Organisation Travel Strategy

1.
Introduction
This document has been produced to help our organisation raise awareness of all travel options available to employees and visitors. It will be used to set and measure travel-related targets to help meet objectives set out in this strategy.  
	Contact details
	

	Name of organisation
	

	Address
	


2.
Organisation details
	Operating hours
	

	 Monday to Friday
	

	Saturday
	

	Sunday
	


	On-site car parking spaces
	

	 Total
	

	If these spaces are designated for staff and/or visitors, show split below, otherwise leave blank.

	Staff
	
	Visitors
	

	Additional information about car parking

(e.g. priority parking for car sharers, senior managers, disabled parking etc) 
	


	On-site cycle parking spaces
	

	 Total
	

	If these spaces are designated for staff and/or visitors, show split below, otherwise leave blank.

	Staff
	
	Visitors
	

	Additional information about cycle parking

(e.g. cycle parking sheltered, CCTV etc)
	


	Additional facilities
	

	Showers available (please tick)
	Staff
	
	Visitors
	

	Lockers available  (please tick)
	Staff
	
	Visitors
	

	Additional information about facilities available for staff and/or visitor use at your site.
	


3.
Travel Data
Use the results of your survey to complete these tables.
	Staff
	

	Survey date YY/MM
	

	Number of staff 

(Including full time, part time, volunteers and casual staff) 
	

	Include a breakdown for each mode using absolute numbers.
	Walk
	
	Cycle
	
	Bus
	

	
	Tube
	
	Train
	
	Riverboat
	

	
	Car share (driver)
	
	Car share (passenger)
	
	Drive alone
	

	
	Taxi
	
	Motorcycle
	
	Other
	


	Visitors
	

	Survey date YY/MM
	

	Number of visitors weekly 
	

	Include a breakdown for each mode using absolute numbers if possible.
	Walk
	
	Cycle
	
	Bus
	

	
	Tube
	
	Train
	
	Riverboat
	

	
	Car share (driver)
	
	Car share (passenger)
	
	Drive alone
	

	
	Taxi
	
	Motorcycle
	
	Other
	


4. Objectives
We are implementing this travel strategy to meet the below objectives over the next 5 years.

Tick as appropriate and add your own if relevant.
	Objectives
	

	Promote sustainable travel to staff and visitors as a part of a wider health and well-being agenda
	

	Improve access for staff and visitors travelling by foot, bicycle and public transport
	

	Reduce local or on-site congestion
	

	Help to relieve car parking pressures 
	

	Demonstrate corporate social responsibility
	

	Work towards accreditation for an Environmental Management System (e.g. ISO 14001)
	

	
	

	
	

	
	

	
	

	
	


5. Targets
Targets are measurable enabling us to assess whether objectives have been achieved.  

Add to the table below to reflect your organisations objectives. Examples are in red. 
Please note: targets should be (Specific, Measurable, Achievable, Realistic, Timed).

	Targets

	Objective 
Complete using objectives from above.
	Target
Add mode specific target
	Indicator 
How this target will be measured
	Baseline Value

1st survey

Provide % and whole number
	Interim Target

3rd survey
Provide % and whole number
	Target Value

5th survey

Provide % and whole number
	Change
Difference between 1st and 5th year survey
	Measured by
How results were measured

	Improve access for staff and visitors travelling by foot, bicycle and public transport
	e.g. increase walking
	% increase in number of staff walking
	10% / 20 staff
	15% / 30 staff
	20% / 40 staff
	+10% / 20 staff
	Staff travel survey

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


6. Action Plan
To meet the objectives, we will deliver the following measures over the next year. 
Tick as appropriate and add your own overleaf if relevant.
	Measures
	

	Display local travel information leaflets

Please visit tfl.gov.uk to order or download appropriate maps for free 
	

	Display leaflets or posters on active travel initiatives (e.g. cycle training, healthy walks)
	

	Create a notice board with site specific travel information

Please visit tfl.gov.uk to order or download appropriate maps for free
	

	Use website to advertise all travel options to your site

Please visit tfl.gov.uk to find out all the travel options available around your site 
	

	Use website/newsletters/emails to promote the benefits of sustainable travel to staff /visitors
	

	Create sustainable travel pack for new staff

This map could include local transport maps, promotional materials and/or a copy of this document.
	

	Install new cycle parking on-site

Visit tfl.gov.uk to find out if your organisation is eligible for free cycle parking.
	

	Request new cycle parking on the public highway in close proximity to the site

If you have limited capacity at your site for cycle parking and would like to see more in close proximately on the public highway contact highwaysandtransport@richmond.gov.uk identifying where you would like to see parking implemented.
	


	Measures continued 
	

	
	

	
	

	
	

	
	

	
	


7.
Monitoring

This will enable us to monitor the success of our travel strategy and modify our approach if necessary.

	Monitoring
	

	Date of next staff survey (YY/MM)

Surveys should be undertaken yearly (year 1 survey data is your baseline to which future survey results will be compared).
	

	Date of next visitor survey (YY/MM)

Surveys should be undertaken yearly (year 1 survey data is your baseline to which future survey results will be compared).
	

	Date this travel plan was completed
	

	Our next travel plan will be completed (YY/MM)

This plan should be completed annually
	


8.
Contacts

	Contacts

	Travel Champion

Nominated member of staff within the organisation responsible for delivering the action plan.
	Name:
	Position:

	
	Email:
	Phone:

	
	Signature:


	Date:

	Senior Manger Support


	Name:
	Position:

	
	Email:
	Phone:

	
	Signature:
	Date:


