001); 

· Submission of or conditions attached to a planning application for your site; and so forth. 

Is this site associated with a planning application: . 

Does the demand for car parking exceed capacity? 

Is this occasionally, frequently, constantly? 

Does the site experience traffic congestion/access problems on external roads?  

For ideas refer to Sections 1.5 and 1.6 of A Travel Plan Resource Pack for Employers (2004). 

Where relevant you should also refer to sector specific guidance, such as Developing and Implementing Travel Plans: A good practice guide for the NHS in London (2004).  

Where your travel plan has been secured through the planning process, summarise the development proposals here (e.g. nature of development, scale etc). 

Note: Appendix 6 and Appendix 7 of Best Practice for Workplace Travel Planning for New Development (2007) can provide a summary of guidance documents relevant to the specific land use of your organisation. 

1.2.3 The travel plan will cover: 

Delete or add to these bullet points, as appropriate, to provide a summary of the scope of your Travel Plan.

· Commuting to/from our site; 

· Travel during the course of our business; 

· Travel to our site by visitors; 

· Travel to our site by patients; 

· Travel to our site by suppliers. 

1.2.4 This document provides an overview of the current situation and transport arrangements at our site. It also sets out measures which we will be introducing in order to meet our travel plan objectives.  

1.2.5 This document will be regularly reviewed, reflecting that a travel plan is a continuous process for improvement, requiring monitoring and revision to ensure it remains relevant to our organisation and those using the site.  The document will next be revised specify when. 

[Note, this is most likely to be after a 5 year timeframe. Similarly, an Annual Monitoring Report is likely to be required for all travel plans and it should be mentioned here that this will be submitted] 

1.3 Policy

1.3.1 Travel plans have become an important tool for the delivery of national, regional and local transport policy and commonly play an integral aspect within the planning process, fulfilling a role in encouraging more sustainable development. As a result, travel plans are required in association with all significant planning applications and information on the planning policy context is given in Appendix 1. Nevertheless, a new development and the transport obligations which are associated with it (to make it acceptable) are not the only motivation for introducing a travel plan.  

1.3.2 Travel plans form an important component within the travel demand management strand of Transport for London’s strategy for securing sustainable and continued economic growth for the capital. Other strategies include infrastructure expansion and better use of existing infrastructure.  Further information about TfL’s vision and travel demand management strategies, including workplace travel plans, can be found in the publication Transport 2025 (November 2006). 

2. Existing travel situation 

2.1 Introduction 

2.1.1 This chapter provides an overview of our organisation and the current travel and transport situation at our site. It is based upon the findings of a thorough site assessment and baseline travel surveys. 

Note: If you are already undertaking any travel related initiatives or provide any facilities to assist sustainable travel, then you can provide information about them within this chapter. Within the subsequent sections, prompts are given about aspects of your organisation, site and current practices that you should write about if and where there are applicable to you. You will need to use your judgement to determine what is relevant to you and what is not. 

2.2 Our organisation and activities at this site

This section is for a summary of information about your organisation and your operation on this site. 
For example: 
· What business/activities you undertake;
· How many staff you employ on this site;
· Your hours of operation;  and so forth. 
Organisation Name: 
What is business activity:  

If business activity is education, NHS, health, leisure centre/attraction or retail, then please provide a short summary of relevant information here. For example, number of pupils/visitors/customers per annum. 

Indicate how this site fits into your overall company structure (e.g. is this the only site operated by your organisation, is at a HQ or a regional office? Etc). The prompts below should help in providing this information. 

Is this the HQ of the organisation: . 

Is this a regional site for the organisation: .  

Indicate the scale of operation at this site, the number of individuals employed here and your hours of operation. The prompts below should help to give you an idea of what to write. 

What is the scale of operation.  

Total Number of Individuals employed on site.  

Operation Hours of Organisation.  

‘Core’ operational hours.  

Number of Full time employees.  

Number of part time employees.  

Number of shift-working employees.  

Approximately how many visitors does the site attract?  

2.3 Site location

Provide a brief description of where you site is located with reference to whether it is in inner or outer London, is on a business park, is in a town centre, etc. 

Is site on Business Park: . 

Name of business park.  

Number of organisations on the site.  

Is site shared with other organisations: . 

Are access and parking shared?: . 

If possible, it would be beneficial to incorporate a site location map here (or as a figure or appendix to the rear of this report). This might show the location of your site relative to the closest bus stops, the nearest underground station, cycle routes, main roads and other transport facilities, as applicable. 

2.4 Site assessment 

Notes: 

This section deals solely with the existing situation. Generally: 

· Travel arrangements currently in place should be discussed here (and then possibly referred back to in the measures chapter(s) where you will alter your arrangements as a way of helping to meet your travel plan objectives); 

· Things that you intend to do, but which you have not yet done should be included in the measures chapter(s) rather than discussed here.  
You should use your judgement to decide where it is useful to highlight facilities that are not currently available (where they can feed into your later discussion of measures) and where it would be better to remove sub-sections which are irrelevant to your site. 

Site Access 

2.4.2 Our site can be accessed from…

Names of Roads Accessing the Site.  

Please give brief description of the different entrances and who can use them (e.g. Vehicles, cycles, pedestrian access only etc). 

Car use 

Car Parking
Discuss your arrangements for car parking in this section. For example, do you provide parking on your site, is this for the sole use of your employees or shared. How is the parking managed (either by yourself or by the organisation responsible for the car parking)? Some prompts are given below to make it easier to complete this section. 

2.4.3 We… 

Does the organisation have a car park for its own use: . 

Is this leased or owned.   

2.4.4 There are… 

How many spaces in total are there for the organisation.  

2.4.5 Table 2.1 shows the current availability of parking spaces at our site for different categories of user.  

Delete or add rows/columns and complete table as appropriate.

2.4.6 The… 

Discuss allocation of spaces between different users and reasoning.  

Table 2.1:
Current availability of parking for our site

	Spaces for
	Number of spaces 
	Charges
	Comments

	Employees
	  
	Describe
	Note if these are in a particular location/ area/ car park. Are there any restrictions on the use of  these?

	Senior Staff
	  
	Describe
	Note if these are in a particular location/ area/ car park. Are there any restrictions on the use of  these?

	Disabled 
	
	Describe (e.g. no charge)
	Where are these located? E.g. close to entrances, under cover. Are there any restrictions on their use?

	Patients 
	
	Describe (you can use bullets to show tiered charges, if necessary)
	Note if these are in a particular location/ area/ car park. Are there any restrictions on the use of  these?

	Visitors 
	
	Describe (can use bullets to cover tiered charges if necessary)
	Note if these are in a particular location/ area/ car park. Are there any restrictions on the use of  these?

	Essential users 
	
	Describe
	How are ‘essential car users’ designated? Are there any restrictions on the use of spaces for disabled users?

	Car sharers 
	
	Describe
	Where are these located? E.g. close to entrances, under cover. Are there any physical management measures/ organisational restrictions on the use of these spaces?

	Pool cars
	
	Describe (e.g. no charge)
	Where are these located? E.g. close to entrances, under cover. Are there any restrictions on the use of these?

	Fleet cars
	
	Describe
	Where are these located? E.g. close to entrances, under cover.

	HGV’s 
	
	Describe
	Where are these located? Which entrance(s) can they be accessed from. 

	Other – Enter (e.g. Park & ride/ short stay).  
	
	Describe (e.g. no charge)
	Where are these located? E.g. close to entrances, under cover.

	Total:
	
	N/a
	N/a

	Additional drop off/ pick up spaces
	 
	Describe (e.g. free to use)
	Are there any restrictions for these?


Note: restrictions might perhaps include a limited waiting time, or that only shift staff can use the spaces between certain hours, that there are no restrictions, or whatever. 

2.4.7 Spaces are managed… 

Are the parking spaces managed.  

If y: 

Is this: 

Needs based?  

Free for all?   

According to grade?  

Allocated space?  

Indicate basis, e.g. First come first served, permit for allocated spaces, permits for license to hunt etc. 

Where necessary also add details in paragraphs here to clarify the table contents.  E.g. what is your Essential Car User classification/ policy/ definition? 

2.4.8 There is … 

Does the organisation charge for car parking? . 

Indicate who is charged (e.g. Staff?/ Subset of staff? Visitors? Patients?)

Y- What are the charges? 

Enter charges into the table above. Indicate here how charging is operated (e.g. pay and display, deductions from salary, pay on foot, attendant, other)?
2.4.9 Enforcement is … 

Is there a parking enforcement mechanism. . 
Is there a barrier/security at the entrance to the car park? . 

2.4.10 Our car parking areas are… 

Discuss quality etc. 

Are car parking areas well signed: . 

Please describe. 

Are car parks well lit and secure? E.g. CCTV. 

2.4.11 There…

Is there anything about the car parking arrangements on this site which has not been covered in this section? . 

If yes, include in template: 

Briefly describe.  

Has the organisation got a car sharing scheme? 

If yes, include section on car sharing below into template: 

Car Sharing 

2.4.12 We currently operate a car sharing scheme at this site. 

Y – Is it formal/informal? 

How does it operate? 

Is a guaranteed ride home provided as part of the scheme? 

2.4.13 As shown in Table 2.1  spaces are designated for the use of car sharers. 

Briefly describe where these are located and how their use is managed (if at all). 

2.4.14 At present… 

How many staff currently car share.  

Has the organisation membership of a car club  

If yes, then include section on car club below. 
Car Club

2.4.15 We… 

Y – How does it operate? 

How many members?  

Does the company have any fleet vehicles which use this site?  

If yes, include section on fleet vehicles below: 

Fleet vehicles  

2.4.16 We…

How many?  

Approximately how many miles an annum do these vehicles travel?  

Does the company have an environmental purchase policy for these vehicles?  

If yes, include in template: 

Briefly describe.  

Does the organisation run alternative fuel/fuel technology vehicles?  

If yes: 

How many and of what type(s)? 

Indicate number of fleet vehicles (refer to Table 2.1). Indicate breakdown of type, size etc.  Indicate if there is any environmental purchase policy (e.g. on the basis of fuel efficiency/ fuel type) If so, briefly summarise the policy and indicate outcome (e.g. number of vehicles of different fuel types/ efficiency ratings etc). Indicate if your organisation has a fleet travel plan. Similarly note if you run any schemes to encourage efficient driving/ to provide training on efficient driving. 

Issues 

2.4.17 We currently experience… 

Problems/no problems of:  

Describe any problems here, or indicate that there are no specific problems at present. Indicate if you anticipate any future problems (e.g. due to an increase in the number of staff, or of activities on the site).  

Does the site experience traffic congestion/access problems on external roads?  

If yes, include in template: 

Is this a key motivation for the travel plan?

Does the demand for car parking exceed capacity? . 
If yes: 
Is this occasionally, frequently, constantly?  

Y – please explain nature of issue and roads affected.  

Is overspill parking observed in surrounding roads?  

Y – please explain nature of issue and roads affected.  

If yes, include in template: 

Is this a key motivation for the travel plan?

Cycling 

Is the site accessible by external cycle routes/lanes?  

Are their cycle routes/lanes on the site?  

It is recommended that you include information here on accessibility by cycle (e.g. population/ built up area within relevant cycling distance threshold(s) of your site) and append relevant mapping/ graphics to the rear of this document as a figure or within an appendix. Your Borough Travel Plan Officer, Sub-regional travel plan coordinator or a TfL Workplace Travel Plan Relationship Manager may be able to advise you about this. 

Is there cycle parking?   

If yes 

How many are provided in total?  

If yes 

How many are Sheffield stands?   

If yes 

Where are cycle racks located? (Brief description of locations)  

If yes 

Are the cycle racks: 

Covered?  

Secure?  

Lit?  

Overlooked by CCTV?  

Near building entrance(s)?  

Is a cycle loan/tax free scheme available to employees?  

If yes: 

Please provide details.  

Provide a brief summary/reference only – details can always be appended if this is considered necessary. 

Are discounted cycles and accessories available to employees?   
If yes: 
Please provide details.   
Provide a brief summary/reference only – details can always be appended if this is considered necessary. 

Motorcycling 

Is dedicated motorcycle parking available?  

Where is motorcycle parking provided?  

How many parking spaces are available for motorcycles? (If nil, please enter 0).   

If >0:  

Are motorcycle parking spaces: 

Conveniently near building entrance(s)?  

Secure?  

Covered? 

Lit?  

Overlooked by CCTV?  

Pedestrian access

It is recommended that you include information here on accessibility on foot (e.g. population/ built up area within relevant walking distance threshold(s) of your site) and append relevant mapping/ graphics to the rear of this document as figures or appendices. This is particularly applicable to Travel Plans which have been produced as a result of a planning requirement and it is likely that such information/mapping has been compiled/produced as part of the Transport Assessment for the development. Your Borough Travel Plan Officer, Sub-regional Travel Plan Coordinator or a TfL Workplace Travel Plan Relationship Manager may be able to advise you about this.

Are there footpaths on the site for which the site occupier is responsible?  

If yes: 

Are they: 

Lit?  

In a good state of repair? 

Overhung by vegetation?  

Overlooked by CCTV?  

Do these footpaths have safe road crossing points with dropped kerbs and tactile pavements?   

Are there any access difficulties for pedestrians?  

If yes: 

Please provide details  
Do pedestrians have a safe convenient and attractive welcoming environment?   
If no: 

Please outline shortcomings.   

Supporting facilities

In this section you should highlight any lockers, showers or storage facilities that are available on your site. 

Are lockers and/or storage facilities available to staff who cycle or walk or motorcycle to work?  

If yes, enter in template:

How many lockers?  

If >0: 

Are these large enough for the storage of motorcycle equipment?  

Please describe any other form of storage available,    

Are there any rules or restrictions as to who or which group(s) of staff can use the lockers/storage areas?  

If yes: 

Please describe:   

E.g. cyclists only? Pedestrians, cyclists and motorcyclists? Just one staff group based on grade or job role?  
Are showers provided on your site for staff who cycle or walk or motorcycle to work?   

If yes: 

Number male/female/shared? 

Male:  

Female:  

Shared:  

Are there any rules or restrictions as to who or which group(s) of staff can use these?  

If yes: 

Please describe.  

Are laundry/drying facilities provided?  

Public transport access 

It is recommended that you first include a short introductory paragraph indicating which public transport modes can be used to reach your site (e.g. as covered by the sub sections below). 

It is then recommended that you include information here on accessibility of your site by public transport (e.g. population/ built up area within relevant public transport travel time of your site – to include all aspects of the journey such as walking, waiting and on-board time) and append relevant mapping/ graphics to the rear of this document as figures or appendices. Your Borough Travel Plan Officer or Sub Regional Travel Plan Coordinator or TfL Workplace Travel plan Relationship Manager may be able to assist you. 

Is there a season ticket loan/oyster card scheme available to staff?   

If yes: 

Please provide details.   

Provide a brief summary/reference only – details can always be appended if this is considered necessary. 

Is there a bus stop near the site?   

If yes to include bus section below in template: 

Bus
2.4.18 Table 2.2 summarises the availability of bus services within 400m of our site. 

Table 2.2:
Bus stops within 400m

	Location 
	Number of stops
	Services which call here 
	Description of stop
	Key destinations

	
	
	
	
	 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


These prompts should help you to complete the table: 

List the number of bus stops within 400m of the site?  

Which services currently serve these stops?  
Are there any shelters?  

Are they clean?   

Are they well lit?   

Is there timetables/live travel information?  

Are there seats?   

Is there an underground station near the site?  

If yes include underground section below: 

Underground
List the number of underground stations within 400m of the site entrance(s).  
Which lines serve these stations?  
2.4.19 The closest underground station to our site is…  

Which is located on the … line(s)… 

2.4.20 It can be reached by… 

Discuss walking distance/ time to the nearest station (if applicable) and/or whether it can be reached by bus, cycle route etc. It is recommended that you also give some qualitative description of links to the underground station. 

Indicate any other stations within 400m of the site and which lines they are located on. 
You might also want to mention any other underground stations that can easily be reached (e.g. by frequent bus service, referring back to the section on bus). 
Is there a surface rail station near to the site?   

If yes to Q156, include surface rail section below: 

Surface Rail 
List the surface rail stations within 800m of the site.   

Which train operating companies currently serve these stations?    
Briefly describe closest and, if applicable, other available surface rail stations. Note key destinations which can be reached on the relevant rail line(s) from these stations. 
Is there a tram stop near the site?   

If yes, include tram section below: 

Tram
List the number of trans stops within 400m of the site.   

Which tram services currently serve these tram stops?  
Are there any shelters?  

Are they clean?   

Are they well lit?   

Is there timetables/live travel information?  

Are there seats?   

Is there a Docklands Light Railway (DLR) stop near the site?  

If yes, include section on DLR Below: 

Docklands Light Railway (DLR)
Provide brief description of available services/ frequencies/ key destinations etc. 

List the DLR stops within 400m of the site entrance(s).  

Are there any park and ride facilities which could be used to access the site?     

If yes, include park and ride section below: 

Park and Ride 
Provide brief description of available services/ frequencies/ key destinations etc. 

Are private buses/minibuses provided for staff?  

If yes, include private bus/minibus section below: 

Private bus/minibus

Please provide details, including timetables, pick up points, condition of carriage and contract details.    

Arrangements for business travel

Is there a policy for business travel?  

If yes, include in template: 

Briefly describe.  

By Car

Please indicate, generally, how common car use is for business travel and whether employees are required (as a result of formal policy or informal expectation) to use their own vehicles for business travel. Alternatively, whether they are provided company cars to undertake business journeys. Some prompts are included below about arrangements for business travel by car, which might help you to complete this sub section. 

Is there a policy stipulating car use during the course of work?  

If yes, include in template: 

Briefly describe.  

Are any members of staff required to have access to a car during the working day?  

If yes,

How Many?   

Does the organisation provide company cars for its employees at this site.  

If yes,

How many?  

Approximately how many miles an annum do these vehicles travel?  

Is there a policy for company car use?  

If yes, include in template: 

Who is entitled to a company car? What vehicle choice? Is there a cash alternative?  





By Cycle 

Please describe any arrangements relating to business travel by cycle in this section. Some prompts are given below. 

Are cyclists able to claim mileage as a business expense?  

If yes,

What is the mileage allowance?  

Are pool cycles available for staff?  

If yes,

How many are provided?  

If yes,

Is cycle training provided?   

If yes,

Are the cycles maintained; if so, by whom and how frequently?    

By motorcycle 

Please describe any arrangements relating to business travel by motorcycle in this section. Some prompts are given below. 

Are motorcyclists able to claim business mileage as a business expense?  

If yes,

What is the mileage allowance?  

Reducing the need to travel during the course of business

Does the organisation adopt ‘smart’ working practices?

Teleconferencing?   

If yes,

Briefly describe:  

Audioconferencing?   

If yes,

Briefly describe:  

Hot-desking?   

If yes,

Briefly describe:  

Deliveries

Where relevant discuss arrangements for deliveries to the site within this section. 
How many deliveries arrive at the site each week?  

What arrangements existing for delivery vehicles to enter the site?  

Is there a separate entry for delivery vehicles?  

If yes, include in template: 

Briefly describe (referring back to previous response on accesses where relevant).  

Reducing the need to travel to work

If applicable, highlight any arrangements which help to reduce the need for your staff to travel (or travel as far) to work. Some prompts are given below that might help with what you might include here. 

Is there a policy to try and recruit locally?  

If Yes,

A policy to recruit from areas accessible by non-car modes?  

If a relocation policy exists, does it favour employees choosing to relocate closer to the workplace?  

Does the organisation adopt ‘smart’ working practices? 

Flexitime?   

If yes,

Briefly describe:  

Teleworking?  

If yes,

Briefly describe:  

Compressed working week?  

If yes,

Briefly describe:  

Home working?  

If yes,

Briefly describe:  

Travel during the day

Indicate here the situation at your site in terms of the need to travel during the course of the day (e.g. to the shop or to run errands at lunch time). Particularly, you might want to indicate typical staff behaviour in this respect and/or whether the proximity or provision of certain facilities reduce the need to travel. 

Are services available on the site? (e.g. dry cleaning, bank, post office, sandwich delivery etc)  

If yes,

Briefly describe:  

Travel information/ planning 

For employees 
Is appropriate travel information available for the site?  

Is information available from the travel plan co-ordinator?  

Is (or previously was) personalised travel planning available for staff?  

If yes,

Free text description.  

Is a site-specific travel guide available for this site?  

Is information available on the organisation’s internet site?  

Is information available on the organisation’s intranet site?  

Other?  

For new recruits
How many new recruits start at the organisation every year? (approximately)  

Is information about travelling to site sent with the invitation to interview?  

What information is made available to them about how to travel to and from the site?  

Is travelling to the place of work/business travel discussed as part of the interview?  

Is an induction pack provided for new staff?  

Is travel to work/for work highlighted or provided?  

For visitors
Is travel and access information provided to visitors?  

What information is provided?  

2.5 Staff travel surveys 

2.5.1 A staff travel survey was undertaken for our employees in Enter dates – E.g. Month and year. A hard copy of the questionnaire used can be found in Appendix 2. 

Response Rate calculated from survey results/ audit: 

Indicate response rate to the survey here. 
2.5.2 A summary of the travel survey findings can be found in Appendix 3. Key findings are set out below. 

[Append survey summary report to the rear of the TP].

How Staff Travel to work

2.5.3 When asked about ways of travelling to work, staff were asked to record each ‘leg’ of their journey. This has given us a good insight into the proportion of staff who travel by car and by sustainable means respectively for part or the whole of their journey to work. 

2.5.4 The survey showed that approximately 0% of staff travel by car for part of their journey and that approximately 0% do so in a car alone. 

2.5.5 The main types of transport used by staff to reach our site have been calculated from our survey results and are shown in Chart 2.1. These correspond to the mode which each staff member uses for the longest amount of time during their journey to work. 


[image: image1.wmf]Main Mode of Travel

Other Mode, 0, 

1%

Underground 

(Tube), 0, 1%

Bicycle, 0, 1%

Foot (Walk), 0, 

1%

Car Share (as 

Driver), 0, 1%

Motorcycle, 0, 1%

Bike/Rail, 0, 1%

Tram, 0, 1%

Car Share (as 

Passenger), 0, 

1%

Car (Driver - 

Alone), 0, 1%

Bus, 0, 1%

Train, 0, 1%

Foot (Walk)

Bicycle

Underground (Tube)

Train

Bike/Rail

Bus

Tram

Car Share (as Driver)

Car Share (as Passenger)

Car (Driver - Alone)

Motorcycle

Other Mode


Chart 2.1:
Main modes of travel to work

2.5.6 The results show that… 

Complete with a few key findings, as appropriate.

Comment on the findings, whether levels of car use/sustainable travel are high/low. You might want to comment on how they compare to national and Borough averages. Where possible, comment on what the findings show about possible scope for shift to various modes. 

Why staff travel in this way 

2.5.7 Reasons for travelling by different modes can be useful in informing travel plan measures so we asked staff about their primary reason for using the type of transport that they travel using for the longest amount of time during their journey to work. A comprehensive summary of their responses can be found in Appendix 3 and particular points to note by mode are summarised below. Charts 2.2 show a summary of responses. 
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Charts 2.2:
Reasons for using their main modes of travel

Use common sense to delete bullets which are unnecessary due to a low or no response. 
2.5.8 From Charts 2.2 it can be seen that the following reasons are highlighted by staff for using their main mode of travel: 

· Reasons for working from home: Highlight/ discuss a few key findings, as appropriate.
· Reasons for walking: Highlight/ discuss a few key findings, as appropriate. 
· Reasons for cycling: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for travelling by car alone:  Highlight/ discuss a few key findings, as appropriate. 
· Reasons for riding a scooter: Highlight/ discuss a few key findings, as appropriate. 
· Reasons for travelling by car with others: Highlight/ discuss a few key findings, as appropriate.

· Reasons for using the underground: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using the bus: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using the train: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using the DLR: Highlight/ discuss a few key findings, as appropriate

· Reasons for using the tram: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using park and ride: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using a taxi: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using the riverboat: Highlight/ discuss a few key findings, as appropriate. 

· Reasons for using a motorcycle or scooter: Highlight/ discuss a few key findings, as appropriate. 

Note – you may need to undertake some manual analysis of ‘other’ answers, particularly where these are common. Issues raised might include the need carry work or bulky equipment, in which case you should highlight that this was a common ‘other’ response and then might like to explore measures (use of technology or changes in organisational arrangements) that could remove this barrier. 
You may also wish to make comparisons between modes. 
2.5.9 0.0% of respondents have a disability which affects their travel options and 0.0% are part of the blue badge scheme. 

Where staff live

2.5.10 From the staff survey results, travel to work distances have been calculated. Chart 2.3 summarises the distances travelled to work by our staff.  

	Insert Pie chart showing distances travelled to work, broken down into appropriate bands. For example 0- 1mile; 1.1 – 2 miles; 2.1 to 5 miles; 5.1 to 10 miles; 10.1 – 30 miles; 30.1+ miles,  or similar.


Chart 2.3:
Distances travelled by staff to this site

It is strongly recommended that you include a postcode plot of where your staff live as a figure or appendix attached to this report and then discuss what it shows here. This can help to explore the catchment of your site and available travel options, as well as assist in identifying appropriate targets. A tool is available within i-TRACE extra to assist you with this. 

Peak arrival and departure times

2.5.11 The survey asked our staff about their normal times of arrival and departure from this site. We found that the peak staff arrival time is likely to be between [/svy_arrvtimes_IN/] and [/svy_arrvtimes_OUT/].  The peak departure time is likely to be between [/svy_deptimes_IN/] and [/svy_deptimes_OUT/].

Car parking 

2.5.12 Chart 2.4 indicates where our staff park when they commute to work by car. It shows that… 
Complete with a few key findings, as appropriate.
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Chart 2.4:
Where staff park

How best to support public transport use? 

2.5.13 We asked staff about what improvements they would most like to ideally see at our site or in the surrounding area to facilitate increased use of public transport. Staff were asked to rank different types of improvement on a scale of 1 to 4, with 1 indicating what they would most like to see. Chart 2.5 summarises the improvements which were ranked as the most important for encouraging public transport use. 
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Chart 2.5:
Preferred measures for encouraging commuting by public transport

Discuss what the chart shows here. Indicate which modes there is most support for improvements to and preferred improvements for each mode.  Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’). 

2.5.14 Chart 2.6 shows the number of respondents who favoured each measure, regardless of whether they ranked it as their top or bottom choice. 
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Chart 2.6:
Supported measures for encouraging commuting by public transport. 


Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’).
How best to support active travel? 

2.5.15 Similarly, we asked staff about what improvements they would most like to see at our site or in the surrounding area to facilitate walking or cycling. Chart 2.7 illustrates the improvements which were preferred for encouraging walking. Chart 2.8 shows those favoured to encourage cycling. 
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Chart 2.7:
Preferred measures for encouraging walking 

Discuss what the chart shows here. Indicate which improvements are favoured and overall level of support.  Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’). 

Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. 
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Chart 2.8:
Preferred measures for encouraging cycling 

Discuss what the chart shows here. Indicate which improvements are favoured and overall level of support.  Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’). 

Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. 

Supporting the use of other modes? 

2.5.16 Finally, staff were asked about what would most support motorcycling or car sharing to work. Chart 2.9 shows their responses in relation to motorcycling and Chart 2.10 in relation to car sharing. 
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Chart 2.9:
Favoured measures for supporting use of motorcycles

Discuss what the chart shows here. Indicate which improvements are favoured and overall level of support.  Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’). 

Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. 
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Chart 2.10:
Favoured measures for supporting car sharing. 

Discuss what the chart shows here. Indicate which improvements are favoured and overall level of support.  Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’). 

Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. 

Relative support for measures to encourage different modes

Summarise what the results presented above show in combination – for example, which modes show the least and the greatest potential for increased use and why. Remember that changes are not always from car to other modes of travel, but might equally occur from one non car mode to another. Your comments and thoughts on the above survey findings will be likely to influence the measures that you include or prioritise within your travel plan. 

Travel in the course of business 

2.5.17 Our survey also explored travel within the course of our organisation’s business. Staff were asked how many days a month they travel for business.  staff report that they never travel for business or generally do so less than once a month. 

2.5.18 Chart 2.3 is a scatter plot showing how often those who travel more frequently than once a month on business ( staff) report doing so. 

2.5.19 The most common response was that staff typically travel on business around  days a month. It can be seen that…  

Complete with a few key findings, as appropriate. 
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Chart 2.11:
Typical frequency of business travel
2.5.20 The locations where our staff most commonly travel in the course of work are as follows: 

· Complete as appropriate

· Complete as appropriate

· Complete as appropriate

· Complete as appropriate

The prompts below might help you to complete these bullet points. 
Where do you usually travel on business? 

Other site your organisation in London –  respondents. 

Other site your organisation in UK –  respondents. 

Other site your organisation outside UK–  respondents. 

Other sites outside your organisation –  respondents. 

Responses will need to be analysed by person completing this document, to identify and then highlight any particular locations where staff commonly travel. For example, if there are high flows/ close linkages with one particular site within the organisation. This might help to show that many business trips can be made by non-car means, or to assist in producing a business case for video-conferencing facilities, or for identifying other measures (e.g. potential use of car share scheme to reduce number of car trips between your organisation’s sites).  

2.5.21 Chart 2.12 shows the usual main mode of travel used by our staff to undertake journeys in the course of work. 
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Chart 2.12:
Usual main modes of travel for business

2.5.22 It can be seen that… 
Complete with a few key findings, as appropriate.

Scope for a reduction in single occupancy trips

2.5.23 Staff who currently drive on business journeys were asked to indicate what could be done to encourage travel by another, more sustainable mode of transport. They were asked to tick up to four measures that they would support. Their responses are shown in Chart 2.13. 
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Chart 2.13:
What could be done to reduce single occupancy business miles? 


Discuss what the chart shows here. Indicate which improvements are favoured and overall level of support.  You might want to think about the relative scope for trip reduction as opposed to modal shift. Also note the suggested potential for modal shift (e.g. number of staff giving a response rather than saying ‘nothing would encourage me’ or ‘my role is designated as car user’). There is some overlap with subsequent questions, so it might be necessary to make further comments below (e.g. with regard to videoconferencing). 

Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. 

2.5.24 More specifically, staff were asked about whether they currently use certain ‘smarter’ working practices to reduce the need to travel to work or during the course of business. Their responses are set out in Table 2.3.

Table 2.3:
Current use of and potential for ‘smarter’ working practices

	Staff view
	Practice/ measure

	
	Telephone conferencing
	Video conferencing
	Flexi-working
	Compressed working week
	Home working 

	
	No 
	%
	No 
	%
	No 
	%
	No 
	%
	No 
	%

	Currently do so 
	[/svy_TC_WRKOPT_CUR/]
	[/svy_TC_WRKOPT_CUR_PERCT/]
	[/svy_VC_WRKOPT_CUR/]
	[/svy_VC_WRKOPT_CUR_PERCT/]
	[/svy_FW_WRKOPT_CUR/]
	[/svy_FW_WRKOPT_CUR_PERCT/]
	[/svy_CW_WRKOPT_CUR/]
	[/svy_CW_WRKOPT_CUR_PERCT/]
	[/svy_HW_WRKOPT_CUR/]
	[/svy_HW_WRKOPT_CUR_PERCT/]

	Very realistic
	[/svy_TC_WRKOPT_VREAL/]
	[/svy_TC_WRKOPT_VREAL_PERCT/]
	[/svy_VC_WRKOPT_VREAL/]
	[/svy_VC_WRKOPT_VREAL_PERCT/]
	[/svy_FW_WRKOPT_VREAL/]
	[/svy_FW_WRKOPT_VREAL_PERCT/]
	[/svy_CW_WRKOPT_VREAL/]
	[/svy_CW_WRKOPT_VREAL_PERCT/]
	[/svy_HW_WRKOPT_VREAL/]
	[/svy_HW_WRKOPT_VREAL_PERCT/]

	Possibly realistic
	[/svy_TC_WRKOPT_PREAL/]
	[/svy_TC_WRKOPT_PREAL_PERCT/]
	[/svy_VC_WRKOPT_PREAL/]
	[/svy_VC_WRKOPT_PREAL_PERCT/]
	[/svy_FW_WRKOPT_PREAL/]
	[/svy_FW_WRKOPT_PREAL_PERCT/]
	[/svy_CW_WRKOPT_PREAL/]
	[/svy_CW_WRKOPT_PREAL_PERCT/]
	[/svy_HW_WRKOPT_PREAL/]
	[/svy_HW_WRKOPT_PREAL_PERCT/]

	Not realistic
	[/svy_TC_WRKOPT_NREAL/]
	[/svy_TC_WRKOPT_NREAL_PERCT/]
	[/svy_VC_WRKOPT_NREAL/]
	[/svy_VC_WRKOPT_NREAL_PERCT/]
	[/svy_FW_WRKOPT_NREAL/]
	[/svy_FW_WRKOPT_NREAL_PERCT/]
	[/svy_CW_WRKOPT_NREAL/]
	[/svy_CW_WRKOPT_NREAL_PERCT/]
	[/svy_HW_WRKOPT_NREAL/]
	[/svy_HW_WRKOPT_NREAL_PERCT/]


2.5.25 Question 15 of the staff survey also asked specifically about home working. Staff were asked about how interested they would be in doing so, should the opportunity be offered to them. Responses were as follows: 

· Very likely to want to work from home: [/svy_WRKHOM_VLIKE_PERCT/].

· Likely to want to work from home: [/svy_WRKHOM_LIKE_PERCT/].
· Not likely to want to work from home: [/svy_WRKHOM_NLIKE_PERCT/].
· Not appropriate for my job: [/svy_WRKHOM_NAPPR_PERCT/].
Discuss what the table and response to Q15 show here, referring back to the previous chart where necessary. Indicate the level of support and scope for the different smarter working practices, with particular reference to findings about home working, looking at both the table and response to Q15. This will give you some idea as to whether the smarter measures are worth exploring further as measures and also perhaps of their possible scope of influence and of staff support. 

If you consider that home working or other flexible practices are not appropriate or viable for your organisation, it would be appropriate to discuss and justify why this is the case here. 

Car based trips during the working day

2.5.26 Finally, we asked staff about whether they use their car for non-work purposes during the working day. This question only applied to those who arrive at or near to the site by car. 0 staff said that they do use their car for such purposes during the day. 

2.5.27 Staff were then asked about which facilities they would use during the day, if they were available at or near the site. The implication is that this might reduce the need for car travel during the day. Responses are shown in Chart 2.14. 
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Chart 2.14:
Facilities which would be used if they were available at or near the site. 

Discuss what the chart shows here. Indicate which facilities/ services staff say they would use. You might want to think about the support for each and potential for it to be explored further as a measure. 

Note: intention questions like this do not necessarily offer a true indicator of future behaviour. It is easy for staff to say that they would use a facility but in practice they may not once it has been provided. Nevertheless, the survey responses give some indication of level of support for and popularity of different facilities.  

Again, you would benefit from manually analysing and commenting on the ‘other’ responses given to this question. 

2.6 Visitor/patient/student/customer travel surveys 

If you intend to undertake non-staff site user travel surveys in the future, but have not yet done so, please provide information here about your proposals (e.g. when and how you will survey). 

If you have already undertaken a survey of site users (e.g. visitor, patient, customer and/or student travel survey(s)) then please provide a summary of results in this section.  You should incorporate tables, charts and graphics to illustrate your findings and we recommend that you also provide a more detailed breakdown or summary of results in an appendix. 

You can add further additional sub section(s) if you have more than one type of additional user. 

If this section is not applicable to your site because the number of non-staff users is low, then please delete this sub section. 

3. Objectives, Targets and Indicators

You will need to think carefully about what you intend to achieve through your travel plan in order to complete this chapter. 

Advice on identifying travel plan objectives, targets and indicators can be found in Sections 4.1 – 4.3 of the transportenergy Best Practice Guidance A Travel Plan Resource Pack for Employers (2002). 

Guidance is also provided in other documents. In particular, see Appendix 5 of Best Practice for Workplace Travel Planning for New Development (2007) for advice on Objectives, Targets and Indicators. 

Travel plan guidance is available for specific sectors (e.g. NHS) that can help in the identification of appropriate objectives, targets and indicators. See Appendix 6 and Appendix 7 of Best Practice for Workplace Travel Planning for New Development (2007) for relevant guidance documents to your land use/ sector. 

Best Practice for Workplace Travel Planning for New Development (2007) indicates that a key objective for Travel Plans is to promote sustainable travel, with emphasis on reducing reliance on single occupancy car journeys. It also suggests a number of other possible objectives that might be applicable to you (see Chapter 1 of the guidance). 
3.1 Introduction 

3.1.1 The sections below articulate the overarching objectives for our travel plan, as well as targets which we will seek to meet over the short and medium term. It includes indicators through which we will measure progress towards meeting our targets. Further information on monitoring and review of the travel plan can be found in Chapter enter chapter number here. 

3.1.2 Objectives are the high-level aims of our travel plan. They give it direction and provide a focus. 

3.1.3 Targets are the measurable goals by which we will assess our progress. We have set targets which we will seek to reach within the period covered by the current travel plan. In addition, we have set interim targets. 

3.1.4 Indicators are the elements which will be measured in order to assess progress towards meeting the final and interim targets. 

3.1.5 Our objectives, targets and indicators are set out below. 

3.2 Objectives

3.2.1 Our objectives are: 

1. List objectives 

2. List objectives 

3. List objectives etc. 

Typically travel plans have around 5 to 10 objectives, but you can list as many or as few as you like. We suggest that you consult some of the useful resources above for ideas about typical objectives, from which you can identify those most applicable to your site/organisation. 

3.3 Targets and indicators

3.3.1 Our targets and indicators are set out in Table 3.1. 
           Table 3.1: Our targets and indicators 

	No
	Target
	Comment/ Objective
	Indicator
	Baseline Value 
	Target Value(s)
	% change
	Measured by 
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Guidance notes and some examples are given on the next page. 

Notes: 

· Add or delete rows to the table as necessary.  

· You can delete the first column if you do not want to label or number your targets. 

· Targets should establish clear commitments. 

· They should be SMART. i.e. specific, measurable, achievable, realistic and time-bound. 

· ‘Action type’ and ‘Aim-type’ targets can be included. 

· Further information on targets is given in Best Practice for Workplace Travel Planning for New Development (2007). In particular, see Appendix 5. 

· Further examples of targets can be found in various guidance document and your Borough Travel Plan Officer, TfL Workplace Travel Plan Relationship Manager or Sub-regional travel plan coordinator can help you with this. 

Aim type targets relate to the ‘outcomes’ of your travel plan (e.g. what is achieved through the implementation of measures/ initiatives, either individually or overall). As examples, aim type targets might perhaps relate to:  

· A percentage reduction in staff using solo occupancy car as their main mode of work by a certain date, as compared to your baseline staff survey. 

· A percentage increase in staff using active modes of travel for a certain proportion of their journey, or for a certain number of staff to sign up to your travel survey by a certain date. 

You should use the third column of the targets and indicators table to note why you have chosen this target. You might also highlight here which of the specific objective(s) it will help to assess progress towards. E.g. a percentage increase in active travel might be linked back to an objective about the health/ well-being/ productivity of your employees. 

Action type targets relate to something you will do by a certain date. Generally, action type targets would relate to key actions proposed for your travel plan development or implementation.  Indeed, they might be taken from your action plan. As examples, action type targets might include:

· to appoint/ identify a travel plan coordinator by a certain date; 

· to install a certain number of cycle stands by a certain date. 

When setting targets and indicators you should be thinking about how progress towards them will be practically measured/ monitored. You can provide more information on monitoring in the relevant chapter later in this report.  Nevertheless, the final column of your table will give some idea about how you propose to monitor progress. It might say: “staff survey” or “visitor survey” or “records from the car share database” (e.g. if the target relates to a certain number of staff signing up to the scheme) etc.  

4. Travel Plan Strategy 

4.1 Introduction 

A travel plan strategy that sets out clearly the stages by which the travel plan will be developed and implemented is very important.  Elements of a travel plan strategy usually relate to:

· Securing the resources (including time) that are necessary to develop and implement the travel plan; 

· Consulting and educating staff; and 

· Identifying and engaging with partners. 

4.1.2 Our strategy is set out within the remainder of this chapter. It discusses how our plan will be managed and marketed, as well as who our key partners will be.  

See Table Appendix 5.1 of Best Practice for Workplace Travel Planning for New Development (2007) which presents a typical travel plan strategy. 

You should have already undertaken some elements of the strategy and can clarify this below where this is the case. For example, you might say that your strategy is already well underway and you have appointed a travel plan coordinator, undertaken a site audit and travel survey and have previously introduced travel related measures. Alternatively, you might say that it is just commencing and you have gathered baseline data but still need to allocate resources to the plan and set up a structure to oversee its development. In any case, you should set out firm proposals for achieving this. 

4.2 Managing the plan: roles and responsibilities 

Senior management support 
Write a few sentences indicating the senior management support for your plan. If possible, it is recommended that you add a signed foreword to this document. 

Does the organisation have the support of senior staff/management?   

If yes, insert in template: 

4.2.2 Our travel plan has the support of senior management.  

Discuss this. 

Also, if yes: 

Who is the staff/management champion?  

Insert implementer title

The implementer is the individual tasked with driving the plan forward and acting as a common point of contact for all parties. Travel plans need dedicated staff resources to succeed, which is why identification of this person is important. They are typically called the Travel plan co-ordinator or Sustainable Travel Manager. Information on this is given in Appendix 5 of Best Practice for Workplace Travel Planning for New Development (2007)). 

4.2.3 All travel plans are dependent on a nominated individual being given time and resources for success to occur. The title of implementer is/will be responsible for overseeing and implementing the various measures outlined in this travel plan. 

Is there a travel plan coordinator or a post with specific responsibilities for the on-going development and implementation of the travel plan?  

Is staff time allocated for the travel plan?  
How much?  
If appropriate, how do these fit in with any other responsibilities? 

Insert steering/reference group name

4.2.4 A steering or reference group is also important to the success of a travel plan. It ensures that different stakeholders within (and sometimes beyond) an organisation are represented during the plan’s development and can contribute towards the identification and implementation of strategies that span across many areas of interest. The group allows opportunities for the sharing of knowledge, experience, valuable information and contacts. 

Include two sections if necessary, one for steering group, another for reference group. This will depend on how you have decided to take your plan forward. Information on these two types of group is given in Appendix 5 of Best Practice for Workplace Travel Planning for New Development (2007). It is also recommended that you add additional sections to cover staff working groups if applicable (as suggested below), although this is not essential. 
Is there a steering group for the Travel Plan?  

Even if there is not yet a group set up, include any proposals here. 

4.2.5 Our plan is/will be overseen by… 

Name group. Indicate frequency group meets/ will meet/ has met. 
It is recommended that you append terms of reference for this group. 

Insert name of working group(s) 

4.2.6 NAME OF WORKING GROUP(s) is/are also active in progressing the plan… 

Is there a working group(s) to consult with staff?  

If not, is one proposed? 
4.2.7 The group is/ will be comprised of…  

Briefly summarise for each group who the members will be (e.g. which departments will be represented, will it be open to all staff, or to nominated individuals from different sections of your organisation? Etc). 

4.2.8 The role and purpose of the group(s) are/ will be … 

Briefly summarise for each group. 

Partners and stakeholders 
4.2.9 Travel plans need partnerships for success. Organisations/ developers need to work with a number of partners and internal stakeholders during the implementation process. It is expected that all partners will make an active contribution to the process. The insert title of implementer will be/has been a central figure in establishing partnerships and maintaining links and lines of communication. Our key partners and their roles are discussed below. 

See Chapter 5 and Appendix 5 of Best Practice for Workplace Travel Planning for New Development (2007).
Are stakeholders involved/engaged?  

Discuss below how they are or will be involved/engaged. 

Under sub-headings (which might correspond to the following bullets) briefly summarise who each partner is, how they are or will be involved. 

Likely/ possible partners include: 

· Borough Travel Plan Officer; 

· TfL Workplace Travel Plan Relationship Managers; 

· Sub Regional Travel Plan Coordinator(s). 

· Public transport operator(s); 

· Cycle shop; 

· Other organisations in the same Transport Management Association; 

· Other organisations in the same travel plan forum/ network or group(s). 

4.2.10 Similarly, it is important that travel plans have the support of internal stakeholders, including the staff and other site users who stand to benefit from and be affected by the plan. Stakeholders are often engaged through a steering/reference group or through staff working or focus groups. Key stakeholders for our travel plan are: 

· Staff

· Visitors 

· Patients 

· Customers

· Students/ student council

· Trade union(s)

· Human resources team/department

· Finance team/department 

· Marketing/communications team/department

· Governors

Under sub-headings, or as bullet points (see above), briefly summarise who each stakeholder is (e.g. head of facilities, head of human resources etc), how they are or will be involved. It is recommended that you briefly summarise (within or below your list) how each will be involved/ engaged. For example, through the steering group, through a working group(s), through surveys, through consultation/ the marketing strategy (perhaps refer to marketing section below) etc. Refer back to the steering group section if appropriate (key departmental stakeholders are often engaged through inclusion within the group).

4.3 Marketing

4.3.1 Marketing and awareness raising strategies form an important part of all travel plans. They cover both the involvement/ engagement of staff and awareness raising about travel options and the benefits of more sustainable or efficient travel. 

Note: Travel plans gain vast benefit from a marketing strategy to promote the purpose and content amongst those who are affected by it.  Marketing and education strategies would be a viewed as an essential part of any plan.  Newsletters, posters, exhibitions and events all offer opportunities to promote the initiative. A marketing strategy needs to include a plan with milestones and interest needs to be gained and maintained. It is therefore recommended that you include a table summarising your strategy, timescales and milestones.

4.3.2 Our travel plan will be marketed to:  
[Delete from and/or add to list as appropriate]

· Our management; 

· Our staff; 

· Our visitors; 

· Our patients; 

· Our suppliers; 

· The general public. 

4.3.3 The primary means by which we will market our plan are… 

Include a brief summary of main means of marketing and information dissemination for each of the audiences identified above. You can also note anything you have already done (if applicable).  Methods might include posters, memo’s, emails, special events or a range of others. You should consult travel plan guidance documents for ideas. 

Is information available on the organisation’s internet site?  

Is information available on the organisation’s intranet site?  

Also include information on branding, events and so forth, as appropriate. 
5. Package of Measures for Employees

This chapter needs to be primarily drafted by the person producing this travel plan. Essentially, this chapter should set out what you propose to do to improve the travel situation at your site. It therefore reflects the substantial content of your travel plan. When drafting this section you should use your judgement to delete and/or add sub sections as appropriate. 

Throughout the remainder of this chapter are typical headings and some prompts of measures you might consider and then choose to pursue or exclude. Of course, you might identify additional measures that are not listed or might refer to a full list of site audit questions for a list of ideas. A full list of site audit questions is appended to the user note for this template. 

It is recommended that you state why measures are included, where this is possible (e.g. You will provide additional cycle parking because it was shown to be popular by your staff survey). 

In some cases, you could similarly benefit from providing justification for your reasons for omitting certain measures/ types of measures (e.g. Because they are not feasible or applicable to your workplace or organisation). An example might be in a solely ‘customer focussed’ workplace, where staff presence on the site is always essential and therefore tele-working would not be applicable. 

5.2 Introduction 

5.2.1 The main core of a travel plan its package of measures, which can be comprised of a mixture of different kinds of actions, incentives and infrastructural improvements. Measures might be motivational, for awareness raising or for information provision. They could entail alterations to the way the organisation goes about its business (and to policies which dictate this). Finally, financial incentives or loans to remove barriers to sustainable travel might also feature. 

5.2.2 This chapter sets out the package of measures which we will introduce in order to influence employee travel to/from our site, both for commuting and in the course of our business. Measures we have already introduced were discussed in Chapter 2. 

5.3 Walking

5.3.1 Both cycling and walking are almost always encouraged within a Travel Plan. Walking is the most sustainable methods of travel, has a number of proven health benefits and is an important source of personal freedom. Walking is important for the vast majority of people, including those using public transport or without access to a car. It potentially has an important role to play in journeys to work, particularly for those living within two miles of their workplace. Walking is free and offers predictable journeys. Furthermore, it does not cause negative impacts in the same manner as vehicular travel (e.g. emissions, pollutants, severance etc). As for cycling, walking is a form of active travel, which can offer a range of physical and psychological benefits to the individual.

As above, highlight any measures related to walking/cycling to/from work. Measures might overlap with those for cyclists/motorcyclists, in which case this should be indicated. Some of the possible measures that might be applicable to your site could include: 

· Improvements to footpaths on/to the site (or contributions towards this) – consider aspects of quality (e.g. tactile paving, dropped kerbs, disabled access, CCTV, lighting, vegetation, whether overlooked); 

· Lockers/storage areas (that) can be used by pedestrians; 

· Showers (that) can be used by pedestrians;

· Discounts on footwear/accessories; 

· Marketing (e.g. health benefits)/events. 

Clothing allowance? . 

Equipment allowance . 

5.4 Cycling 

5.4.1 Cycling is cheap, offers reliable journey times and is environmentally friendly. Within the workplace, encouragement of cycling can lead to a healthier, more productive work force. The London Cycling Action Plan incorporates an aim to achieve an 80% increase in cycling by 2010. 

5.4.2 A link has been identified between car growth and obesity, with both trends increasing at a similar rate between 1985 and 2000. Travel Plans can offer substantial health benefits to individuals who are motivated to complete more journeys on foot or by cycle. In turn, employers can benefit through increased productivity and reduced absence through illness. 

5.4.3 Active travel is a means by which people can fit exercise into their busy lives and has been shown to have both physical and psychological benefits, including improved concentration upon arrival at their destination.  The health benefits of cycling outweigh the risk of accidental death whilst cycling by a ratio of 20:1. A Travel Plan can offer benefits through the role of active travel in helping to: prevent diabetes, reduce the risk of colon cancer, prevent high blood pressure, decrease the risk of Coronary Heart Disease, control body weight, and prevent osteoporosis. 

5.4.4 We will be encouraging, supporting and facilitating cycling to our site through the following measures. 

As above, highlight any measures related to cycling to/from work. Some of the possible measures that might be applicable to your site could be: 

· Improvements to on-site and/or offsite cycle routes/lanes; 

· Changes to cycle parking – number; and/or

· Changes to cycle parking – Quality (Sheffield stands to replace other kinds, lighting, cctv, shelter, overlooked, location in relation to entrances);

· Lockers/ storage; 

· Showers; 

· Drying/laundry facilities; 

· Cycle loan/tax free scheme for employees; 

· Discounts on cycle and accessory purchases; 

· Cycle training; 

· Cycle buddy scheme; 

· Cyclist events; 

· Cyclist users group;

· Marketing of cycling (e.g. health aspects). 

You might also plan to expand on existing measures or improve existing facilities. 

Clothing allowance? . 
Equipment allowance . 

5.5 Public transport access

5.5.1 Increased use of public transport is a fundamental aspect of the Government’s sustainable transport strategy and is particularly important in London where we have the greatest levels of provision in the country. The benefits of travelling by public transport can include:

· No need to park. 

· Traffic free routes (with rail or bus priority existing);

· No need to pay the London Congestion charge.

· Being able to relax, read or work (particularly for business travel during the day). 

5.5.2 It is important to recognise that, where possible, walking and cycling are usually favourable to public transport because they have fewer environmental impacts and offer health benefits. Nevertheless, public transport remains important, particularly for journeys to work of more than 5 miles (8km). 

5.5.3 The sections below highlight the measures which we propose to introduce to encourage and support the use of public transport for commuting to our site and for business travel. 

Policies and incentives

Outline any proposals for season ticket loan/oyster card schemes to be continued/ improved/ introduced. Similarly, here, or in the relevant section below, is there/ will there be: 
Free rail/bus season tickets?  

Subsidised rail/bus season tickets?  

Rail/bus season ticket loans?  

Does organisational policy identify general conditions of employment regarding travel to and from work?  
Bus

As above, highlight any measures related to maintaining/improving bus access to the site. Some of the possible measures that might be applicable to your site could be: 

· Improvements to bus services/stop facilities at/for your site (or contributions towards these) – for example, think about quality of stops (lit, CCTV, shelters, seats, timetables/live travel info, cleanliness;

· Specific cost incentives (rail/bus subsidies/loans/taster tickets); 

· Specific marketing initiatives; 

· Improvements to pedestrian linkages to the nearest bus stop(s) (referring back to previous section where necessary). 

Is there an underground station near the site?  

If yes, include underground section below: 

Underground

As above, highlight any measures related to maintaining/improving underground to the site. Some of the possible measures that might be applicable to your site could be: 

· Contributions towards service or station improvements; 

· Specific cost incentives (rail/bus subsidies/loans/taster tickets); 

· Specific marketing; 

· Improved pedestrian linkages to closest underground station(s). 

Is there a surface rail station near to the site?   

If yes, include surface rail section below: 

Surface Rail 

As above, highlight any measures related to maintaining/improving surface rail access to the site. Some of the possible measures that might be applicable to your site could be: 

· Contributions towards service or station improvements; 

· Specific cost incentives (rail/bus subsidies/loans/taster tickets); 

· Specific marketing; 

· Improved pedestrian/cycle linkages to closest surface rail station(s). 

Is there a tram stop near the site?  

If yes, include tram section below: 

Tram

As above, highlight any measures related to maintaining/improving tram access to the site. Some of the possible measures that might be applicable to your site could be: 

· Improvements to tram services/stop facilities at/for your site (or contributions towards these) – for example, think about quality of stops (lit, CCTV, shelters, seats, timetables/live travel info, cleanliness;

· Specific cost incentives (rail/bus subsidies/loans/taster tickets); 

· Specific marketing initiatives; 

· Improvements to pedestrian linkages to the nearest tram stop(s) (referring back to previous section where necessary). 

Is there a Docklands Light Railway (DLR) stop near the site?  

If yes, include section on DLR Below: 

Docklands Light Railway (DLR)
As above, highlight any measures related to maintaining/improving DLR access to the site. Some of the possible measures that might be applicable to your site could be: 

· Improvements to DLR services/station facilities at/for your site (or contributions towards these);

· Specific cost incentives (rail/bus subsidies/loans/taster tickets); 

· Specific marketing initiatives; 

· Improvements to pedestrian linkages to the nearest DLR station(s) (referring back to previous section where necessary). 

Are there any park and ride facilities which could be used to access the site?     

If yes, include park and ride section below: 

Park And Ride 

As above, highlight any measures related to maintaining/improving park and ride access to the site. Some of the possible measures that might be applicable to your site could be: 

· Improvements to park and ride bus services/stop facilities at/for your site (or contributions towards these) – for example, think about quality of stops (lit, CCTV, shelters, seats, timetables/live travel info, cleanliness;

· Specific cost incentives (rail/bus subsidies/loans/taster tickets); 

· Specific marketing initiatives; 

· Improvements to pedestrian linkages to the nearest park and ride bus stop(s) (referring back to previous section where necessary). 

If no: 

Consider: will park and ride be an option for travel to your site in the future? 
Private Bus/Minibus

Are/ will private bus or minibus facilities be provided? If no then delete this section. If yes, then please provide details as known or proposals for working up details. Details include timetables, pick up points, conditions of carriage, contract details. 
5.6 Managing car use 

5.6.1 It is important that car use and parking are managed in association with a travel plan. Sometimes this is necessary to alleviate problems of parking stress on or around a site, perhaps as the result of increased demand arising from a new development proposal. Better management can help to ensure more efficient and equitable use of spaces, particularly since parking is usually a subsidised resource (the provision and maintenance costs of which are often not borne or fully borne by staff).  Our proposals for encouraging more efficient car use for commuting to our site are set out below. 

Car Parking
Note: Best Practice for Workplace Travel Planning for New Development (2007) highlights that determining the appropriate level of parking provision at developments is one of the most important factors in minimising private car travel and that this is one area where the Transport Assessment and travel plan for the development are inextricably linked. Parking standards provide maximums and for travel plans introduced in association with a development proposal and provision must normally be below the threshold. Appendix 5 of the document also highlights the importance of car park management and associated considerations. It is recommended that you also highlight the importance of car parking in your text for this section. 

Outline any proposals to change car parking arrangements either in terms of numbers, charges or enforcement. Use appropriate sub-headings (e.g. car park management plan). Below is a list of some of the typical aspects of car parking arrangements that you might be changing in association with your travel plan:  

· Number of spaces;

· Allocation of spaces (e.g. staff, visitors, disabled, parent and child, limited wait, pick-up/drop off only); 

· Management of spaces (e.g. first come, first served; permit for allocated spaces; permits for license to hunt etc.);

· Is the allocation

· Needs based?

· Free for all?

· According to grade?

· Allocated space? 

· Essential car user definition (if appropriate); 

· Parking charges for different types of user; 

· Operation of the parking (e.g. pay and display, deductions from salary, pay on foot, attendant, other); 

· Enforcement arrangements (e.g. barrier, external security firm, own security, other); 

· Quality of parking areas (signage, lighting, security/CCTV); 

· Any proposals to reduce off-site/overspill parking if currently an issue (for example, some London Boroughs will request payment towards a local CPZ if a travel plan is being introduced in association with a  planning permission and there are such issues locally); 

· Any other arrangements. 

Car Sharing 

5.6.2 ‘Car Sharing’ refers to a situation where two or more people travel by car together, for all or part of the car trip. 

See Appendix 5 of Best Practice for Workplace Travel Planning for New Development (2007). This notes that schemes can be formal or informal and that you should set out which approach you will take. 

Outline any plans for introducing a car sharing scheme and/or to make changes to or to continue to operate current scheme you have. You might want to outline: 
· How it will operate/ matching will occur;

· Who will be responsible for overseeing/administering the scheme; 

· Any supporting measures such as preferential parking of any form/ Guaranteed ride home – the latter is considered an essential element; 

· How it will be launched and/or marketed to staff. 

Car Club

5.6.3 ‘Car Club’ is the common term for arrangements which give access to a pool of cars or other light vehicles to members for flexible periods of time (as required by the user) and at rates lower than conventional car hire. Members might pay an annual subscription to the car club’s operator and then pay a charge each time the use a vehicle. Alternatively, costs may be charged entirely on a ‘pay as you go’ basis. The charge is typically based on the length of the booking and/or the mileage travelled. 

As above, highlight any proposals for a car club and/or to continue or extend membership of a current club etc. Note number of vehicles, type, company provider etc. There are three main commercial operators at present and relevant guidance can be obtained from carplus. Carplus is the national charity promoting sustainable car use and car clubs - Contact details can be found in Appendix 7 of Best Practice for Workplace Travel Planning for New Development (2007). See also Appendix 5 of the document, which briefly discusses car clubs. 

5.7 Powered two wheelers

5.7.1 The Mayor’s Transport Strategy reports that motorcycles, mopeds and scooters represent a small proportion of travel, although numbers licensed have increased. 

5.7.2 Powered two wheelers have both benefits and disbenefits as compared to travel by private car and by more sustainable modes. As a result, they do not always feature within a travel plan and greater effort is generally expended promoting other, more sustainable modes. 

5.7.3 One issue with powered two wheelers is that motorcycle casualty rates are substantially higher than for other forms of road transport. In addition, motorcycles can generate relatively more pollution and noise than private cars and other forms of transport. More positively, motorcycles, mopeds and scooters can offer quick, relatively low cost private transport and are more space and fuel efficient than cars. 

5.7.4 As a result, the Major’s Transport Strategy reports that accident analysis and reduction programmes are important. In addition, it advises that more motorcycle parking should be provided in locations of high demand.

As above, highlight any measures you will introduce related to the use of powered two wheelers to travel to/from work. Measures might overlap with those for cyclists/pedestrians, in which case this should be indicated. Some of the possible measures that might be applicable to your site could be: 

· Dedicated parking (include aspects of nature/quality, as well as number); 

· Lockers/storage facilities;

· Showers;

· Drying/laundry facilities; 

· Motorcycle users group; 

· Safety and rider training for powered two wheeler (PTW) users. 

· Advice and encouragement for PTW users to choose more environmentally friendly vehicles and smaller, more practical bikes (e.g. electric scooters). 

Clothing allowance? . 

Equipment allowance .  

5.8 Reducing the need to travel 

5.8.1 A good travel plan looks beyond opportunities for modal shift towards lower impact modes and incorporates a review of the overall operation of the organisation to identify means by which it is possible to improve efficiency and to reduce the need to travel overall, particularly by car. This section summarises the measures which we will introduce to reduce the need to travel both to our site and also in the course of work. 

Outline any measures/proposed actions related to reducing the need to travel, either in terms of distance or number of trips to/from the site (particularly by car), including during the course of the day (e.g. lunch break). Some questions from the site audit are included below as prompts of things you might already be doing and want to include here and/or things you might want to consider doing. 

Recruitment And Relocation 

Is there a policy to try and recruit locally?  

A policy to recruit from areas accessible by non-car modes?  

Are expectations given to new employees regarding travel and car use?  

If a relocation policy exists, does it favour employees choosing to relocate closer to the workplace?  

Reducing The Need To Travel To Work

Does the organisation adopt ‘smart’ working practices? 

Flexitime?   

Briefly describe:  

Teleworking?  

Briefly describe:  

Compressed working week?  

Briefly describe:  

Home working?  

Briefly describe:  

Travel during the working day

Teleconferencing?   

Briefly describe:  

Audioconferencing?   

Briefly describe:  

Hot-desking?   

Briefly describe:  

Are services available on the site? (e.g. dry cleaning, bank, post office, sandwich delivery etc)  

Briefly describe:  

5.9 Business travel

5.9.1 The following section sets out measures by which we will seek to reduce car use for business purposes. 

Policy 

Indicate if there will be any new/ amended policy for business travel and describe.  
Is there a policy for business travel?  

Briefly describe.  

As noted above, there are several means by which the overall need for business travel can be reduced. Policy can sometimes help to support such reductions. Below are measures which can be used to reduce the need to travel by car for business journeys, which will continue to need to be made. 

Fleet Vehicles 

As above, highlight any measures/ changes in arrangements for fleet vehicles. For example, will there be an environmental purchase policy, replacement of vehicles by fleet cycles, use of alternative fuel? Questions you might like to consider are included below: 

Is there a policy stipulating car use during the course of work?  

Briefly describe.  

Are any members of staff required to have access to a car during the working day?  

How Many?  

Does the organisation provide company cars for its employees at this site.  

How many?  

Approximately how many miles an annum do these vehicles travel?  

Briefly describe.  

Is there a policy for company car use?  

Cycling 

As above, cover issues of cycling on work business, such as business mileage policies, allowances, availability of pool cycles, insurance and maintenance arrangements for these etc. Some prompts/ questions to consider are included below. 

Are cyclists able to claim mileage as a business expense?  

What is the mileage allowance?  

Are pool cycles available for staff?  

How many are provided?  

Is cycle training provided?   

Are the cycles maintained; if so, by whom and how frequently?   

By Motorcycle 

As above, cover issues of the use of powered two wheelers for work business, such as business use/ mileage policies, allowances, powered two wheeler fleet. Some prompts/ questions to consider are included below. 

Are motorcyclists able to claim business mileage as a business expense?   

What is the mileage allowance?  

5.10 Deliveries and servicing

5.10.1 Transport impacts on a site are not only related to commuting and business travel, but can also arise through arrangements for deliveries and servicing. This section summarises our proposals for managing servicing requirements at our site.  

Outline any measures/proposals related to reducing the impact or number of deliveries. For example, local sourcing, scheduling times etc.  

What arrangements exist for delivery vehicles to enter the site?  

Is there a separate entry for delivery vehicles?  

If applicable summarise any loading plan and arrangements for supply, deliveries etc. Information is contained within Appendix 5 of Best Practice for Workplace Travel Planning for New Development (2007). You can delete this section if it is not relevant. 

5.11 Travel information and planning 

5.11.1 Complete and easy to understand information about travel information is an essential ingredient for a travel plan, since the first step towards behavioural change is for an individual to understand and consider the options which are realistically available to him/her and the benefits/ dis-benefits of each. One barrier to behavioural change is not knowing about these options. Equally, it is unrealistic to expect behavioural change where there are no viable alternatives. This is why baseline surveys and assessments are important elements in the travel planning process. 

5.11.2 This section summarises the measures which we will introduce to disseminate travel options information and to facilitate the planning of commuting and business journeys. 

Summarise proposals relating to the provision of travel information, or planning assistance. Some marketing items might have been related to specific modes and therefore will only need to be mentioned in passing, with reference back to the previous section(s) as appropriate. Below is a list of prompts about what you are already doing/ might consider doing: 

For New Recruits

How many new recruits start at the organisation every year? (approximately)   

Is information about travelling to site sent with the invitation to interview?  

What information is made available to them about how to travel to and from the site?  

Is travelling to the place of work/business travel discussed as part of the interview?  

Is an induction pack provided for new staff?  

Is travel to work/for work highlighted or provided?   

For All Staff/ Site Users

Is appropriate travel information available for the site?  

Is information available from the travel plan co-ordinator?  

Is (or previously was) personalised travel planning available for staff?  

Free text description.   

Is a site-specific travel guide available for this site?  

Other?  

Is information available on the organisation’s internet site?  

Is information available on the organisation’s intranet site?  

Please remember to promote the valuable travel planning resources which are already available from TfL. These include the online journey planner and real time travel information available at www.tfl.gov.uk.  Our website also offers detailed information on ticketing, routes, services and any disruptions. The online journey planner and real time information facilities are available at:

· Journey Planner: http://journeyplanner.tfl.gov.uk/user/XSLT_TRIP_REQUEST2?language=en

· Real time information:  http://www.tfl.gov.uk/tfl/service_rt_all.shtml

6. Measures for 

If appropriate, include short chapter(s) to cover measures for other site users (e.g.  visitors or patients or customers or students etc). 
Complete in a similar format to the chapter discussing employee measures, referring back to it where appropriate, rather than repeating information.  For example, bus shelter improvements would benefit staff and other users.  
This section might include, for example, additional information on visitor travel information, referring back to the travel plan strategy where necessary. 
6.2 Introduction 

6.2.1 XXX

Is travel and access information provided to visitors?  

What information is provided?  

7. Monitoring and Review 

7.1 Introduction 

7.1.1 Our travel plan is a continuous process for improvement, requiring monitoring, review and revision to ensure it remains relevant to our organisation and those using this site.  This documents sets out our proposals for monitoring and review of the travel plan over the next 5 years.  

Note: Boroughs may request a longer period of monitoring (e.g. 10 years), should they consider the site to present significant traffic impacts. In this case, this section should be amended accordingly. 

7.1.2 In line with Transport for London’s i-TRACE monitoring procedures, we will undertake monitoring of our travel survey every year.  In year five, or perhaps sooner if the need arises, we will review our travel plan and targets and will set new objectives, targets and measures where appropriate.

7.1.3 This section sets out the specific monitoring proposals associated with our site and the means by which we will assess progress towards our targets. 

Note: Requirements for surveys (type, timing and nature, are summarised in Table 5.1 of Best Practice for Workplace Travel Planning for New Development  (2007)).  Further information can be found in Appendix 2 of that document. Up-to date information (or advice on how to find this) can be obtained from your TfL sub-regional workplace travel plan co-ordinator, Borough Workplace travel plan officer or TfL Workplace Travel Plan Relationship Manager. 
Other guidance on monitoring and review of progress towards your travel plan targets can be found in A Travel Plan Resource Pack for Employers (2002) and in other guidance documents referred to elsewhere within this template. 
Summarise all forms of monitoring activity that will be undertaken. See Best Practice for Workplace Travel Planning for New Development (2007) and sources referred to therein, for guidance (particularly Chapter 5). 

7.2 Monitoring plan 

7.2.1 Table 7.1 summarises our monitoring plan, including the data collection activities which will be undertaken and when these will occur. Specific types of information/ indicators which will be measured through each activity (see Chapter 3) are also identified. 

The first line has been completed as an example and should be deleted.  Add rows as necessary. 
A TfL Workplace Travel Plan Relationship Manager, your Sub-regional Travel Plan Coordinator or your Borough Travel Plan Officer will be able to provide you with a summary of latest monitoring requirements/ best practice. 
Table 7.1:
Monitoring plan 

	Data collection exercise 
	Key information 
	When/ how frequently
	By whom
	Comments 

	Baseline staff travel survey 
	Staff travel for commuting, business travel etc… 
	Already completed (say when this was)
	Travel Plan-co-ordinator using i-TRACE EXTRA 
	E.g. Response rate achieved. 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7.3 Reporting

7.3.1 The results of our travel surveys and of any review of the travel plan will be reported to … 

E.g. TfL Workplace Travel Plan Relationship Manager and/or the Borough Workplace Travel Plan Officer and/or the Sub Regional Travel Plan Coordinator etc. Indicate the how you will report (e.g. through i-TRACE/ i-TRACE EXTRA, monitoring report etc).  Say how often this will occur. 

7.3.2 As appropriate, we will also disseminate key survey and/or monitoring findings amongst our staff. 

8. Action Plan 

8.1 Introduction 

8.1.1 This chapter draws together our proposals for travel plan implementation, monitoring and review. The actions which we will take are summarised in our action plan, which indicates how the various elements of the plan will be drawn together and how we will prioritise our actions. 

8.2 Action Plan 

8.2.1 Table 8.1 contains our action plan. 

The contents of the action plan need to be tailored to the situation at your site and the timescales you are working to. If possible you should include specific target dates here (e.g. month and year). 
The table should be concise and focussed and cover key actions and tasks. You might wish to additionally append a Gantt chart to the rear of the travel plan (produced in Microsoft project, excel or otherwise) to set out tasks and resources in more detail. 
Table 8.1:
Action Plan

	When 
	Activity 
	By whom

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 1 - Policy context

National Policy

The Government has established the need to reduce car dependency and increase travel choices through key guidance in the Transport White Paper, Road Traffic Reduction Act and the Planning Policy Guidance 13 (Transport).  Of these, Planning Policy Guidance 13 (PPG 13), provides the strongest imperative for travel plans and any arising planning obligation.  It recommends travel plans for various land uses, including places of work. 

PPG13 (Transport) 2001 indicates that travel plans should be submitted alongside major planning applications, developments likely to generate a significant amount of traffic, or to generate traffic in sensitive locations (e.g. Air Quality Management Areas). They should help to deliver: 

1. reductions in car usage (particularly single occupancy journeys) and increased use of public transport, walking and cycling;

2. reduced traffic speeds and improved road safety and personal security particularly for pedestrians and cyclists; and

3. more environmentally friendly delivery and freight movements, including home delivery services.

Travel plans, or elements from them, are often secured by a planning condition or agreement. Information on planning obligations secured under Section 106 of the Town and Country Planning Act (1990) can be found in Circular 05/2005 published by the Office Of The Deputy Prime Minister (ODPM). The ODPM is now the Department for Communities and Local Government.

Regional Policy

At the regional level, Greater London has a unique arrangement for integrating transport and planning; the Mayor of London is responsible for the preparation of a Spatial Development Strategy (The London Plan) and a Transport Strategy (The Mayor’s Transport Strategy).  

The London Plan

The London Plan sets the strategic framework for spatial planning in London. Policy objectives for improving accessibility within London are contained within Objective 5:

· Provide the spatial framework for the development of London’s transport system to ensure that development supports the Mayor’s Transport Strategy.

· Improve and expand London’s public transport through increased and phased investment in services and infrastructure.

· Minimise the need to travel and the growth of journey lengths. 

· Improve international, national and regional transport access to London, including airports and ports. 

· Integrate development with public transport to ensure that there is a proper fit between development and the capacity of the public transport network to service it over the period on the plan, taking appropriate opportunities to intensify the use of land where current or future transport capacity allows and to connect Londoners to employment opportunities.

· Tackle congestion through levels of restraint of car use appropriate to different parts of London and the provision of alternatives, including the improvement of access on foot and cycling and better and safer facilities for pedestrians and cyclists.

· Improve the sustainable movement of freight within and around London, making more use of water and rail.

· A series of Transport polices within the London Plan seek to support Objective 5 and cover the issue of travel plans and Transport Assessments. In particular, Policy 3C.2 indicates that: 

‘Developments with significant transport implications should include a Transport assessment and travel plan as part of planning applications.’ 

The Mayor’s Transport Strategy

The strategy complements The London Plan by providing a targeted approach to transport improvements for London. The plan indicates that Boroughs should give due weight to the following in planning decisions, where appropriate: 

· that development should be planned and located with the aim of providing a range of attractive and convenient travel choices, and encouraging alternatives to car use;

· the management of parking and relevant parking standards; 

· the need to support and enhance the role of London’s town centres by providing for sustainable access through land use planning;

· the provision of developer contributions for transport measures where appropriate and reasonably related to the development proposal; and

· the provision of transport assessments for major new trip generating development proposals, indication that these should include information about how travel behaviour will be influenced by the proposed development and that Workplace travel plans should be produced where appropriate.

Local Policy 

Each of the London Borough’s should reflect the London policy impetus for travel plans within their Local Implementation Plan and Development Plan/ Local Development Framework Policies. They will usually set out their local approach to workplace travel plans, as well as specific motivations and policy requirements related to their introduction in relation to developments within the Borough. 

Appendix 2 - Staff survey questionnaire

Appendix 3 – Results of staff survey
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