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1
Scope

1.1
This Full Travel Plan has been prepared by (Company name) to support our new development on the Hereford Enterprise Zone. It builds upon the Outline Travel Plan we produced prior to occupation of the development and fulfils the requirements of the Local Development Order (LDO).  
2
Background and Current Employee Overview

2.1
We are [Company name] [describe what the company does]

2.2
In total, we employ XX full time and XX part time employees.

XX full time and XX part time employees are employed in the new development. This is anticipated to grow to XX full time staff and XX part time staff in the next 3 years. 

2.3
(We operate on a shift basis during the following hours:  [as applicable] 
3
The New Development 

3.1
A new (office, research, workshop….) building(s) (use class B1, B2, B8..) has been developed totalling  xxxx sq metres (gross internal floor area including ancillary buildings). 

3.2
A site plan is appended to this Full Travel Plan as Appendix 1.
3.3
The building is accessed off XX Road, as per the site plan.  This leads to a parking area for XX cars.

3.4
Pedestrian and cycle access is via [reference to any existing or planned cycleway or footpath]. There is sheltered cycle storage for XX bikes. 
3.5
The nearest bus stops are located on XX Road, approximately XX metres (north, south,..) of the site entrance.  

3.6
Daily / weekly site traffic is as follows:

· XXX deliveries per week

· XXX visitors etc. 
3.7        The company on average will have XX business trips a day/week/month/year [edit and delete         as appropriate)

[Please add to this section any other relevant information on transport issues/requirements]
4
Existing Employee Travel Patterns

4.1
As required by the LDO, the company completed an employee travel survey.  This was undertaken (DATE). The survey achieved a XX% response rate, based on approximately xx out of xx staff.  A summary of the survey responses can be found in Appendix 2 of this Travel Plan.  

4.2
An overview of the key survey findings which have informed this Travel Plan are presented in the tables below.
Distance Travelled to Work by Employees

	Distance
	% of employees
	No. of survey respondents

	Up to 2 miles 
	
	

	3 to 5 miles 
	
	

	Over 5 miles
	
	

	Work at home
	
	


Note:  - Journeys up to 2 miles have potential to be walk journeys

· Journeys of 3 to 5 miles have potential to be cycle journeys

Method of travel to work

	Method
	% of employees 

USUAL METHOD
	No. of respondents
	% of employees
OCCASIONAL METHOD
	No. of respondents

	Walk
	
	
	
	

	Cycle
	
	
	
	

	Bus 
	
	
	
	

	Car or van (alone)
	
	
	
	

	Drive with passengers
	
	
	
	

	Passenger in car or van
	
	
	
	

	Work at home
	
	
	
	

	Other
	
	
	
	


5
Improvements and issues
5.1
The Employee Travel Survey has identified a number of preferred travel improvements, which are included in the table below
.   
	Improvement
	% of employees
	No. of respondents

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5.2
The Employee Travel Survey has also identified a number of reasons why employees drive to work.  The most common reasons are listed below
	Reason for driving
	% of employees
	No. of respondents

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Measures to address some of these improvements and issues are stated in Section 8.

6
Travel Plan Aims and Objectives

6.1
This Travel Plan aims to set out measures for implementation which will improve and promote the sustainable travel choices available to employees needing to access the site and ultimately reduce single-occupancy car trips.
6.2
The principal travel plan objectives are as follows
:

1) To reduce the number of single occupancy car journeys arriving at the site;

2) To increase the number of employees who walk and cycle to work;

3) To increase the number of employees who bus or car-share to work;

4) To reduce business mileage;

5) To improve the health and wellbeing of employees;

6) To improve the choice of transport options available for employees travelling to the site; and

7) To ensure that this workplace Travel Plan reinforces and complements the Area Travel Plan.
7
Travel Plan tools

7.1 
The Area Travel Plan identifies 6 Travel Plan Tools which will be used to achieve its aims.  These will be incorporated into this workplace Travel Plan.  They are:

1) Public Infrastructure e.g. cycle paths; bus services; roads

2) Workplace Infrastructure e.g. cycle parking; changing facilities; video-conferencing

3) Training & Support Schemes e.g. adult cycle lessons; HGV driver training; led walks and rides

4) Advice, Info & Promotion e.g. Route guides; walking/cycling/bus promotions; workplace events

5) Individual Travel Plans & Travel for Work network e.g. implementation of this plan
6) Monitoring & Evaluation e.g. participation in Skylon Park employee travel surveys
8. 
Travel Plan Measures Already Implemented 
8.1 
The following Travel Plan measures are now complete at our site. The measures implemented to date relate to workplace infrastructure and management of the Travel Plan. 
Travel Plan Action Plan - Measures Completed to date

	Measure
	Date completed
	Responsibility
	Status

	Installation of covered cycle parking for XX bicycles
	
	Site developer
	Expected as a minimum for all Estate occupiers

	Creation of well lit routes from the site entrance to the building for pedestrians and cyclists
	
	Site developer
	Expected as a minimum for all Estate occupiers

	Creation of appropriate cycle equipment storage and shower/changing facilities 
	
	Site Developer
	Expected as a minimum for all Estate occupiers

	Installation of sustainable travel notice board/carousel/leaflet holder for up to date local travel information and promotions
	
	Site developer
	Expected as a minimum for all Estate occupiers

	Demarking XX spaces as car share only spaces (before 09:30) 
	
	Site Developer
	Optional
  

	Installation of XX electric vehicle charging point
	
	Site Developer
	Optional 


	Appoint a workplace Travel Plan coordinator (TPC) for the site.  
	
	Site Manager
	Expected as a minimum for all Estate occupiers

	Registration of workplace TPC with the  Site-Wide Travel Plan Steering Group
	
	Workplace TPC / Site Manager
	Expected as a minimum for all Estate occupiers

	Registration of the workplace with Herefordshire Travel for Work Network
	
	Site Manager
	Expected as a minimum for all Estate occupiers

	Add any other completed facilities/measures here
	
	
	


Our Workplace Travel Plan Coordinator is [name] contactable on [email and phone details]
9
Proposed Travel Plan Measures 

9.1 
Following the employee travel survey and site audit, measures outlined in the table below will be implemented at our site over the next 12 months. 
These actions have been discussed and agreed with the Area Travel Plan Coordinator.  The Workplace Travel Plan Co-ordinator will be responsible for implementing all measures listed with support from the Area Travel Plan Co-ordinator.
[Please add timescales and any other comments to the table below].  
[Please choose at least 4 optional measures you would like to implement, and delete those you do not plan to implement]. 
	Travel Plan Measures
	Status
	Timescale or Due Date
	Comment/Notes

	Workplace Infrastructure

	Purchase of pool bike(s) (grant funding may be available from Herefordshire Council)
	Optional
	
	

	Purchase of video-conferencing equipment (grant funding may be available from Herefordshire Council)
	Optional
	
	

	Install additional visitor cycle parking  (free of charge through “Take a Stand” scheme)
	Optional
	
	

	Training & Support

	Offer Safe Urban Driving courses to HGV/LGV drivers (funding may be available from Herefordshire Council)
	Optional
	
	

	Offer Adult Cycle Courses/lessons to all staff (provided free of charge by Herefordshire Council)
	Optional
	
	

	Advice, Info & Promotion

	Routes to Rotherwas leaflets to be provided to all new and existing employees (these can be provided by the Area Travel Plan Co-ordinator)
	Required
	
	

	Maintain local travel information and  promotional materials in display area (these will be provided by Area Travel Plan Co-ordinator)
	Required
	
	

	Display event/promotion posters & flyers provided by Area TPC
	Required
	
	

	Circulate emails from Area TPC to colleagues e.g. emails with latest travel info; info on free schemes and initiatives, current promotions & upcoming events
	Optional
	
	

	Interested staff member(s) to register as Walk and/or Bike Champions
	Optional
	
	

	Interested staff member(s) to join the Skylon Park Car-Share Facebook group
	Optional
	
	

	Hold a Sustainable Travel lunchtime promotional event for employees (provided and organised free of charge by Herefordshire Council) 
	Optional 
	
	

	Travel Plan management

	Sign up to ‘Herefordshire Travel to Work’ Scheme
	Required
	
	

	Review business working practices with Area TPC e.g. video and tele-conferencing; home working; flexible hours.
	Required
	
	

	Attend Site-Wide Travel Plan Steering Group meetings
	Optional (membership of group is required)
	
	

	Offer Cycle to Work scheme to employees
	Optional
	
	

	Offer Emergency Lift Home scheme to Car-Share employees
	Optional
	
	

	Monitoring

	6 month Travel Plan review meeting, followed by annual meetings, with Area TPC
	Required
	
	

	Support & encourage employees to complete annual Employee Travel Survey (provided by Area TPC)
	Required
	
	


10
Travel Plan Targets 

10.1
We understand that the Area Travel Plan sets out overall targets for the whole of the Rotherwas Estate.  Through the implementation of the actions and measures set out in this plan, by XXXX
 we aim to; 
· Reduce the number of employees who drive alone to work to XX employees.

· Increase the number of employees who cycle to work to XX employees.
· Increase the number of employees who walk to work to XX employees.
· Increase the number of employees who use the bus to travel to work to XX employees.
· Increase the number of employees who car share to XX employees.
· Reduce business car journeys to XX a week.
11
Ongoing Commitment

11.1
(Company Name) understands that the continued promotion of sustainable travel for staff and visitors is a fundamental component in delivering a successful Hereford Enterprise Zone.
11.2
We recognise that each Enterprise Zone occupant needs to play a full part in delivering the estate-wide Travel Plan through the implementation of complementary company-specific Travel Plans.
11.3
(Company Name) commits to:

· Implementing this Travel Plan in full

· Registering with the Hereford Travel for Work network

· Encouraging all staff to take part in the annual travel behaviour survey for Rotherwas Estate – to facilitate effective monitoring of the success of both the individual and site-wide Travel Plan and progress towards targets. 
· Reviewing progress of this Travel Plan annually and updating measures and targets as appropriate (including a review of car park and cycle park provision);
· Cooperating fully with the Area Travel Plan Coordinator, on new travel initiatives and opportunities as they arise;
· Continuing the role of workplace Travel Plan Coordinator, coordinating with the Area Travel Plan Coordinator and attending regular Travel Plan Steering Group meetings and network events. 
Signed (signature)....................................................................

Signed (print name)..................................................................

Position.....................................................................................

Date ……………………………………………………………………………………..
Appendix 1 Site Plan

Appendix 2
Employee Travel Survey Results
�The Area Travel Plan co-ordinators can support you in writing this full travel plan. Please contact Chris Brown or Tina Kilner at � HYPERLINK "mailto:move@herefordshire.gov.uk" �move@herefordshire.gov.uk� or call 01432 260068                                                


�You can find details for this section in your outline travel plan


�For both 5.1 and 5.2 - Select the most popular responses from the ‘travel improvements’ question of the survey e.g. better bus information; improved cycle parking; too far to cycle to work  etc.


You can include as many as you wish. 


If the most popular responses all relate to just one or two methods of transport, that is fine.


�You may delete one of these objectives if it isn’t feasible for your business e.g. if no employees live within walking or cycling distance, you can delete objective 2


�All the workplace infrastructure specified in your Outline Travel Plan should be included in this section. If you have not yet installed some of the infrastructure in your Outline Travel Plan, please add to the table in section 8.1 below


�If these measures are included in your outline travel plan, or were chosen as part of the Sustainability Scheme for your development they will need to be installed.  


�If these measures are included in your outline travel plan, or were chosen as part of the Sustainability Scheme for your development they will need to be installed.  


�[3 years from when this has been written)


�This needs to be signed by someone from management in the company





