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This strategy and accompanying guidance notes and schedules have been published to provide clarification on the standard monitoring procedure of travel plans conditioned in support of planning applications, and should be read alongside the Supplementary Planning Guidance document ‘Guidelines for the preparation of transport assessments and travel plans’ approved by Cabinet on 25 June 2001, following public consultation.
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Prepared by the Travel Plan Team – Transportation Planning

travelplans@sheffield.gov.uk  (0114) 20 53073 

© Sheffield City Council 2007. With the exception of the Monitoring Schedule, which may be copied solely for use when preparing a “Travel Plan” document, no part of this publication may be reproduced in writing or any other form without the prior written consent of the Council.

Monitoring Strategy

Introduction

This is the Council’s monitoring scheme referred to in the planning condition, that sets out how individual organisations will be required to monitor the effectiveness of travel plans.  The travel plan will normally reflect the fact that no two organisations are the same in the aims, objectives and targets set and the measures implemented, whereas the monitoring methodology should be consistent.

Aim

To ensure a consistent approach to monitoring travel plans and reporting on their effectiveness.  

Objectives

1) That all adopted travel plans adopt and implement a robust monitoring strategy by following the prescribed monitoring regime or otherwise agreed variation.

2) That the effectiveness of travel plans in terms of modal shift can be evaluated by effective monitoring.

3) That travel plans are implemented, evaluated and reviewed in order to achieve their aims and objectives.

Benefits

The proposed standardised monitoring schedule will benefit the organisation in the following ways;

· It reduces the workload of designated Travel Plan co-ordinators. 

· It is simple to follow. 

· The future requirements are mapped out.

· An action plan detailing the monitoring, promotional events and measures to be implemented  can be easily devised based on the schedule.

· It meets the applied planning condition.

It will benefit the council in the following ways;
· All data collected will be standard and comparable citywide, providing a measure of the effectiveness of travel plans.

· It will enable the council to comprehensively report on the effectiveness of travel plans as a demand management tool.

· The new system should provide a level of agreement between the authority and the organisation. 

Review

This monitoring scheme will be reviewed in light of feedback from users. If you wish to comment please contact the travel plans team.

The Monitoring Scheme

The monitoring scheme sets out actions that need to take place regularly, and this is detailed in the accompanying schedules.  This will not only ensure information is consistent; it will also allow accurate analysis and comparison.

Monitoring schedules

In the first instance the schedule that applies is dependant on the type of development, whether it be non-residential or residential. There are four non-residential schedules that are identical in content. Each relates to the time of year the development will be occupied, and therefore differ in dates for monitoring and reporting. In all non-residential developments monitoring will be carried out at six monthly intervals for the first five years. At five years the travel plan will undergo a comprehensive review.

There is one residential schedule and its implementation timescales is subject to occupancy levels and size of development – this is set out in the schedule. In the first year monitoring takes place at three months, six months and one year; thereafter it reverts to six monthly.

Portfolio of Evidence
In following the monitoring schedule a portfolio of evidence will be prepared.  The portfolio of evidence will be required for submission to the local authority to be validated (see validation page 10) annually within one month of the annual or snapshot survey date.  The portfolio should include the following:

Ⓐ Evidence of data collection and feedback

· Any resulting increase in awareness, or examples of change to other travel modes/reducing travel, reducing CO2 emissions*. (individual testimonies/anecdotes)

· Travel survey results, analysis and supporting evidence such as sample questionnaires and a spreadsheet detailing the results including comparison to previous data where applicable.

· A summary of travel related comments/issues.

· Snap shot results and comparison to previous snapshots where applicable.

Ⓑ Evidence of promotion 

· Details of events, literature and how sustainable travel has been and will be promoted using branded materials – travel to work events, transport information pack, intranet etc.

Ⓒ Evidence of implementation

· Include details of measures implemented/abandoned/proposed – photos, plans etc.

· Any other relevant information.

Ⓓ Future Actions

· Action Plan informed by the data collected and analysis detailing planned events, key dates, initiatives and measures that will be implemented. Furthermore information should be provided detailing who will be responsible for each of the initiatives and measures, and their contact details.

CO2 emissions please use 0.3372kg of CO2 per mile This is based on an average petrol car. If  your fleet is predominantly diesel then use 0.3197kg of CO2 per mile

(DEFRA 2007 - http://www.defra.gov.uk/environment/business/envrp/pdf/conversion-factors.pdf)
Guidance on collecting evidence (Non-Residential)1
Proformas are available from travelplans@sheffield.gov.uk. Organisations can use a variation of these forms if appropriate but must collect all mandatory data as indicated on the forms. If the survey is carried out face to face, the interviewers  will  need to be briefed to ensure questions are all asked in the same way. It is important that surveyors do not influence respondent answers.

All surveys (staff, organisational and visitor) and snapshots must be carried out in core working hours avoid Mondays, Fridays and school holidays, lunch periods, shift changeovers. The survey questions that need to be asked to gather the information that must be collected for all surveys can be found at www.sheffield.gov.uk/travelplans/survey
① Full Travel Survey and audit including all site users

An agreed full travel survey should be carried out prior to, or at, occupation depending on circumstances2.  The survey should be repeated after one year and then every two years (i.e. years one, three and five).  

② Snapshot Travel survey 

To be conducted at years two and four.

Snapshot surveys act as interim monitoring to ensure the travel plan is being progressed and goals attained, leading up to each review.  

A comparison should be made to baseline and annual survey results.

③ Car Park snapshot 3
Car park should be surveyed over four days in a two-week period

④ Car Share snapshot 

Spaces should be surveyed on one day only.

⑤ Cycle snapshot once/year 

The usage of cycle storage should be surveyed over four days in a two-week period.
⑥Administration analysis 

To be collated once a year and should include % change in business mileage and relate to CO2 emissions, % of employees working from home, the availability and take up of teleconferencing plus analysis of the outcomes.
⑦Travel related issues 
To be recorded throughout the year and collated once a year

Who

The monitoring is to be carried out by one of the following;

· A senior member of staff4
· A suitably qualified transport consultant 

· The designated workplace travel plan co-ordinator

Sheffield City Council canprovide a consultancy service to assist with this, would which would negate the need to validate the monitoring results

1 Proformas which list the information required are available from Sheffield City Council 

2 Surveys should be carried out at the following times:
Existing occupants – as early as possible to inform the travel plan

Relocating occupants – at least two months prior to relocation. Ask staff how they currently travel to work, and how they think they will be travelling. At this point staff should be made aware of the travel plan and travel options.

New occupants – travel plan and options will need to be explained at interview stage. All new recruits should be surveyed on travel arrangements prior to employment. A full travel plan survey will then take place no later than one month after occupation.

3 All snapshots should take place once a year

4 A senior member of staff should be one that has responsibility for a group of staff, a senior personnel/HR officer or a representative from an environmental department, or estates / facilities manager.

Guidance on collecting evidence (Residential)5
For all surveys and counts avoid Mondays Fridays and school holidays
The residential schedule reflects the fact that, for many developments, completion and occupation are staggered and also the different nature of residential travel plans, as targeted journeys will be not only for work but also for leisure and other purposes. 

① Initial Full Travel Survey

To be carried out at the time set within the schedule which is dependant on the number of units and the level of occupation. A standard survey is being developed
②Trip Generation 

Count to be conducted during one morning peak hour6 over a two-day period within one week at key access points, only counting those exiting the site. 

The length of the counts listed in the pro-forma depend on the number of site access roads7.   Automatic counters do not account for vehicles with multiple occupants, and their use will be subject to discussion between Sheffield City Council and the organisation responsible for monitoring the travel plan (please see who section for further details)

③Car club and Car (Lift) Share update 

Conducted on one day, you will need to contact the car club operator (www.WhizzGo.co.uk) to obtain the relevant information – numbers signed up and car share database administrator, for  any potential/actual matches.

④Cycle/pedestrian count 

Similar to trip generation but only count cyclists and pedestrians.

Counts should where possible take place at the same time as the trip generation counts, if this is not possible the trip generation guidelines still apply.

⑤Site overview (one day)

Conducted on one day – general assessment of the parking situation, footpaths, overhanging vegetation, street lighting etc.

⑥Promotion

Collate promotion materials used to highlight travel plan measures once per year.

⑦Implementation

Collate details of plan measures implemented, evaluate the effectiveness and provide an updated action plan once per year.

Who

The monitoring is to be carried out by one of the following;

· A senior member of the management company or developer

· A suitably qualified transport consultant

· The designated travel plan co-ordinator

· Sheffield City Council Travel Plans team (see charges for costs)

· Estates and / or facilities manager

5 Proformas are available from Sheffield City Council which list the information required.

6 Count times should be one of the following and should be the same for each count 

730am – 830am  or 745 am-845am 


7Count length per access road

   1 Access road – count for 1 hour

    2 Access roads – count each for half an hour

     3 Access roads – count each for twenty minutes
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Validation of Monitoring

The following information only applies to developments required to monitor and report  travel plan progress in accordance with planning conditions.

It is important that all the collated information is validated so that the local authority can approve the monitoring process.  Validation will ensure that the information collected is accurate, credible and consistent. Failure to collate and validate the information will mean a breach of the planning condition and is therefore subject to enforcement.   

There are two validation options available for organisations 

· Option 1

Employ a suitably qualified consultant (other than the monitoring consultant if this option is employed) to check and validate the collated documents.  Once validated, the documents are forwarded to the City Council’s Travel Plan Officer to sign off. 

· Option 2

Submit the collated documents to the City Council Travel Plans Team for validation and approval.  There would be a charge for this service. 

The travel plan will need to detail the validation arrangements. If option 2 then payment needs to be made no later than commencement of development failure to do so will be deemed as a breach of planning and subject to enforcement.

Monitoring and Validation Charges 

Price on Application – please contact the council to receive a quote for your development to cover a five year monitoring period.

The City Council’s Service Level Agreement

The following details what you can expect from the council’s validation service

1. Initial submission meeting (optional)

Prior to submission of the portfolio the council will arrange an optional meeting to discuss progress toward submission of all the required documentation.

2. Updated action plan check and approval – no later than 3 months from occupation

The initial updated action plan and forthcoming proposals to be submitted and checked either by the approved consultant or Council travel Plans team

3. Standard Portfolio Check (yrs 1,2,3,4,5)

All the requested information detailed in the monitoring schedule will be subject to a standard checklist.   Each item will be checked by the approved consultant/Council Travel Plan Officer.  Any omissions should be noted and accompanied by a justification for non-inclusion. 

It is expected that the findings from the travel survey and traffic counts should fall within a certain range of the agreed targets.  This range will be subject to the following:

· The agreed targets;

· Measures implemented; 

· The nature of the business; and

· Other external factors, such as bus service alterations, industrial action and adverse weather conditions. 

It is expected that the range will be narrow (no more than ( 2%). If results fall below the target and the agreed range, then discussions will be held with the City Council to examine the discrepancy and seek justification.   In addition to this, if it is found that there are gaps in the information/evidence, suitable justification will be required. Once complete an updated action plan should be developed .

4. Site Visits

At one point in the year Sheffield City Council will arrange a short notice requests to monitor the travel plan. This will involve a site visit to inspect cycle parking, car parking and other travel related facilities and 

At a second point Sheffield City Council will conduct a trip generation count during either a morning or evening peak period. The council may also request information relating to season ticket or cycle purchase loans, business mileage audit or promotional events, therefore it is important that the portfolio of evidence is kept up to date.

Travel Pan Validation Checklist

The following items will need to be included in the portfolio and checked to ensure validation. If not included a simple statement of justification for non inclusion will need to be submitted.

	Non-Residential
	Residential

	Ⓐ DATA COLLECTION

	Full Survey results

Modal split

Sample

Response rate

Updated targets

Survey form

Business mileage / CO2 emissions
	Full Survey results

Modal split

Sample

Response rate

Updated targets

Survey form

	Snapshot results 

Car Parking

Cycle Parking

Car Sharing

Snapshot survey
	Trip Generation count results, full and interim

	
	Car Club and car (lift) share numbers

	
	

	
	Personalised Travel Planning update

	
	Site overview statement

	Anecdotal evidence of change/increase in awareness
	If applicable results of either household survey/sample travel diaries/travelsmart results

	Summary of travel issues/comments plus steps taken to address.
	

	Ⓑ PROMOTION

	Enclose promotional literature and materials promoting

Walking, Cycling, Public Transport, Car Sharing, Flexible Working, reducing the need to travel, travel events, induction pack, sample intranet pages, future promotional ideas, travel correspondence, press coverage, travel related competitions
	Enclose promotional literature and materials promoting

Walking, Cycling, Public Transport, Car Sharing, home deliveries, travel events, welcome travel pack, future promotional ideas, travel correspondence, press coverage, travel related competitions

	Ⓒ EVIDENCE OF IMPLEMENTATION

	Detail of measures implemented/abandoned/proposed – photos, plans
	Detail of measures implemented/abandoned/proposed – photos, plans

	Any other relevant information
	Any other relevant information

	Ⓓ FUTURE MEASURES

	Updated action plan
	Updated action plan


Travel Plan Contact Details


Tel : 0114 2053073				Email: � HYPERLINK "mailto:travelplans@sheffield.gov.uk" ��travelplans@sheffield.gov.uk�


Postal Address:  Travel Plans Team, Transport Planning, Howden House, 1 Union Street, Sheffield, S1 2SH.
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