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The schedules have been published to provide a standard format for the monitoring of travel plan actions. There are five schedules - four cover non residential developments and are colour coded depending and are specific to the time of year that the travel plan will be initially launched, the other covers residential developments. 

For multi site operations please speak to Sheffield City Council Travel Plans Team.

The residential monitoring is linked to the occupation levels of the site.

They should be used in conjunction with the Monitoring Strategy and guidance notes.
Workplace Monitoring Schedule

	Date to action
	Action
	How *  - can be offered as consultancy service by SCC
	SCC Validation Check
	When to submit portfolio

	
	Surveys (organisational & employee travel) as agreed no later than

	 Prior to and at occupation
	Travel Plan implemented
	Initial promotion, launch of significant measure(s)
	
	Within three months of occupation

	Oct

Mar

Yrs 1,2,3,4,5 

 
	Car parking snapshot
	Measure free spaces in staff/visitor car park, take up of car share spaces, vehicles not parked in designated areas
	Site visit approximately no later than 4 weeks from action date to assess car parking, cycle parking. 

Assessment of car share and car club members via database and car club

A trip generation count by SCC at workplace entrance.
	To be included within portfolio submission at yrs 1,3, 5
Or with snapshot results submission at yrs 2 ,4


	
	Cycle Parking snapshot
	Measure number of bikes parked on stands and around site
	
	

	
	Car share snapshot
	Measure numbers signed up to database and any matches
	
	

	
	Travel issues
	Update database of travel issues raised by site visitors
	
	

	
	Operational travel snap shot
	Calculate total business mileage relate to CO2 emissions and number of loans/tickets issued; compare with previous yr(s)
	
	

	Oct

Yrs 2,4
	Snapshot survey 
	Undertake modal share survey of site users travel patterns
	
	Dec

	Oct

Yrs 1,3,5
	Full survey 
	Undertake comprehensive travel survey of site users
	
	

	Oct
Yrs 1,3,,5
	Annual Review
	Collate, analyse and interpret all results and evidence of success and use to review Travel Plan effectiveness against set targets.  Build action plan for the following year. Review targets if necessary (yrs 1,3,5 only)
	Assessment of submitted portfolio, plus meeting to discuss issues and revisions no later than 4 weeks from submission date.
	Dec 


Residential Monitoring Schedule

	When
	Action
	SCC Consultancy involvement (if not used for monitoring)

	Prior to occupation/ completion
	Produce travel pack and promo strategy and submit to council for approval
	Initial submission meeting

	Initial Travel Survey 
	33% occupancy or 6 months, which ever occurs first.  Unless otherwise agreed by SCC*
	

	6 months from initial travel survey
	Trip Generation
	Site visit and database analysis

	
	Car club/ car share members
	

	
	Site Overview Additional Travel Information
	

	
	
	

	1 yr from initial travel survey
	Trip Generation incl Cycle and ped count
	Trip Count no later than 4 weeks from action date

	
	1st travel behaviour survey
	

	
	
	

	18 months
	Trip Generation incl Cycle and ped count 
	Site visit and database analysis

	
	Car club/car share members
	

	
	Site Overview Additional Travel Information
	

	
	
	

	2 yr
	Trip Generation incl Cycle and ped count
	Trip Count no later than 4 weeks from action date

	
	Car club/car share members
	

	
	
	

	30 months
	Trip Generation incl Cycle and ped count
	Site visit and database analysis

	
	Car Club/car share Members
	

	
	Site Overview Additional Travel Information
	

	
	
	

	3 yr 
	Trip Generation incl Cycle and ped count
	Trip Count no later than 4 weeks from action date

	
	
	

	42 months
	Car Club/car share Members
	Site visit and database analysis

	
	Site Overview/ additional travel info
	

	
	
	

	4 yr
	Trip Generation incl Cycle and ped count
	Trip Count no later than 4 weeks from action date

	
	Car club members
	

	
	
	

	54 months
	Car Club/car share members
	Site visit and database analysis

	
	Site Overview/additional travel info
	

	
	
	

	5yr
	Trip Generation incl Cycle and ped count
	Trip Count no later than 4 weeks from action date
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