The Essential Guide
to Travel Planning for
Employers in
Leicester

1. Purpose of this Guide
1.1 Purpose of this Guide
In the third Local Transport Plan (2011-2026),
Leicester City Council identified that transport
policy has a role to play in three key areas:
• Improving the local economy;
• Improving the local environment; and
• Caring for local health.
The development and implementation of
Travel Plans has shown to contribute
significantly to more sustainable access to
employment, as well as reducing the impact of
travel on the environment. The promotion of
active travel has also resulted in significant
health benefits.
This best practice guide has been designed to
assist with enhancing the effectiveness of
travel planning in promoting sustainable travel
for trips to / from key employment destinations
in Leicester. We recognise that each
organisation has a unique set of conditions
and requirements, as well as the availability of
resources is likely to vary significantly. With

this in mind, this document has been designed
to be used as a flexible tool, which can be
adapted to meet your specific requirements.

The guide provides assistance on the key
elements of a Travel Plan that should be
included for your organisation. The guide also
identifies examples of travel planning best
practice taken from a broad range of
organisations that have achieved success in
implementing their Travel Plans.

The guidance and identification of best
practice are discussed in the following
sections:
• An Introduction to Travel Planning page 2
• Travel Plan Preparation and Travel Plan page 3
• Implementation and Reporting page19
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2. An Introduction to Travel
Planning
2.1 What is a Travel Plan?
A Travel Plan provides a policy and action plan
for managing transport effectively. It is a
package of practical measures with the aim of
encouraging employees to travel using more
sustainable modes, including: walking, cycling,
public transport and adopting greener
behaviour such as - car sharing, eco-driving or
even reducing the need to travel. Travel Plans
also have a role to play in identifying measures
to influence visitor and customer behaviour.
Beneficial outcomes can also be achieved in
broader transport areas, such as: business
travel, fleet management, deliveries and
transport contracts.

2.2 What’s in it for us?
2.2.1 Making the Travel Plan Business
Case
Making an effective business case is essential
to ensure management support, staff time and
financial resources are available for Travel
Plan implementation.
Key benefits to organisations:
• Improved business image and public profile
through relieving local parking or congestion
problems attributed to the organisation;
• Meeting corporate goals e.g. Carbon
Management/Sustainability Plans;
• Supports planning applications and
discharging planning conditions;
• Provides a strong understanding of site travel
barriers and opportunities and staff travel
profile;
• Enhanced recruitment and retention package
for employees;
• Puts the organisation in a stronger position to
secure infrastructure enhancements from
Leicester City Council or bus operators;
• Saving money by reducing the cost of staff
reimbursement through mileage claims;
• Saving money by reducing the amount of
land and maintenance required for car parking
provision, or desk space through hot-desking
and home-working;
• Often a requirement for funding bids;
• Provision of revenue through car park
charging; and
• Improved productivity and fewer sick days
resulting from a healthier workforce

2.3 What Type of Travel Plan do I
need?
Interim Travel Plan – Submitted with
speculative planning applications where the
end user is not known.
Umbrella or Framework Travel Plan –
Submitted with all ‘speculative’ planning
applications where the end user is not known
(i.e. for multiple units).
Full Travel Plan – Full Travel Plans are
required as part of full planning applications
where the end user of the development and
access to the site are known.
Area Travel Plan – Collaborative working
between organisations located in a similar
geographic area for mutual benefit.
Residential Travel Plan – Produced for
residential developments as part of the
planning process.
Personalised Travel Planning –
Implemented in homes or business
organisations where personal journey plans
are produced for individuals matching their
travel needs and corresponding incentives
provided e.g. cycle training and bus tickets.
Education Travel Plan – Typically produced
for schools, colleges and universities, covering
both staff and pupil/student travel.

2.4 How does Leicester City Council
Support Travel Plan Organisations?
Leicester City Council’s Travel Plan Officer for
Workplaces can guide you through the
process of producing and implementing your
Travel Plan. This practical help is free of
charge. We can help through the following:
• Providing Travel Plan, Parking Management,
Monitoring Report and Travel Pack templates;
• Support and assistance in starting the
process and initiating a Travel Plan Working
Group;
• Preparation of site assessments, staff/visitor
travel surveys and audits;
• ‘GIS’ mapping service;
• Survey analysis; and
• Identifying most appropriate measures and
targets for each specific application/user class.
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3. Travel Plan Preparation
Travel Plan Chapters

Checklist

Description of Organisation

□

Policy Context

□

Travel Plan Administration and Resources

□

Travel Barriers and Opportunities
 Site audit
 Travel surveys
 Postcode Plots
Identifying Objectives

□
□
□
□

Setting Targets

□

Package of Measures

□

Monitoring Mechanism

□

Marketing and Communications

□

Action Plan

□

3.1 Sections of a Travel Plan
Document
The table above provides a checklist of the key
chapters that should be included in a Travel
Plan. Further information on each chapter is
provided on the following pages.

3.2 Description of Organisation Who you are... Where you are...
What you do...?
The first section of your Travel Plan should
provide a description of your organisation
including: the nature of your business and shift
patterns, where you are located, and staff /
visitors / student numbers; why you are
producing a Travel Plan; and how it fits in with
your wider company aspirations. It should also
detail any previous Travel Plan history and
progress.

3.3 Policy Context
Travel Plans (TP) can be produced for a
variety of reasons, one of the main drivers
being requirements of the planning process.
Current national and local policy and guidance
for travel planning that should be considered is
highlighted in this section. Reviewing local
policy, in particular, can inform of potential
planned local transport schemes that may
benefit the organisation and those travelling to
it. Discussions should also be held with
Leicester City Council to identify the latest

policy initiatives and opportunities for mutually
beneficial actions.
In addition to planning policy guidance, it is
important to highlight, within the Travel Plan
document, how it aligns with your own
organisation’s policies and strategies. This can
secure management buy-in for example
helping to meet carbon reduction targets.
Also for inclusion here are the linkages with
any estates/accommodation strategies to
ensure that Travel Plan aspirations are
considered as part of any relocation or
expansion proposals and vice- versa.
3.3.1 National Planning Policy Framework
(NPPF)
The NPPF was set up in March 2012 by the
Department for Communities and Local
Government (DCLG). A revise and updated
Travel Plan planning practice guidance was
created in March 2014.
The NPPF outlines the need for development
to provide a modal choice to people and to
ensure that solutions support reductions in
greenhouse gas emissions and congestion. It
states that a Transport Assessment (TA)
should be provided for all proposed
developments expected to generate a high
number of trips, with a Travel Plan also being
produced and adhered to, to support this.

3

3.3.2 Department for Transport, Good
Practice Guidelines: Delivering Travel
Plans through the Planning System (2009)
These Travel Plan guidelines bring together
the key principles and mechanisms that have
been found to help secure effective Travel
Plans in England and are intended to set out
best practice actions that can be taken to
produce high-quality, robust Travel Plans.
3.3.3 6 C’s Design Guidance (2013)
Is a best practice highways and transportation
infrastructure guidance covering councils in
the East Midlands with respect to all new
developments and includes thresholds.
3.3.4 Leicester’s Local Development
Framework Core Strategy and Local
Transport Plan 3 (LTP3)
Leicester’s adopted Core Strategy (2014)
includes an aim to promote travel awareness
and encourage the production of Travel Plans
(CS14 and 15). The LTP3 Strategy document
explains the future transport priorities in
Leicester. The strategy aims to support the
Core Strategy through the introduction of
behavioural change schemes to encourage
people to move towards more sustainable
travel.

3.4 Travel Plan Administration and
Resources
The introductory and policy sections of your
Travel Plan should be followed by the Travel
Plan administration structure and managerial
support. For example: who is responsible for
its development and implementation? Who will
progress be reported to? Over what period is
the Travel Plan to be implemented? What (if
any) resources are available for Travel Plan
implementation, including staff time and
money for infrastructure and promotion? What
are the terms of reference of the Travel Plan
Steering Group and who sits on this group?

Marketing departments as all these functions
will be called on to support Travel Plan
implementation. A keen individual could also
be just as suitable.
The administration of a Travel Plan should
also include the identification of procedures for
handing over of responsibilities should staff
change roles or leave the organisation. It is
beneficial to have more than one named
individual and the role of the individuals should
be clearly stated.

3.5 Identifying Travel Barriers and
Opportunities
As previously stated, Leicester City Council
can provide support for organisations
developing Travel Plans. This section of the
Travel Plan should describe all data collection
work undertaken and provide a summary of
the key issues for access to a site.
Site Audit
One of the early tasks is to understand the
opportunities and barriers for using sustainable
travel at and around your site. The site audit
checklist below can be used to build a picture
of what measures could be implemented and
promoted to site users to encourage
sustainable travel modes, as well as, to start
thinking about targets.
Pedestrians







Description of pedestrian routes to the site.
Are there convenient points of access?
Are there points of conflict with vehicles?
Are there direct routes along desire lines to bus
stops/rail station/other important locations?
Are the routes well lit?
Is the site accessible for all e.g. surfacing; are
drop kerbs present to assist pedestrians?

Cyclists (as for walking plus)

If targeted in the correct way, the greater the
level of resource available, the greater the
likely achievement of the Travel Plan.
Depending on organisation type and size, in
terms of staff and visitor numbers, or travel
related issues, a dedicated full-time Travel
Planning Co-ordinator can be appointed. In
many cases it forms part of an existing post.





The selection of Travel Plan Co-ordinator can
vary greatly between organisations. In large
campus based organisations, it is often the
Estates Department which takes responsibility.
In smaller organisations, an office manager
may be appropriate. Equally the role could sit
within: Senior Management, Finance, HR,





What facilities are provided on and off-site?
Are there showers, lockers, changing facilities?
Is there cycle parking? Is it covered /
overlooked / secure? Is there a history of
bicycle theft?
Are the roads serving the site suitable for
cycling?

Public Transport





How many bus routes are within walking
distance?
Where are the nearest bus stops? Are they
sheltered with seating and timetable
information?
Where is the nearest rail station?
What information is available at the site for
those wishing to use public transport?
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Vehicle Access




How many car parking spaces are available for
each user type e.g. staff, students, visitors,
disabled, car sharers?
Does car parking overspill from car parks?
Is access controlled?

Organisational Policies






Are policies in place to support home or flexible
working?
Do staff have access to pool cars?
Are telephone/web conferencing facilities
available?
Are travel reimbursement policies in place?
Are there any other strategies or policies that
support the goals of the Travel Plan e.g.
Carbon Management Plans?

Leicester City Council can assist you in the
development and analysis of surveys. Travel
surveys are also a good way to inform people
that a positive change through travel planning
is on its way. Often a prize draw can motivate
individuals to participate.
Depending on your organisation type, you may
have different site users that you would like to
consider in your Travel Plan (e.g. students, or
patients and visitors). Other methods to
consult could be through paper surveys, focus
groups, and events.

Travel Surveys
The best way to establish how staff / visitors
are currently travelling, and the factors which
dictate their travel choices, is to undertake a
travel survey. The cheapest way of doing this
is using an online survey, although this is
dependent on participants having online
access.
An example of a detailed travel survey is
included as Appendix A, although this can be
tailored to meet the specific requirements of
your site / organisation. As a minimum,
surveys should look to capture the following
information which can be repeated, using
consistent indicators, as part of the monitoring
of the Travel Plan:
Current Travel
• The main mode of transport used to get to
work, where possible it is useful to break this
down into days per week or different modes for
each leg of the journey.
• Home and work postcode.
• Arrival and departure times.
• Journey length.
• Location of parking (if driving).
Propensity to change and awareness
• Reasons for modal choice.
• Reasons for not using sustainable modes.
• Awareness of sustainable modes.
• Improvements that would encourage modal
shift.
Personal Profile
• Car and bicycle availability.
• Working hours and days.
• Department / nature of job.
• Long term illness or disability.
• Opportunity to provide comments on travel to
work or for work.
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Postcode Plotting and ‘Accession’ Mapping
Postcode plots can be produced that show
where staff/ visitors / students live in relation to
the workplace. This can be used to identify
modal choices for travel to an organisation.
‘Accession mapping’ shows the time taken to
travel to a location by public transport.
Leicester City Council can produce these for
your organisation if you provide the postcode
information from your Human
Resources/Personnel Department. There are
no data protection issues with providing this
data as long as there is no other address or
personal information provided alongside it.

travel during work) and the measures that you
are looking to introduce at your organisation,
as well as, where appropriate targets can also
be focused and vary between different groups
e.g. the needs of staff are likely to be different
to that of visitors.
Targets set should be SMART i.e. specific,
measurable, achievable, realistic and timely

3.6 Developing Objectives
Objectives provide the focus and direction for
a Travel Plan. Upon completion of the travel
survey, objectives should be developed to
address key site specific issues and
opportunities, which will also be used to inform
the development of targets. Some typical
objectives of Travel Plans are set out below:
• Reduce to a minimum the number of single
occupancy car traffic movements to and from
the employment site;
• Reduce the need for travel to and from the
employment site;
• Support walking, cycling and the use of
public transport to the employment site;
• Address specific transport problems
identified at the site, e.g. congestion or
demand on parking;
• Reduce the cost/number of mileage claims
by staff; and
• Enable staff and visitors to have an informed
choice about their travel options.

3.7 Setting Realistic but Challenging
Targets
Targets are measurable goals that can be
used to assess whether or not the objectives
have been achieved. Typically goals are set
for the 5-10 year life of the Travel Plan, which
can be split into shorter and longer-term
targets.

Some examples of SMART targets would be:
 a 10% reduction in single occupancy
car use for travel to work by March
2016
 a 20% reduction in CO₂ emissions
from fleet vehicles by March 2014
 a 5% increase in travel to campus by
students by cycle by September 2015
 an 8% increase in visitors arriving for
afternoon hospital visiting time by bus
by March 2016
 a 5% reduction in the cost of staff
mileage claims to the organisation by
March 2014, and
 a reduction of single occupancy car
use to work from 75% to 70% by
March 2016, and 65% by March 2018.

Once you understand the current modal share
and catchment area and have undertaken a
detailed site audit of opportunities and barriers,
you should be in a good position to set some
realistic targets. For example, if a high
percentage of staff live within a 20 minute
walking catchment of your site, this would
suggest setting a high walking target would be
appropriate. In setting targets, you also need
to consider factors such as the nature of the
work (e.g. shift patterns, need for a car to
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3.8 Predicting and measuring the impact of Travel Plans – the existing
evidence base
1) Although dating back to 2002, comprehensive Travel Plan research undertaken for the Department
for Transport suggested that the success of a Travel Plan can be predicted by the package of
measures implemented. The key findings of the research were:
• A plan containing only marketing and promotion is unlikely to achieve any modal shift;
• A plan with car sharing and cycle measures may achieve 3-5% reduction in drive alone
commuting;
• A plan with car sharing, cycling and large discounts on public transport plus works buses will
achieve around a 10% reduction; and
• The combination of all the above measures, together with disincentives to drive e.g. car park
management, can achieve 15-30% reduction in drive alone commuting.
2) The Scottish Executive Development Department document, ‘Planning for Modal Share in New
Development’ (2001) also developed a methodology for indicating the potential impact in modal shift
resulting from individual measures. A score is provided for each measure and the total score
converted into percentage effectiveness.
Scottish Executive Scoring of Measures
Measure
Major new public infrastructure
Minor new infrastructure e.g. bus stops, cycle racks
1-2 new or enhanced public transport services
More than 2 new or enhanced public transport services
Reductions in prices of public transport services by 30% or more
Restrictions on effective parking availability
Annual budget for measures per employee or (retail/leisure)
50m GFA:
 Not stated
 < £10
 £20 - £50
 £50 - £100
 > £100
Promotional activities e.g. ‘Green Transport’ Week
Consultation with staff
Public transport information
Car sharing scheme:
Paper based (noticeboards)
Computer access and self-registration

Score
3
1
2
2
3
5

0
1
2
3
4
5
1
2
1
1
2

The resultant equivalent in modal shift is as follows:
Score
8 or less
8 to 16
16 and above, which must include parking restrictions

Potential Modal Shift
3% - 5%
5% - 10%
10% to 15%
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3) Another scoring system, the ATTEST scoring system, was developed by Transport Planning
Associates (TPA) and is based on evidence from 20 UK case studies. The following table is used to
score Travel Plans (up to a maximum of 50 points). The score is then inputted into the following
equation to calculate modal shift.
Modal Shift = 0.4986 x Travel Plan Score + 1.3234.

Elements and Scoring in ATTEST

Element
Site Details (8%)
Management (10%)
Public Transport (22%)

Cycling and Walking (12%)

Car Parking Management (16%)

Smarter Working Practices (2%)
Marketing and Consultation
Strategy (14%)

Car Sharing Scheme elements
(8%)

Element Component
Accessibility
Congestion on traffic network
Travel Plan Coordinator
Implementation Strategy
New infrastructure
New or enhanced public transport
services
Public Transport discounts
Interest free PT season tickets
New cycling/walking infrastructure
Cycle parking
Shower/locker/changing facilities
Cycle discounts
Other e.g. cycle repair, training
Restrictions on effective car parking
availability
Car parking charges
Provision of maps/timetables
Newsletters/memos/e-mails
Travel website
Stakeholder engagement/events
Personal Travel Planning linked to
campaigns and pledges
Guaranteed Ride Home
Computer based matching scheme
Priority parking

Financial incentive/ pay out for using Sustainable Transport (8%)
Maximum Score

Score
0 (low), 1 (medium) or 2 (high)
0 (low), 1 (medium) or 2 (high)
1 (part-time) or 3 (full-time)
2
1 (minor) or 3 (major)
2 (1-2) or 4 (2+)
1 (minor) or 3 (major)
1
1 (minor) or 2 (major)
1
1
1
1
3 (minor) or 5 (major)
3
1
1
1
1
1
3
2
1
1
2 (minor) or 4 (major)
50

8

The methods outlined previously can be used
alongside data collection to act as a check to
assess how realistic your targets are.
Although the above examples provide a useful
benchmark for estimating impact, it should be
noted that there are examples across the UK
where modal share reduction by car have
exceeded these suggestions. Where the travel
surveys and the site audit suggest there may be
potential for greater modal shift, the targets
should reflect these opportunities.
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3.9 Developing a Package of
Measures
A list of measures proposed for implementation
should be provided within the Travel Plan.
Details of who will be responsible for
implementing tasks should be included in an
action plan.
The design of your measures chapter can be
dependent on what suits your needs best e.g. by
measures for each mode, or split out into policy
changes, infrastructure and promotion, or
according to which of your objectives they
address. Measures will vary greatly according to
the type of organisation and outcomes of your
data collection.
A package of measures aligned with the
outcomes of data collection and objectives and
targets is more likely to be effective in securing
modal shift. Some measures, for example,
implementing cycle parking, and promotion of
sustainable modes can be implemented in the
short-term as quick-wins. However, some
measures e.g. implementing a car parking
permit system and changes to staff policies can
be seen as longer-term aspirations to be worked
towards over time. Opportunities should be
sought, wherever possible, to partner with other
organisations for maximum purchasing power
and economies of scale e.g. in negotiating
discounts or revised bus service routes with bus
operators.
We have provided a list of potential measures
and key actions required for implementation on
the next page.
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Examples of Policy, Infrastructure and Promotional Measures
Typical Policy Measures
 ‘Cycle to Work’ scheme;
 Cycle mileage;
 Car share mileage;
 Interest free loans e.g. for season ticket
purchase;
 Flexible and home working policies;
 Car park management systems;
 Travel reimbursement policies encouraging
sustainable modes;
 Taxi use policy;
 Emergency ride home;
 Fleet review;
 Procurement and delivery vehicle review;
and
 Collaborative working and joint projects with
other local organisations.
Typical Infrastructure Measures:
 Cycle parking lockers (staff) and stands
(visitors):
 Pool cars;
 Pool bikes;
 Shuttle buses to work or between sites;
 Facilities fund for staff to bid for;
 Electric vehicle charging points;
 Investment in alternative fuels for fleet
vehicles;
 Car share spaces;
 Automatic electronic traffic detection
recorders;
 Improved walking/cycling routes on site;
 Lighting, signage and CCTV coverage;
 Liaison with local authority/bus operators to
discuss potential off-site improvements, bus
routes and signage; and
 Provision and signposting of equipment for
safety and security.
Typical Promotional Measures
 ’How to get to’ guides
 Travel information on website/intranet;
 Bus timetables/cycle maps/walking route
maps in building receptions;
 Personalised Travel Planning;
 Events and campaigns e.g. ‘Bike Week’;
 Pedometer league;
 Driver fuel efficiency training;
 New starter Travel Plan Packs;
 Negotiate discounts with local cycle
retailers; and
 User groups e.g. bike user (can be e-group)

When implementing infrastructure measures the
importance of convenience should not be
underestimated. Where possible, for example,
the provision of lockers should be adjacent to
showers / changing rooms and accessible from
cycle parking, and the provision of car share
spaces in preferential locations.
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We have provided list of potential measures
below and key actions required for
implementation.
Managing Parking
Managing the demand for car parking can be an
extremely emotive issue for organisations. The
implementation of car park management is seen
as showing the greatest potential modal shift
when combined with other ‘push and pull’
measures to promote sustainable travel and
provide benefits to staff. Examples such as
discounted bus season tickets and bikes,
promoting car sharing, reviewing the parking
permit scheme in relation to distance and need of
travel of staff, allowing parking on site 3 days a
week and sharing other parking facilities in the
area so as to promote a ‘Park and Stride’
strategy are just some suggestions successfully
adopted in the city. Travel Plan strategies also
cover responsible off-site parking relating to the
organisation.

Depending on which measures are appropriate
for implementation at your site, indicators against
which progress is measured could include the
following:

Travel
Surveys



Snap Shot
Surveys



Usage
Data








3.10 Monitoring Mechanism
A Travel Plan is a ‘living’ document, which
follows an iterative process.
Effective Travel Plan monitoring of modal shift
can be undertaken quickly and efficiently through
the use of electronic mediums such as online
surveys (e.g. surveymonkey.com) or snap shot
surveys using email voting buttons to capture
travel that day. Other monitoring initiatives can
be developed in support of surveys including
usage data for car parks, data from automatic
traffic detection counters, cycle parking, and
numbers taking up schemes (e.g. ‘Cycle to Work’
scheme, permit systems and mileage claims).





Anecdotal/
Qualitative
Evidence
and
Feedback





Undertaking of Travel Survey
e.g. every year of the agreed 5
years (at the same time of year).
Capture modes of travel used on
any given day e.g. via e-mail or
standing at entrances.
Number of vehicles in car park.
Percentage of car park
occupancy.
Number of vehicles in car share
spaces.
Percentage of car share space
capacity.
Number of cycles in cycle
parking.
Percentage of cycle parking
used.
Number of staff enrolled on cycle
to work scheme.
Number of staff claimed cycle
mileage in last month.
Number of car parking permits
applied for.
Total number of car parking
permits in circulation.
Case study competition for
individuals to inform you of
positive change.
Comments/complaints received.
Feedback from user groups e.g.
cycle user group.

Where possible, travel surveys should be
undertaken at the same time of year as specified
in the Travel Plan. Other data can be collected
on a monthly, quarterly, biennial or annual basis
to monitor progress as required. The monitoring
strategy chapter of your Travel Plan should set
out what will be monitored by whom and how
often. Monitoring and progress reporting will
provide an update on whether Travel Plan Action
Plans are on forecast and whether targets have
been achieved or are on target to be achieved.
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3.11 Marketing and Communicating
the Travel Plan
The Marketing and Communications Strategy for
the Travel Plan and its initiatives will vary
depending on the channels available for
communication with users of the site. Ideally a
programme of campaigns should be spread
throughout the year at relevant times. For
example, summer cycling campaigns which can
also be timed to coincide with other national and
local campaigns. It is also a good idea where
possible to think about the different messages
that will appeal to different segments of your
target audience e.g. by age, job type, and
attitude towards sustainable modes.

Principle
Commitment
and
Consistency

Reciprocation

Social Proof

Mechanisms that could be detailed within this
section include:
• Distribution of the Travel Plan document and
annual progress reports and action plans;
• Encourage staff involvement in meetings where
Travel Plan is discussed;
• Production and distribution of a ‘How to get to’
guide;
• Feeding of Travel Plan news and events to staff
via staff meetings;
• Distribution of promotional materials or obtain
promotional material e.g. cycle and bus maps;
• Poster campaigns linked to challenges/pledges;
• Travel Plan information on the internet/ intranet;
• Use of smart phone apps such as route
planners;
• Use of volunteer support to disseminate
information and provide advice where
appropriate;
• ‘Welcome/Induction’ Packs for new starters
introducing the Travel Plan;
• Use of sustainable travel diaries to nudge take
up linked to campaigns; and
• Travel Information on any notice boards.

Liking

Authority

Scarcity

Explanation
When people commit to a principle
they will be more motivated to act in
ways consistent with that
commitment. This is especially the
case when goals for behaviour
change have been set and agreed
by the individual.
People generally feel the need to
reciprocate with improved behaviour
where incentives and rewards are
offered.
People are more likely to respond to
a particular behaviour if they feel
others in the community are doing
the same. This is especially the
case where peers, or those that
people in the community can
identify with, are also doing the
same.
People are more likely to be
responsive to a request from
someone they like. Various factors
contribute to liking such as good
appearance and giving praise.
People are more likely to change
behaviour based on the advice of an
authority or ‘expert’.
Generally opportunities are seen as
more valuable as they become
scarcer.

When developing marketing materials, it is also
useful to consider the ‘principles of persuasion’.
These principles can be used when designing
Travel Plan campaigns for example highlighting a
limited opportunity for free bus tickets, and case
studies of individuals within the organisation
already using sustainable modes.
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Example Marketing Programme
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4. Travel Plan Preparation
4.1 Travel Plan Steering Group
A Travel Plan Steering Group should be
established with meetings on a regular basis
e.g. monthly, quarterly or as and when
required. Meetings could easily form part of
wider organisational meetings already
established. Membership should include a
‘champion’ from Senior Management with
sufficient powers to agree funding,
representatives for HR, Finance, Legal,
Marketing, and building managers can be
brought in as required. The Steering Group’s
responsibility is to support the Travel Plan Coordinator in the implementation of the Travel
Plan measures.
A Steering Group, rather than the
responsibility falling solely to one individual for
Travel Plan implementation, also ensures ease
of transition and handover in the case of the
Travel Plan Co-ordinator being replaced and
continuity of the Travel Plan while the post
remains vacant.
4.2 Travel Plan Action Plans
A Travel Plan should be a ‘living’ document
that is relevant to the organisation and is
adapted and updated as and when required.
An annual Action Plan should therefore be
produced. Action Plans can be as simple as
the example provided below and should
always clearly identify the person or position
who is responsible for delivering the action and
when activities are to occur. Action Plans can
be produced for the coming financial or
calendar year and they can be produced for
different sites if you have a large organisation
spread across different geographical locations.
They could also be split by target audience
e.g. staff/patients/students.
The Travel Plan Co-ordinator should aim to
progress these actions within the allocated
timeframe with support as required from within
the organisation and wider Steering Group.

We have a planning requirement to
implement a Travel Plan we didn’t
produce?
In some cases a Travel Plan may have been
produced for your organisation, through the
planning process, possibly not produced by
your organisation.
The first task is to understand what the
requirements are from the local authority as
part of your planning permission. For example,
there may be planning conditions to produce a
final Travel Plan(s) if an outline or Framework
Travel Plan was produced when the
occupier(s) were unknown. It should have
been the responsibility of the developer in
these cases to implement the infrastructure
measures as described within the outline or
framework document with a mechanism and
timetable outlined in the document for the
occupier to implement the Full Travel Plan
once occupied.
The production of the Final / Full Travel Plan
would involve, through consultation with the
local authority, updating the Travel Plan
targets and measures based on outputs of a
travel survey and postcode analysis and
understanding of the travel needs of your staff
and organisation. Leicester City Council
Officers can provide you with advice.
Other conditions or obligations may be to
implement the approved Travel Plan. In this
instance, the document would need to be
reviewed to ensure it is still relevant. Planning
conditions and an already developed strategy
should help with obtaining management
support and resources required for
implementation.

An example of an Action Plan is provided
on the following page.
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4.3 Monitoring and Reporting
Prior to occupation a baseline survey is
recommended to be undertaken to gauge
modal behaviours. A year into the occupation,
a yearly survey is needed for all the different
users of the site. This is undertaken every year
for the duration of the agreed monitoring
period.
Progress against measures can be directly
inputted into a working version of an Action
Plan.
Monitoring/Progress Reports are usually
produced on an annual basis and should be
submitted to the Travel Plan Officer at
Leicester City Council. These reports should
provide a summary of progress to date,
monitoring and a commentary of why actions
have or have not been achieved. At the end of
this report a revised Annual Action Plan for the
next year should be produced. Progress
Reports including case studies and
achievements should be disseminated as part
of the marketing and communication strategy.
Typical chapters of a progress report are as
follows:
Introduction and summary of any organisational
changes. Reiterate what the Travel Plan is
trying to achieve.
Progress to date against implementing the
Annual Action Plan – what measures have been
implemented and contribute to be implemented.
Context – short summary of any changes in
transport conditions or any issues in delivery.
Monitoring data – summary of what have been
surveyed and key findings of any surveys.
Revised Action Plan for the following year.
Leicester City Council is on hand to provide
advice including being able to put you in touch
with other local organisations and assist you in
getting the support required to successfully
implement a Travel Plan within your own
organisation.

4.4 Leicester City Council Contact
Bal Minhas
Travel Plan Officer
Travel Planning & Development Control,
Leicester City Council, City Hall, Leicester.
Tel: 0116 4542849
E-mail: bal.minhas@leicester.gov.uk

4.5 Further Guidance
Leicester City Council’s Travel Plan
main webpage, which includes a link to
the 6C’s Design Guidance/Travel Plan
thresholds:
http://www.leicester.gov.uk/transport-andstreets/travel-plans-in-leicester
Leicester City Council’s Local
Transport Plan 3 (2011/12 to 2025/26):
http://www.leicester.gov.uk/media/177828/
local-transport-plan.pdf
Leicester Core Strategy:
http://www.leicester.gov.uk/media/179023/
core-strategy-adopted-july-2014.pdf
National Planning Policy Framework
and updated Planning Practice
Guidance:
http://planningguidance.communities.gov.
uk/
Details of car ownership levels per
ward in the city:
http://interface.lcc.local/ourorganisation/city-development-andneighbourhoods/planning-transportationand-economicdevelopment/transportation/six-cs-designguide/
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Appendix A: Template Travel
Survey
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