Workplace Travel Plan Awards 2012

Application for Certificate of Development (Step 2)

To find out which award you should apply for check the criteria at http://www.tfw.org.uk/services.php#TPAwards ‘Travel Plan Awards Steps 2012’
Name of Business/Organisation ……………….

Clearly state how you want your organisation name to appear on any award or certificate
Number of employees …………………………

Main contact name …………………………….

Contact details …………………………………

Is your Travel Plan required as part of planning permission?  ………………………………

Please tick the boxes below as appropriate and attach your travel plan document, if not already submitted, for assessment.  Attach any evidence to your application.  If the evidence you are asked to provide is included in your travel plan document please state: " In travel plan - see page/paragraph ___")

1. Compulsory – at least one box needs to be ticked.  
Staff awareness of travel plan development
· Have your employees been made aware of the development of a travel plan (attach sample as evidence – newsletter, transcript of presentation or photo of noticeboard)?
· Employees consulted in some way – questionnaire asking for suggestions for improvement?  Attach questionnaire.

· Steering group set up to help advise on the development of the travel plan?  Show minutes of Steering group meeting.
· Steering group set up as above including representatives from some of the following HR, Facilities, Finance, Union/Employees and Senior Management?  Show minutes of Steering group meeting.
2. Compulsory – at least one box needs to be ticked.  
Have you undertaken site and facilities survey?

( Undertaken site and facilities survey included within travel plan document?
( Site survey and map of site facilities published.  Enclose staff survey results and where they were published – intranet etc. 
3. Mapping – not compulsory but good practice
( Map of employees home locations produced.  Enclose sample map. 
· Are maps available to staff?  Explain how they have been exhibited or made available to staff.
4. Compulsory – at least one box needs to be ticked.  
Staff travel survey undertaken

· Undertaken TfW travel survey or equivalent to ascertain baseline?  Questionnaire or other communication sent to staff asking for suggestions for initiatives.  Enclose sample questionnaire/survey.
· Undertaken a bespoke travel survey asking ‘attitudinal’ questions?  Enclose sample questionnaire/survey.
5. Staff Travel Survey results published/analysed 
( Survey results published to Steering group?  Enclose sample of published results.
· Published to ALL staff (Also tick box 1 above)?  List where published.
· Results interpreted and key findings published to staff?  List and provide examples of communications.

· Findings clearly linked to travel plan initiatives?  List and provide examples of communications.

· Analysed/acted on the responses?  List and provide examples of communications. 

6. Compulsory – at least one box needs to be ticked.  
Travel Plan Delivery 

· Objectives of the Travel Plan clearly set out?  Within enclosed travel plan document page/para ....

· Set Specific Measurable Achievable Realistic and Timebound targets?  Within travel plan document page/para ...
· Actions identified? Within travel plan document page/para ...
· Actions linked to targets?  Within travel plan document page/para ...
· Timescale set for some targets?  Within travel plan document page/para ...

· Timescale set for all targets? (Also tick box above.)  

7. Compulsory – at least one box needs to be ticked.  
Funding
· Funding reviewed?  State how this has been done.
· Funding source identified and made available?  What is the budget and timescale?
· Dedicated funding made available?  What is the budget and timescale?  (Also tick all boxes under Funding above.)
8. Compulsory – at least one box needs to be ticked.  
Car Park Policy
( Car park management reviewed but not deemed appropriate at this time.  Within travel plan document page/para ... 
· Car park management system is in place.  Also tick box above.  Within travel plan document page/para ...
· Further restrictions are planned/have taken place to meet targets; give details.  Also tick all points under car park policy above.
9. Compulsory – at least one box needs to be ticked.  
Written travel plan document
(  Developed travel plan document receiving advice from TfW/Travelchoice.  
· Submitted final draft of travel plan to TfW/Travelchoice taking account of suggested alterations to previous drafts.
· Documented support for travel plan from senior management (signed off by senior manager)?  

10. Photograph(s) 
(   Photographs enclosed.  Please provide photographs(s) of travel plan initiatives and their promotion.

11. Additional Information








































What information would you like to pass onto other employers?





























