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1. Introduction

1.1 Travel Plans
Give here a brief explanation of what a Travel Plan is.  For example:

Travel Plans are the Government’s recommended way forward to widen travel choice, to promote more sustainable travel choices and to reduce single occupancy car travel.

A Travel Plan is a dynamic process, evolving and changing over time to reflect our organization, our employees and our site.  It provides an ideal opportunity for us to evaluate and reconsider our current travel habits and will cover the following elements:

· Commuter journeys

· Business travel

· Visitor travel

· Deliveries and contractors travel

· Fleet vehicles

· Working practices.
1.2 Implementing a Travel Plan
Explain here why your organization is introducing the Plan.  For example:

To demonstrate Company name’s commitment to Travel Planning and to promote the use of sustainable transport 

To improve opportunities for and encourage travel by sustainable modes and to reduce unnecessary travel.

To raise awareness of the Travel Plan for staff and visitors.

1.3 The benefits of a Travel Plan 
Briefly state the benefits to your organisation of having a Travel Plan.  For example:
· Cost savings for your organisation associated with reduced transport related costs

· Cost savings for your employees by reducing their car journeys

· Quality of life improvements for staff related to reduced congestion and stress as well as improved health and motivation

· Improved employment and retention resulting from better access to your location and staff benefits

· Improved community relations as a result of demonstrating your commitment to reducing congestion 

· Demonstrating your environmental commitment due to improved local air quality and reduction of global pollutants, as well as reducing your Carbon footprint.
1.4 The aim of the Travel Plan
Set out here your overall aim for the Travel Plan.  For example:
The overall aim of the Company name Travel Plan is to seek to ensure that where possible our staff and visitors use more environmentally friendly alternatives to driving a vehicle as a single occupant.
2. Context

2.1 Type of organisation

Give brief details about your organisation to help explain how the Travel Plan fits into your corporate culture.  For example:

Company name is committed to making environmental improvements and to lessening the impact we have on the environment.  Our Travel Plan fits in with our aspiration to promote sustainability and ease of access and healthy lifestyles for our staff.  

2.2 Employee Information

Briefly outline:

1. the number of employees on your site

2. their working hours

3. where they travel from

4. how they travel

5. the Staff Travel Survey, including:

a) Why a survey was conducted.  For example:

· to establish a baseline in order to set targets and monitor progress

· to quantify how your staff currently travel to work 

· to understand the barriers preventing your staff from travelling by more sustainable means.

b) The format of the survey and response rate.  For example:

· the type of survey used – e.g. intranet or paper based

· if it was voluntary or compulsory

· if it was a sample survey or the whole workforce 

· the response rate upon which the results are based.

c) The results of the survey.  For example:

· the results of your survey, in tables, graphs or statistics

· any conclusions from the data 

· highlight any significant responses.



2.3 Travel to the site

Outline where you are located and the transport links serving your site and other related information.  For example:

Information and Promotion

Information about alternative travel choices is provided to staff via staff recruitment and induction information, a travel notice board etc. 
Pedestrian Access

Company name is a 5 minute walk from Cardiff city centre. Pedestrians are well provided for in this area with high quality pavements, crossings and other infrastructure (see location map on page X).
Cycling

Cardiff has a growing cycle network and the Taff Trail provides largely off-road access to the centre from several areas of Cardiff (e.g. Grangetown, Pontcanna and Llandaff North).  Cycle storage is provided close to Company name and e.g. lockers/showers/changing facilities are available for employees using active modes of travel.
Bus links

Company name is a 2 minute walk away from a bus shelter which is serviced by X, X and X bus routes.  Real time information is available at the stop.

Rail links

Company name is a short walk from Cardiff Central and Cardiff Queen Street which are served by local and mainline train services, including the Valley, Vale and City services.  
Journey Sharing/Car Sharing

Staff are encouraged to register on X car sharing scheme (e.g. sewtacarshare, carshare2cardiff). 

Motorcycles and other Powered Two Wheelers

There are currently X dedicated motor cycle/powered two wheeler spaces which can be found in X.
Driving

Car parking is available throughout the city centre.  X staff have allocated on site car parking spaces.


2.4 Current measures in place

Outline here any measures which you already have in place – for example, providing information to new staff, salary sacrifice schemes for bicycles or season tickets etc. 

3. Targets and Measures

The results of your staff travel survey should be used to determine which are the most appropriate measures to introduce and what are realistic targets.  To allow for monitoring, targets should be quantifiable, realistic and have a timescale attached. The following are given as examples only.

3.1 Walking 

Possible measures could include:

· Promotion of walking routes to your site

· Raise awareness of the health benefits of walking

· Provide complimentary umbrellas and wet weather gear

Possible targets could include:

· Increase the number of staff walking to work by 5% over the next 3 years

· For staff living within 2 miles of work, increase the percentage of staff who walk by 15% in the next 12 months. 

3.2 Cycling

Possible measures could include:

· Promotion of cycle routes to your site

· A cycle to work scheme offering discounted bike purchase

· Improvements to cycle storage facilities

· Setting up of a bicycle users group (B.U.G)

· Raise awareness of the health benefits of cycling

Possible targets could include:

· Increase the number of staff cycling to work by 5% over the next 3 years

· For staff living within 5 miles of work, increase the percentage of staff who cycle by 10% in the next 12 months. 

3.3 Public Transport Use

Possible measures could include:

· Provision of bus and rail timetables

· Links on staff intranet site to travel news sites

· Season ticket loans

· Discounted fares negotiated with local providers

Possible targets could include:

· Increase the number of staff using public transport to travel to work by 5% over the next 3 years

· Increase the percentage of business journeys made by public transport by 5% over the next 2 years.

3.4 Car Sharing and Reduction of Car Use
Possible measures could include:

· The provision of a car sharing database

Possible targets could include:

· To achieve a 5% increase in the number of staff car sharing over the next 3 years

· To reduce the number of single occupancy car journeys made by staff by 15% over the next 3 years.
3.5 Action Plan
When you have established what measures you are going to implement, you need to set out a timetable of action. For example: 

	Area


	Action


	Person responsible for implementation


	Timescale/Date 


	Current Status



	Active travel
	Promotion of walking and cycling 
	Team leader
	Short term
	Ongoing – information provided to all new staff

	Public Transport
	Promotion of public transport e.g. routes, timetables
	Store manager
	Short term
	Ongoing – information provided to all new staff


4. Implementation
4.1 Roles and responsibilities

Outline here the commitment of the Senior Management Team (or equivalent) to the Travel Plan: management support is key in ensuring the success of a Travel Plan.  
Identify the person or post responsible for overseeing the implementation of the Travel Plan and its measures.

4.2 How the plan will be marketed to staff

Describe how and when the Travel Plan will be implemented and how its profile will be maintained. For example, launching on a particular day to coincide with a national green travel initiative, or launching on the same day as the announcement of the implementation of a measure contained in the Plan. 
For example:

· Communicating with employees through a newsletter/wage slips

· Providing information on employee intranet pages

· Displaying travel information posters/notice boards.
New schemes may require the use of incentives to encourage staff to try them, alongside more restrictive policies.

Example incentives;

· Green commuter prize draw (for staff who do not travel by single occupancy car)

· Guaranteed ride home for car sharers or cyclists/walkers in case of emergency.
Examples of restrictions;

· Reduction in mileage allowances

· Insistence on public transport use for business journeys exceeding 40 miles.

5. Monitoring

5.1 How progress will be measured

Explain the process and frequency for measuring progress against targets throughout the year.  

5.2 Annual review

Detail here the commitment to carrying an annual review of the Travel Plan, including:
· a snapshot survey asking for mode of travel

· a comparison of survey results against targets

· revision to targets where necessary

· setting out new measures where required.

5.3 Working with Cardiff Council

Detail here the commitment to share results of your annual review with Cardiff Council and work with the Council to resolve any issues which may arise from the Travel Plan.  Support is available from Cardiff Council’s Travel Plan Officer: travelplans@cardiff.gov.uk or 029 2087 3722.
Guidance note:


This template is intended as an easy to use guide to developing a Travel Plan which can be adapted to the needs of individual organisations.  It provides an overview rather than a detailed introduction to travel planning.  For more information and additional resources and support, please see � HYPERLINK "http://www.keepingcardiffmoving.co.uk" ��www.keepingcardiffmoving.co.uk� or contact Cardiff Council’s Travel Plan Officer on � HYPERLINK "mailto:travelplans@cardiff.gov.uk" ��travelplans@cardiff.gov.uk� or 02920 873722.  





Guidance note:


Cardiff Council can provide bespoke online or paper travel surveys to organisations.  More information, as well as sample travel surveys, are available from � HYPERLINK "http://www.keepingcardiffmoving.co.uk" ��www.keepingcardiffmoving.co.uk�.   





Guidance note:


A guide to carrying out a site audit for a travel plan is available from � HYPERLINK "http://www.keepingcardiffmoving.co.uk" ��www.keepingcardiffmoving.co.uk�. 





Guidance note:


The following resources may be useful when completing this section:





� HYPERLINK "http://www.keepingcardiffmoving.co.uk" ��www.keepingcardiffmoving.co.uk�


� HYPERLINK "http://www.cardiff.gov.uk/cycling" ��www.cardiff.gov.uk/cycling�


� HYPERLINK "http://www.sustrans.org.uk" ��www.sustrans.org.uk� 


� HYPERLINK "http://www.traveline-cymru.info" ��www.traveline-cymru.info� 


� HYPERLINK "http://www.nationalrail.co.uk" ��www.nationalrail.co.uk�


� HYPERLINK "http://www.carshare2cardiff.com" ��www.carshare2cardiff.com�


� HYPERLINK "http://www.sewtacarshare.com" ��www.sewtacarshare.com�





A comprehensive information resources guide is available from � HYPERLINK "http://www.keepingcardiffmoving.co.uk" ��www.keepingcardiffmoving.co.uk�.
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