








SUPPORTIVE WORKPLACE TRAVEL 

POLICY INFORMATION

“People who have switched away from 

driving may well switch back again if it 

all seems too diffi cult.”

(Making Travel Plans Work, p36)

Clear information needs to be given on processes, such as 
how to book travel tickets.

ORGANISATIONAL PROCESSES 

PUBLICITY:

 Clear and well-publicised processes for booking and • 
obtaining travel services, reclaiming expenses and obtaining 
travel information within the organisation for: pooled 
equipment (bikes, cars, IT etc.), bus and rail tickets, parking 
charges, WiFi costs and other travel expenses incurred

 HR policies with regards travel (e.g. fl exible working • 
hours, relocation policies, company loans and discounts, 
subsistence rates)

 Delegate lists and contact details for meetings, to facilitate • 
car sharing

Accessible venues policy• 

MARKETING YOUR TRAVEL PLAN 

The travel coordinator should produce the following:

FOR MANAGERS:

 Executive summary of the travel plan to help sell • 
the travel plan to management, staff and external 
organisations (including information about rewards from 
having a travel plan)

 Ongoing briefi ng notes directed at senior • 
management team

Personal briefi ngs to staff and other stakeholders• 

FOR STAFF:

 Publicity for the travel plan survey, launch of travel • 
plan, and major achievements, and dissemination of 
campaign information to key decision makers

 Feedback to staff about surveys they have taken part in, • 
to sustain interest and ensure future participation

Newsletters and staff bulletins• 

 Guidance on business travel in the course of work and • 
user-friendly interpretation of company policy

 Up-to-date and complete travel information and policies • 
for staff, including handbooks and induction manuals

FOR THE PUBLIC:

 Travel plan publicly available on organisation’s website, • 
and available to disseminate publicly

 Make suppliers and customers aware of the existence • 
of the travel plan

 Selection of a high profi le campaign fi gure, e.g. senior • 
manager. Asking senior managers to speak at launch 
events, and to be involved in giving press and radio 
interviews about the travel plan and other PR, can 
emphasise high level commitment to smarter travel 
options (Source: Making Travel Plans Work, p32) 

“In order to ‘convince’ senior 

management of the value of travel 

plan implementation, you could 

consider producing a short working 

note to senior management outlining 

the main aims of the travel plan and 

[rewards] to your organisation.”
(Travel Plan Resources Pack for Employers, Section 2.2.3)

Travel plans should be a tangible part of everyday working 
life for managers and their employees. This can be helped 
by cascading information down through the organisation 
in staff briefi ngs.
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MORE ABOUT

SIGNAGE
Improving navigation to and from your site• 

People should fi nd it easy to fi nd and follow a route.

MEASURES TO 

IMPROVE NAVIGATION:

 • Up-to-date and easy-to-use travel information at nearby bus 
stops and shelters and rail stations

Information surfaces (e.g. painted on roads/pavements)• 

Community travel notice board/cabinet• 

 Clear way in/exit and route signage showing routes • 
and destinations to and through site for all modes, and 
information at site entrances

 Clear parking directions and designations for all modes      • 
of travel and signage which includes walking/cycling times/
distances

Further information about site design is 
given in the Encourage section of the Menu of Measures, 
available via www.movingsomersetforward.co.uk.

“Navigation can be improved by 

creating landmarks and focal points, 

views, clear routes, gateways to 

particular areas, lighting, works of art 

and signs.”
(Building for Life)
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MORE ABOUT

MORE ABOUT

MORE ABOUT

TRAINING A COMPETENT 

TRAVELLER
 Training in and explaining smarter • 
travel alternatives

Skills and competency training can give people the confi dence 
and purpose they need to choose smarter options. Filling-in 
gaps people’s own knowledge can, in itself, be fulfi lling for 
them giving them wider travel opportunities. This may lead to 
further lifestyle and behaviour choices that may extend well 
beyond workplace-based travel.

WAYS TO PROVIDE

TRAINING:

 Induction and awareness sessions, e.g. on reducing • 
company emissions

 Personal travel planning for new households or offi ces and • 
information packs, with follow-up visits organised by local 
authorities or transport providers 

 Group assistance, e.g. travel buddies – members of staff • 
meeting up with others to provide travel assistance on new 
routes to work and helping to build confi dence in walking, 
cycling, public transport or car sharing

 ‘Travel surgery’ sessions in workplaces or • 
housing developments

Links to further advice about personal 

travel planning are available via the Resource Centre for 
travel plans on www.movingsomersetforward.co.uk.

WHO TO TARGET:

 Staff (particularly managers, or those in a position to set an • 
example), residents and visitors

Sales and marketing staff on new developments• 

Reception staff advising visitors on their travel options• 

WHAT TO PROVIDE 

TRAINING IN:

 Provision of training for all managers in smarter working, • 
and responsibilities to cascade this information down 
to staff during induction and other opportunities (e.g. 
advising on travel to meetings, approving expenses, 
promoting fl exible working, videoconferencing, hot desking 
management)

 Travel safety, e.g. cycle training (adult, child) from a • 
competent instructor, motorcycling courses (e.g. BikeSafe, 
Ride to Arrive, Speed Choice, Compulsory Basic Training), 
self-defence, driver awareness, and Pass Plus for under 25s

In-car exercises to reduce stress• 

Green/economical driving techniques• 

 Day-to-day journey planning and preparation, and public • 
transport use

Cycle maintenance• 

“...adults can be reluctant to admit that 

they are not confi dent or to be seen 

wobbling around atop a bike. ...Only a 

small proportion of people are likely to 

accept the offer of cycle training, but it 

is well worth providing it for those who 

want it.”
(Essential Guide to Travel Planning, p42)

Further advice about training 

opportunities in Somerset is available via the 
Resource Centre for travel plans on 
www.movingsomersetforward.co.uk.

ONE-TO-ONE 

TRAVEL ADVICE

One-to-one travel advice such as personal travel planning 
consists of face-to-face personal interaction to help people 
identify and use their transport options, and also offer 
incentives - sometimes in exchange for specifi c personal 
commitments. It is often used for new households.

The following opportunities may be appropriate times to 
educate people one-on-one about their options for 
smarter travel:

New job starters• 

New residents• 

Before site relocations• 

 When arranging meetings, responding to enquiries or • 
confi rming bookings

Further information about travel 

behaviour change is given in the Encourage section of the 
Menu of Measures, available via 
www.movingsomersetforward.co.uk.

You might consider issuing managers 

with their own personal travel 

advice, such is the importance of the 

examples that they provide to the 

travel plan.
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