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13.1 Pre-Visit Questionnaire

The following document is completed by prospective workplace cheganisations prior to
receiving SSA from an advisor. Prospective school, hospital lmedl authority clients complete
similar forms. Completed Pre-Visit Questionnaires (PVQsgaeturned directly to AEAT for
processing.

SITE SPECIFIC ADVICE
PRE-VISIT QUESTIONNAIRE
TRAVEL PLANS

Primary Contact:
Name and address of Site:

Telephone:
Fax:
E-mail:

Please return to:

TransportEnergy Best Practice
C/o AEA Technology Plc
Programme Office

Building 329

Harwell, Didcot

Oxfordshire OX11 0QJ

Fax 01235 433636

1. Organisation/ Site Overview

1a) Is your organisation committed to developing a travel plan? Please provide
evidence of senior management backing and resources . If you can't provide any
evidence please say why not.

1b) Who are the people within your organisation wit h responsibility for transport
issues (e.g. Travel co-ordinator, Fleet manager, Fi  nance Director, Human Resources
Manager).

Name Position Responsibility
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1c) Does your organisation exist on a single site o r are there a number of different
sites? Where are the other sites? Please indicate  which site(s) you wish to be
included in the Programme.

1d) Please describe the nature of the site and your  status on the site. (e.g. Are there
other organisations on the site? Are you the owner or a tenant? Do you manage
your site facilities or does the landlord have resp onsibility for this?)

1le) How would you describe the location of the site ? E.g: business park / city / large
town / small town / rural - and for urban locatio ns one of: centre / suburbs

1f) How many people work at each of your sites? (S  how breakdown between
employees and others, e.g. students).

1g) Roughly how many people work in other organisat ions on the same site (if
applicable).

1h) Please give an indication of the working patter  ns at your site(s). (e.g. 7 days a
week/ 5 days a week/ 5 days plus reduced weekend/ o  ther (please specify), and 24
hours a day/ 2 shifts/ 1 shift/ other).

2. About Your Transport
Commuter Transport
2a) Do you know the commuting patterns of people wo rking on site, e.g. from a

travel survey? Please complete as much of the tabl e below and attach any other
relevant data you may have.

Mode No. of Trips % Split
Single-occupancy car

Multi-occupancy car

Motor cycle/scooter

Bus/coach

Rail

Cycle

Walking

Other

2b) Do you know your organisation’s car parking cos ts such as rates, maintenance,
etc? If yes, please describe. How many car parking spaces do you have?
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Business Related Transport

2c¢) Where relevant to your operations, please comp  lete as much of the table below
as possible.

Activity No. of No. of Annual Annual Fuel | Annual
vehicles | Trips /yr. Miles Consumption | cost

Staff on business (cars):
Company cars
Pool cars

Other cars (staff owned/hire)

Taxi

- I

Staff on business (other):
Cycle

Walking

Bus/Coach

Rail

Air

Services:
Vans

Fork lifts

Other

Freight Distribution: Own
Account

3rd party

2d) Please highlight any particularly common journ eys (e.g. staff travelling between
2 of your sites) and by what mode(s) are they under  taken

Other Transport Issues

2e) Do you have any other significant transport mo  vements associated with your

site, e.g. deliveries or visitors? Please provide details.

2f) Do you have an environmental transport policy? If yes Please provide details or
attach a copy
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3. About the Transport Issues you Face
3a) What do you perceive to be the main issues asso  ciated with your transport, e.g.

parking, access to site, costs of business travel, seeking planning approval for new
premises or site expansion. Please provide specifi ¢ details below.

3b) Other than tackling the specific issues highlig hted above, what do you perceive

to be the main benefits of implementing transport i nitiatives, e.g. reduced costs,
improved environmental performance, improved image within the community?
4. Addressing Your Transport Issues

4a) What steps, if any, have you taken to date to  address your transport issues?
Please provide details on strategic/management acti  ons (e.g. appointing a travel co-
ordinator, setting up of steering group, conducting a travel survey) as well as
specific initiatives.

4b) Have you evaluated the impact of these initiat  ives? If yes please provide
details.

4c) Have you been in touch with your local authori  ty about transport issues? If so
please provide contact details of the people you ha  ve dealt with.

4d) Have you co-operated or formed partnerships wit  h any other organisations (e.g.
other organisations in the same location, service p roviders, etc) in tackling
transport issues? Please give details. If no, are there opportunities to do so?

4e) What specific issues would you like assistance with to help address your
objectives? Please tick and give brief details:

Travel plan strategy issues:

Travel plan management e.g. Yes / No Details:
roles and responsibilities,

finance, etc

Design/analysis of travel Yes / No Details:
surveys

Development of travel plan Yes / No Details:

i.e. deciding on
package of measures

Staff/union consultation Yes / No Details:
(e.g. on terms and conditions &
company car policy)

Staff Motivation & Marketing Yes / No Details:

Monitoring and Targeting Yes / No Details:
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Commuter Initiatives:

Car park management Yes / No Details:
Increasing use of public Yes / No Details:
transport

Increasing use of cycling Yes / No Details:
Increasing walking trips Yes / No Details:
Inpreasing multi-occupancy car Yes / No Details:
trips

Home-working Yes / No Details:
Compressed working week Yes / No Details:

Business Travel Initiatives:

Business travel policy Yes / No Details:
Reducing business mileage Yes / No Details:
Reducing the fuel Yes / No Details:

consumption of the vehicle fleet

Reducing vehicle emissions Yes / No Details:
e.g. by using Alternative Fuels

Other (specify) Yes / No Details:

4f) Please give us your ideas on how the consultan  t's time should be put to use for
you to gain the most benefit. Possible options inc lude: one-to-one or group
meetings to provide advice and guidance on relevant issues; facilitation of
workshops/focus groups to develop strategies and/or initiatives; and on-going
‘distance’ mentoring.

4q) Your local authority should also be able to pro  vide you with support and
information to help you develop your travel plan. We will contact them to let them
know you are receiving help from us. They may wish to get involved, e.g. by
attending some of the meetings with our advisor. W ould this be acceptable to you?
If no, please tell us why not?

4h) Are there any other issues you would like to b ring to our attention prior to
receiving assistance?
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13.2 Advisor Contract Specification

The following document is the current advisor contract spewfion that forms the basis of the
contract between the SSA Managing Contactor and each SSA Advidos. document was
introduced in August 2002, replacing an earlier version.

1. Introduction

The Energy Efficiency Best Practice Programme (EEBRMey part of the Government's
commitment to meeting the UK’s carbon dioxide reductionetargrhe EEBPP provides advice and
support on energy efficiency measures in three key seatdsstrial, buildings and transport
energy efficiency. Most of the day-to-day managemethafransport sector is sub-contracted to a
Managing Contractor.

The transport sector of the EEBPP seeks to raiseca@ss of, and provide information and advice
on travel plans for all types of organisations as agligreen’ fleet management for company car
fleets and sustainable distribution in the road haulagersétte objective of the EEBPP’s travel
plan related information and support services is to hgjanisations implement travel plans and
related 'green' transport initiatives. One of these ses\vis Site Specific Advice (SSA) which
covers the provision of free help and advice from an expers@dia individual organisations at
their site. A related, supporting service is the EnvironraedtEnergy Helpline, through which
organisations can receive up to two hours of distance atvioap with specific questions or
problems.

2. Objectives

The main objective of the SSA and distance advice elernétlie EEBPP’s travel plan related
information and support services (the Programme) is togequiactical, focused site specific
assistance to businesses, schools and other organisatiwtis tboem with the development and
implementation of travel plans and related 'green’ pamdnitiatives.

Organisations can receive up to 5 days of an advismestti help with the development and
implementation of their travel plan. More time (up to 19s)anay exceptionally be offered for

very large organisations or situations where there atgrdber of organisations working together on
a joint plan. Less time (about 3 days) may be offandtlé first instance to small organisations
working in isolation.

A secondary objective of the Programme is to provide ass&sta organisations requesting help
through the Environment and Energy Helpline. This will cortdistp to two hours of 'distance
advice', arranged through the Managing Contractor.

3. Operation of the Programme

On receipt of a request for assistance, the followinggohaes will be used by the Managing
Contractor to facilitate the effective operationtud Panel:

For Site Specific Advice:

« Managing Contractor will issue an information pack,unahg a pre-visit questionnaire, to
establish the needs and the level and type of assistdeed.

« Managing Contractor will contact the relevant local axitirdor further background
information.

! Now the TransportEnergy Best Practice Programmetrféoe information about the scheme, contact can be
made through the following website: http://www.transpuetgy.org.uk/bestpractice/

8
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Managing Contractor will then select a Panel membeatoy out the site visit, with the
selection being based on a number of factors includiatjvellocations, matching expertise and
balancing resource assignments.

The Panel member will establish the aims and objectiVd® assistance through initial
communication with the client and their local authority.

The Panel member will then prepare ideas and materiedssery for assistance and visits
recipient.

The Panel member will undertake up to 3 visits to recifg@eptogress their travel plan.
The Panel member will prepare an assignment reportidimg) action plan, for the client. A
copy of the report will also be provided to the Managingtator and, if the recipient
agrees, to the relevant local authority.

Managing Contractor will issue a feedback questionnaitke client and identifies any
further requirements for natification to local authority.

For Distance Advice:

For distance advice received via the Environment and Energy kelplie Managing Contractor
will refer calls on to a Panel member with an Ortdeprovide up to 2 hours distance advice.

4. Description of Work

All work carried out by a Panel member shall be afyreeadvance, with the Managing Contractor.
Following receipt of a Warrant for a SSA assignmentQbetractor shall:

Carry out a preliminary review of information supplied bg school/business/ leisure site.
Make contact with the organisation to agree objectiféseovisit, see what information might
be available, and the likely range of contacts that shoelinvolved (e.g. travel plan
champion/travel co-ordinator, fleet manager, environmengadager, senior/finance manager).

Contact the client's local authority to find out if thare any other issues that they should be
aware of, e.g. relevant planning applications. In margmees it may be helpful for the
relevant local authority officer to attend the sitetsisas long as the client organisation is in
agreement.

Develop any necessary ideas and materials for use onehdsdti It will be the responsibility
of the Contractor to request information on accessirigg and safety for the visit.

The Site Visit:

Each SSA assignment should involve at least one sitehigitnay entail up to three.

The assistance provided to businesses, schools and otheisatigas must be relevant to
developing and/or implementing a travel plan and relgtegh' transport initiatives.

Examples of the type of assistance include:

- Advice on the design, implementation and analysis of etgflipil travel surveys;

- Advice on establishing and measuring the costs and benefiitssef plan initiatives;

- Facilitation of workshops to develop a strategy for devetayrof a travel plan;

- Facilitation of focus group/workshops to develop specifigatives;

- Advice on the development/implementation of the most apprefoast-effective initiatives;

- Advice on the development and implementation of a marketiatpgly for the plan;

- Signposting to other sources of assistance, e.g.aothbrity officers, good practice
literature, marketing materials, etc.;

- Advice on the monitoring and evaluation of travel plans;

- Advice on setting up a steering group and or working group;

- Assistance with negotiations with public transport operators

The type of assistance employed will ultimately bed®eision of the organisation or school,
although guidance will be provided on how they might make theusesof the Contractor’s
time. The objectives and requirements of the techngsistance will be developed by the
recipient, in consultation with the Contractor and teal authority, as appropriate.
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Following receipt of an Order for 'distance advice' fitwn Managing Contractor, the Contractor
shall:

< Contact the organisation or school by telephone to discugsdbkem in detail and assess, on
the basis of the Contractor’'s knowledge and experience, possibltions to the problem, or
further sources of information and help as appropriate. Cbmractor will then write a
summary of the problem and the advice offered. Theser@sjare expected to take no more
than 2 hours to complete and will require no travelling.

e Contractors will be expected to maintain an up to Kateviedge of local initiatives, support
available to organisations, particularly SMEs, and fbss$ocal sources of funding.

5. Reporting

For Site Specific Advice:

For a SSA visits the Contractor shall prepare and subrgjiat for the Managing Contractao
later than two weeksfollowing completion of the site visit/final site visit. Mgre there is to be
more than one visit, an interim site visit report Wil requiredho later than 1 week following the
initial site visit which reports on progress and outlines the next steps.

The content and format of the final site visit repsdrall follow guidelines agreed with the
Managing Contractor. It is expected that no reportld/de more than 8 pages in length plus
annexes. The report shallin edlses:

e Give an analysis of the problem, including particular is¢a€isg the organisation or school;
« Provide guidance on solutions / recommendations;

¢ Include a bullet point action plan that the organisatiorcboal can implement.

The balance of the report will reflect the detailshaf $pecification for the visit provided Where the
Contractor recommends that her/ himself or his/her compeyybe able to carry out the follow up
work, at least two other alternative consultancies mustd@mmended.

For Distance Advice:

For distance advice the Contractor will write a sumnadityhe problem and the proposed advice on
the fax/e-mailed Order/enquiry form. This should therréesmitted on to the caller and the
Managing Contractor.

6. Deliverables

For Site Specific Advice:The Contractor shall submit one electronic datafile ofeavééit report in
Microsoft Word 6.0/95 format. The Contractor shall subfriiard copies of the final site visit
report and an electronic datafile of key informatioMirosoft Word 6.0/95 format.

For Distance Advice:For distance advice assignments, the Contractor shall saldexi copy or an
electronic datafile in Microsoft Word 6.0/95 formattbé short report.

7. Timescales and Effort

It is estimated that support to a maximum of 5 daysestibp the exceptions highlighted above,
will be required for each of the SSA assignments. @figt will include the visits (usually up to
3) and the time needed to prepare for the visits and fpagng the site visit reports and travelling
to and from the site. No more than one full day mapdmked for any one site visit, regardless of
any travelling time carried outside of normal working hours

The initial site visit report should be receivaal later than 1 weekfollowing the initial site visit.
The final site visit report should be receivemlater than 2 weekdollowing the final site visit.
The short report for the distance advice assignment shoulddigeeno later than 1 week
following completion of the assignment.

1C
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13.3 Report Writing Guidelines

The following guidelines were re-issued to advisors by AEAIT8Bth October 2002 in order to
clarify the interim and final SSA report writing guidelinethat were first issued in 2001.

Purpose of Interim/Final Report

The objective of SSA is to assist sites in overcominglprob related to the development/
implementation of their travel plans AND to enable therimtlependently carry on working on
their travel plans.

The purpose of the report(s) is: (i) primarily to sumsathe consultant's advise to allow the site to
carry on working independently on the development/implementatitive travel plan; (ii) also to
log what advice the site requested and what the camswlelivered.

The report should NOT provide background information abmsite and the assignment for the
benefit of AEA Technology or DfT. This means, avoid lengibgcriptions of points well known to
the site, but raise the key issues that are relevdnetadvice sought.

The final report shall in all cases:
e Give a (short) analysis of the problems/ particular is$aeed by the organisations;
* Provide detailed recommendations and guidance on solutions;
« Include a bullet point action plan that the organisationimmgtement during the assignment and
following completion of the consultant's assignment.

Structure and Length of Report

What follows is an outline structure for the report (a&sented at workshops in May and October
2001) and an INDICATION of the length of each section. Ugueaports should be no longer than
8 pages PLUS annexes:

1 Introduction (usually no more than 1 page)
¢ Obijective of the assignment;
« Site consultant contact details;
< Date of assignment, meetings;
« Status of assignment (e.g. 1st visit, final report).

2 Context (usually no more than 2 pages)
« Type of company/site;
 Brief and concise description of current situation;
» Status of TP activities.

3 Key Issues (about 2 pages)
« Description of issues relevant to the assignment incluatisgssment/conclusions.

4 Action Plan (main body of the document)
« Description of recommended measures that allows theoditiether develop/ implement the
travel plan:
- Clear and detailed actions and procedures;
- Action owner;
- Timing.

11



Evaluation of School and Workplace Travel Plan SSA Rwogne - Final Report — January 2004

5 Programme of Work (no more than 1/2-1 page)
* Next actions for the consultant;
« Deliverables;
e Timing.

6 Annex (length depending on deliverables)
¢ Copy of the Pre-Visit Questionnaire (PVQ);
e Copy of presentation material;
¢ Analysis of survey, etc.;
< Any other deliverables (copies of ad-hoc advice given bylefagiunless it is incorporated in
the main body of the report).

Interim Report:

An interim report should be provided following the initséte visit. Following the initial meeting

you should be able to provide information under sections3afd 5 of the above report structure.
During the course of the assignment the interim reporthembe developed into the final report by
amending the existing sections as necessary and by addiegtiins 4 and 6.

AEA Technology requires only an electronic copy of the imagport, but we require two hard
copies of the final report.

And finally:

There will be instances where the consultant is askpbiede ad-hoc advice on the phone and via
email and to comment on existing travel plan documeng®, Albnsultants may be asked to lead
focus groups, give presentations at board meetings, or hadfpdesurveys for the site.

Even in these cases, we would expect a report alonghttsedf the above "model structure”. The
action plan may be much shorter, but, to stick with thenpa of the consultant that leads a focus
group, s’he may recommend how to utilise the results of ths fgroup to progress the travel plan -
this should form part of the report. Also, if the cotesall provided ad-hoc advice this should be
summarised in the final report.

12
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13.4 Client Discussion Guide

Structured interviews with SSA clients were conducteing the following Client Discussion
Guide. The data generated was subsequently analysed, the sesfulhich are discussed in
the Final Report.

Caseno.........ccoeeen. Name of INterviewer:..........coovviiiiii i
Date and time Of the INTEIVIEW:..........ii i e e
Method of interview: In person By phone

Name of client organisation/school:.............coooiiiiii i e,

Name and organisation Of AdVISOI:..........coiiiiiii e e e,

Before the interview

¢ Pleasaoughly complete questiondl, 2a, 4, 5, 9, 10, 15e+g, 19, 25, 26, 32, 34a, 35a, 36¢
and 38, using the PVQ, feedback form and final report. §6me cases, some of these
documents will be unavailable)

During the interview

« Pleasask the interviewee all the questionsn the form (except 19), even those already
completed in rough using the documentation — to make surthéhaaterviewee’s opinion
corresponds with the documentation. Please clarify acyegiancies.

« In many cases, you may find it easiest to ask thetiune andnote down the response in
the dotted line sectiongn the left hand column, and carry out any categoosati
afterwards.

« Pleasenrite down any useful quotesrom the Client which might be valuable to give in
the final report.

After the interview

« Please complete a clean copy of the form (either on papdectronically) andategorise
all relevant answers according to the interviewee’s responses. (Note — ifntieeviewee’s
response does not correspond with the documentation, pleasgtiigtis, but code
according to the interviewee).

< Apart from questions with a ‘yes/no’ or ‘1..2..3..4..5p¢&yanswer, pleasiek all categories
that apply.

* Pleasespecify, whenever ‘other’ is ticked.
¢ Pleasénclude any information which is not covered by the categorations

« Ifthe interviewee is unable to decide between two sas(e.g. ‘4’ or ‘'5"), please record
the score as half way between (e.g. 4.5)

If not already obtaine(please start the iterview by requesting copies

The latest version of the travel plan.

Any travel plan type document that existed prior to receiving pieHic advice.
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1. How did you hear about the SSA ?
(check feedback form 1)

2. a) Had you been doing any kind of travel plannin
before seeking SSA ? (check PVQ 4a)
b) If yes, approximately how long had you been doi
travel planning before seeking advice ?

3. Did you request SSA as soon as you knew it waj
available ?

4. Was there a particular reason for seeking help fr
the SSA at the time that you did ? (check PVQ — 4f
and feedback form-2)

5. a) Before receiving SSA, had you obtained any
other advice or worked closely with others on
developing or implementing travel measures ?

b) If so, where or who did this advice come from?
(check PVQ 4c and 4d)

Please tick all that apply

Publicity materials — e.g. website,
leaflets

Conference, seminar or
professional organisation like ACT

Local authority

Someone else who received
advice

Work colleague

Friend /relative

Other (please specify)

d Yes No
ng

months
g Yes No

om - .

No specific reason — just
discovered SSA was available
OR Please tick all that apply

Staff travel survey starting or
finishing

Meeting or focus group due

Problems with senior management
commitment

Needed help with starting travel
plan

Unclear how to progress existing
travel plan

Other (please specify)

Yes No

Please tick all that apply

Local authority

Reference materials

Professional organisations e.g. the
Association of Commuter Transport
(ACT), Sustrans, Transport2000

Other consultants

Other organisations in a similar
position

Public transport operators

Other (please specify)

14
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Specific tasks
6. When you sought SSA, did you want the Advisor to Help lead
help with specific tasks, or did you want them to give Both

leading guidance on how to develop the travel plan] or

both?

_ _ | Negative 1..2..3..4..5 Positive
7. On a scale of 1-5, where 1 is negative and 5 is

positive, how clear did you find the process of
applying for help, in terms of the information you
received and the forms you had to fill in ?

8. You were asked to complete a Pre Visit Questionnainelfothe Advisor— do you have any
negative or positive comments, or other opinions aboufthis
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B. Nature of the interaction

9. Approximately how long was the period of
receiving advice ? (check dates of initial and final
reports)

10. How many site visits did the Advisor make?
(check final report)

months

visits

11. Did you have any other useful interaction with the Yes No

Advisor ?

12. What sort of activities did the Advisor undertake
with you?

13. Did you feel that the Advisor was supportive ?

14. Apart from the named Advisor, were any other
people from the Advisor's company involved?

L Please tick all that apply

Survey implementation/analysis

Site audit/analysis of site
conditions

Negotiation with management

Facilitation of meetings with staff,
students or parents

Liaison with external
organisations

Preparation of teaching materials

General mentoring

Other (please specify)

Yes No

Yes No

1€
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C. Evaluation of the advice

15. On a scale of 1 to 5, where 1 is negative and 5 is positvewould you rate the following
(where relevant, ask “why”, particularly for negative coemts):

a) the Advisor’s understanding of your organisation Negative 1...2...3...4...5 Positive

b) the Advisor’'s understanding of your local context,
such as the local area, local transport situation etc.| Negative 1...2...3...4...5 Positive

c) the Advisor’s general knowledge of implementing
travel plans
Negative 1...2...3...4...5 Positive

d) the amount of interaction you had with your
Advisor
Negative 1...2...3...4...5 Positive

e) the quality of the final report that you received from
the Advisor? (check feedback form 4)
Negative 1...2...3...4...5 Positive

f) The amount of Advisor time available through the
SSA programme ?
Negative 1...2...3...4...5 Positive

g) Your overall satisfaction with the SSA
(check feedback form 6)
Negative 1...2...3...4...5 Positive

17
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16. a) Would you have liked more Advisor time ?
b) If yes, how much and what for ?

17. a) Was there help from the advisor that you we
expecting but did not receive?
b) If yes, what ?

18. Did the Advisor provide information about wher
to get further help and resources ?

D. Impact of the interaction

e

Yes No

Yes
No
Didn’t know what to expect

Yes No

19. [Do not ask the client] List the main recommendations fromrhaérgpor:

20. What were the main recommendations of the Advisoro8gaheck with the list given in

guestion 19)

18
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21. a) Did you successfully implement any of the Yes No
Advisor’s recommendations ?
b) If yes, which ones ?

22 a) Were there any of the Advisor’s Yes No

recommendations that you thought were inappropriate
?

b) If yes, which ones and why ?

23 a) Were there any of the Advisor’s Yes No
recommendations that you would have liked to
implement but were unable to ?
b) If yes, which ones and why ?

24. Overall, on a scale of 1-5, where 1 is negative angegative 1...2...3...4...5 Positive
5 is positive, how would you rate the appropriateness
of the Advisor's recommendations to your situationf

25 a) Overall, do you think that there have been travel

planning developments or changes which tang Yes No
taken place because of the SSA? (check feedback form
5)

b) If yes, what were they ?

18



Evaluation of School and Workplace Travel Plan SSA Rwogne - Final Report — January 2004

26. a) Do you think that there have been travel
planning developments or changes that have taken
placemore quicklyas a result of the SSA? (check
feedback form 5)

b) If yes, what were they ?

27 a) Did your knowledge and understanding of tra
planning increase due to the involvement of site
specific Adviser

b) If yes, what were the particular things that you
learnt ?

28. Overall, on a scale of 1 to 5, where 5 is the mos
positive, how valuable do you think the SSA was in
improving your travel plar?

5

Yes No

vel

Yes No

Negative 1...2...3...4...5 Positive

29. What was the most beneficial aspect of the SSA ?

E. Context of the advice

“Next are a few questions to help us understand the contextiéh you received site specific

advice”

30. Who initiated your travel plan ?

2C

Please tick all that apply
For companies/hospitals:
Local authority
Senior management
Particular department (please
specify)
Staff
Other (please specify)

Please tick all that apply
For schools:
Local authority
Staff
Students/pupils
Parents
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31. Was your travel plan a voluntary initiative, or wa
it required by an external organisation (e.g. plannin
permission requirement)?

32. What are your travel plan’s main objectives?
(check PVQ 3a and 3b)

33. a) When asking for site specific advice, did you
have specific staff resources dedicated to developif
and implementing your travel plan ?

(check PVQ1a)

b) Now, do you have specific staff resources dedica
to developing and implementing your travel plan ?

School governors

Other (please specify)
Please tick all that apply
For local authority:

Senior management

Specific departmergplease
specify)

Elected members

Staff

Other(please specify)

AS

8 volu ntary
Requirement
Both

Please tick all that apply

Reduce traffic

Address parking issues

Improve alternative travel options

Improve environmental
performance

Improve attractiveness of
organisation/school to staff and/or
students

Improve health of staff and/or
students/pupils

Meet planning requirement/
secure planning permission

Meet requirements of
environmental standards, such as
‘EMAS’ or ‘1SO14001’

Other (please specify)

9 Yes No
aited
Yes No
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c) If no, who is currently responsible for developing
and implementing your travel plan ?

34.a) When asking for site specific advice, did you
[and/or — for schools - the local authorityiave a
budget for the travel plan/ travel measures? (check
PVQ1la)

b) If yes, what was it ?

c¢) Now, do yojand/or — for schools — the local
authority] have a budget for the travel plan/travel
measures ?

d) If yes, what is it ?

35. On a scale of 1-5, where 1 is negative and 5 is

positive, how would you rate

a) senior management commitméimcluding - for
schools - head teacher commitmeistivards your
travel plan before receiving SSA (check PVQl4a

b) senior management commitmeimcluding - for
schools - head teacher commitmestiards your
travel plan now?

36. On a scale of 1-5, where 1 is negative and 5 is
positive, how would you rate:
a) [for non local authorities]
the helpfulness of the local authority in develop
your travel plan

b) the willingness of local public transport operato
to be involved in your travel plan

Yes No

Yes No

Negative 1..2..3.. 4..5 Positive

) ?

Negative 1..2..3.. 4..5 Positive

Negative 1..2..3.. 4..5 Positive

ng

Negative 1..2..3.. 4..5 Positive

22
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c) the opportunities for working with other Negative 1..2..3.. 4..5 Positive
organisations in the local area who are developing
travel plans (check PVQ 4d)

37. During the period of receiving the advice, were therg aif@imstances or influences that
particularly helped or hindered the role of the Advisor ?

F. Other comments

38. Do you have any other comments on the work your Advisor digbfd? (check feedback
form 7)

39. Have you subsequently employed the Site Specificves No
Advisor (or another consultant) for further Travel Plan
advice?

40. Given your experience, is there any way you would like tohee8SA programme changed
for future users?
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13.5 Advisor Discussion Guide

Structured interviews with SSA advisors were conductemgshe following Advisor
Discussion Guide. The data generated was subsequently analttsedesults of which are
discussed in the Final Report.

Date and time Of the INEIVIEW: ... ...ttt e e e et anaes

Method of interview:  In person By phone

Name and organisation of AdVISOr:..........coiiiiii i e e,

Before the interview

Pleasecomplete the introductory sectionson this page, and pages 4 and 10.

Pleasaoughly complete questiond-8, II-8 , I-16a+b and II-16a+b using the clients’
PVQs.

During the interview

Pleaseask the interviewee all the questionsn the form, even those already completed in
rough using the documentation — to make sure that the intewigwpinion corresponds
with the documentation. Please clarify any discrepancies.

In many cases, you may find it easiest to ask thetigune andnote down the response in
the dotted line sectiondn the left hand column, and carry out any categoosati
afterwards.

Pleaseanrite down any useful quotesrom the Advisor, that might be valuable to give in
the final report.

After the interview

Please complete a clean copy of the form (either on wamectronically) andategorise
all relevant answers according to the interviewee’s responses. (Note — ifntieeviewee’s
response does not correspond with the documentation, pleasgtiigtis, but code
according to the interviewee).

Apart from questions with a ‘yes/no’ or ‘1..2..3..4..5¢yanswer, pleagiek all categories
that apply.

Pleasespecify, whenever ‘other’ is ticked.
Pleasénclude any information which is not covered by the categorations

If the interviewee is unable to decide between two sas(e.g. ‘4’ or '5’), please record
the score as half way between (e.g. 4.5)

24
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A. General: Programme Management

“Starting with the general management of the site speaificce programme...”

1. Were the instructions about the Advisory role clear Yes No
and straightforward ?

2. a) Was there any additional information or training Yyes No
that would have helped you to undertake your
Advisory role ?

b) If yes, what ?

3. Were you clear about the final report requirements %es No

4. Would you have liked further information about the
final report, such as a checklist of things to be Yes No
included ?

5. a) Is the payment process for Advisors approprigte
(for example, in terms of when you receive the money) qq No
?
b) Are there any changes to the payment process that
would be helpful ?

6. On a scale of 1-5, where 1 is negative and 5 is
positive, how well-managed is the SSA programme?l\legzmVe 1..2..3..4. 5 Positive

7. a) Are there any improvements you would suggest
to the administration of the SSA programme

b) If yes, what Yes NoO
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Client I:

Date and time Of the INLEIVIEW .. ... ettt e e e e e e e

Method of interview: :  In person By phone

“Next, I'd like to ask you about your experience at particalents, starting with...... ”

B. Client I: Context

[-8. At <client>, was it correct that you reported.to
(complete using PVQ - front cover)

I-9. a) Do you think this was the appropriate persor] to Yes
be dealing with in the organisation?
b) If not, who would have been

[-10. Did you receive enough information about the| yes
site before arriving ?

I-11. Is there any additional information that you Yes
would have liked ?

[-12. Would you suggest any changes to the PVQ ?

[-13. a) Do you think you were contacted at the most Yes
appropriate stage of the travel plan process ?
b) Please explain your answer

2€

No

No

No

No
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C. Client I: Nature of the interaction

I-14. Briefly, what sort of activities did you undertak]
at this client?

I-15. a)Was anyone from your organisation other th
yourself involved in this project?
b) If so, how much time did you spend on the
project, compared with other people from your
organisation ?

c) If so, what activities did the other person (or
people) undertake ?

I-16. a) Was the Local Authority involved in the tray

plan process ?
(check PVQ 4c¢)

If no:
b) Why not, and would this have been useful ?

If yes:

b) What was the name of the primary contact at the

Local Authority, and what was their post (eg travel
plan co-ordinator, development control offiedc)?

c) Briefly, what was the Local Authority’s main role
the travel plan

ePlease tick all that apply

Survey implementation/analysis

Site audit / analysis of site
conditions

Negotiation with management

Facilitation of meetings with staff,
students or parents

Liaison with external
organisations

General mentoring

Other(please specify)

Yes No

an
days of named Advisor

days of other

Yes No

el

in
General support
Promoting contact with other
organisations in the local area

27
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Provision of off-site infrastructure
such as bus or cycle lanes
Other (please specify)

d) On a scale of 1-5, where 1 is negative and 5 is | Negative 1...2..3..4..5 Positive
positive, how useful was their involvement ?

e) Could the local authority involvement have been| vyes No
increased or enhanced ?

f) Were you responsible for involving the local Yes No
authority in the process ?
If yes:
e) At what point did you suggest involving the Beginning of SSA period

local authority and why ? During SSA period

End of SSA period

At time of specific event
(please specify)
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D. Client I: Assessment of the interaction:

[-17. On a scale of 1-5, where 1 is negative and 5 i$
positive, how would you rate:

a) The seriousness of the client organisation in Negative 1...2...3...4...

developing an effective travel plan at the start of
receiving SSA

b)The seriousness of the client organisation in Negative 1...2...3...4...

developing an effective travel plan at the end of
receiving SSA

¢) The amount of time that you could spend on this| Negative 1...2...3...4...

client

d) The way in which they reacted to your Negative 1...2...3...4...

recommendations

I-18. Please explain any reasons for negative reactiomsutarecommendations

I-19. a) Do you think the client had a sufficiently clear Yes No
idea of what they wanted from you?
b) If not, could this have been addressed in any way ?

[-20 a) Do you think the client’s expectations and
requirements were realistic ? Yes No
b)If not, why not and could this have been addresss
in any way ?

9%
o
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5 Positive

5 Positive
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[-21. Were there any activities that you would have
preferred to undertake with the client which would
have been a better use of your time ? Yes No

I-22. Were there any significant problems in the
client’s arrangements for your involvement ?

Yes No

I-23. Were there any other obstacles or difficulties that
you faced ?

Yes No

E. Client I: Impact of the interaction

[-24. On a scale of 1-5, where 1 is negative and 5 i$
positive, how would you rate:
a) The quality of the client’s travel plan before you | Negative 1...2...3...4...5 Positive
became involved
b) The quality of the client’s travel plan at the end of Negative 1...2...3...4...5 Positive
the SSA period

I-25. a) Do you think there are travel planning Yes No
developments or changes that hauty taken place
because of the SSA?

b) If yes, what were they ?

I-26. a) Do you think there were travel planning Yes No
developments or changes that took plage quickly
due to the SSA?

b) If yes, what were they ?

3C
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[-27. What do you think was your most significant impacthendevelopment of the client’s
travel plan?

[-28. Were there any positive lessons from working withdhiént that others might learn
from?

I-29. Do you have any other comments upon this specific dagd study?

F. General : Overall evaluation

“Returning to consider the Site Specific Advice programsa whole...”

30. a) Do you feel that 5 days of SSA can make a realYes No
difference to an organisation’s travel plan?

If the Advisor thinks more time is required,
b) What would more time be useful for ?

c) Do you have any further comments on the time
allocation ?

31. a) Have any SSA clients subsequently employed Yyeg No
you (or another consultant from your organisation) for

further Travel Plan advice?
b) If yes, please give details

32. Apart from the SSA programme, approximately
how many travel plans have you been involved in:
a) Designing
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b) Implementing

33. a) Are there any improvements you could sugg
to the design and operations of the SSA programm
b) If yes, what are they?

bt
e?

Yes No

34. Do you have any other comments on the best way to helpisatians develop travel

plans?

32
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13.6 Documentation Analysis Guide

The main documentary analysis of SSA advisor reports was conduttethe SSA Evaluation team) using the following document as#yguide.
The data generated was subsequently analysed, the results chvainé discussed in the Final Report.

NaME Of MLV WL .. vttt e e e e e e e e e e e (O 11N [0 JR O

Name of client organisation/school: ..., Name and organisati AdVISOr:..........c.ccoveiiiiiiiiiiee e,

A. Client expectations

Management

2. According to the PVQ (question 4e), in which ameas advice sought? Travel surveys

Designing travel plan package
Staff/union/pupil consultation
Motivation/marketing
Monitoring/targeting

Car park management
Public transport

Cycling

Walking

Multi-occupancy car use

Home working

(For non schools, there will be some of the following additional categrie Compressed working

Business or employee travel policy
Business mileage

Fuel consumption

Vehicle emissions

Fuel and emissions

Marketing services

Other (please specify)

33



Evaluation of School and Workplace Travel Plan SSA Rrogne - Final Report — January 2004

3. According to the PVQ (question 4f) was there partiduédp that the organisation wanted | Help with staff travel survey

from the Advisor? Meeting or focus group facilitation

Assistance in gaining support from senior
.................................................................................................................... management

General guidance on ‘where to start’ or ‘where next’
Assistance in working with external organisations
Assistance with implementing travel plan measures

Other
B. Format of reports from the Advisor
Interim report Final report
4. Does the document contain a:
a) Contents list Yes No Yes No
b) Initial or executive summary Yes No Yes No
c) A map of the location to clarify site specific issues Yes No Yes No

5. Is the report clearly structured, such that, okiftig

through, it is easy to identify the location of matietfiat:

a) describes the situation and problems facing the Yes No Yes No
organisation / school

b) provides recommendations/solutions/next steps for the| vas  No Yes No
organisation

6. Are there any spelling, grammatical or other
typing/formatting errors which detract from the qualitythoé
report ?

Yes, a substantial number of errors Yes, a substantial number of errors
Some errors but not major problem Some errors but not major problem
Few or no errors Few or no errors

7. Number of pages
8. Approximate humber of pages of core content (excluding

graphics, photos, travel surveys, additional documentatioh
as the PVQ, and appendices)
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C. Report Content

Interim report Final report

9. From reading each report, how clear is your understanéling Clear understanding Clear understanding
the site and the key issues to be addressed there ? Some information gained, but some| Some information gained, but some

details/issues unclear details/issues unclear

Poor understanding Poor understanding
10. Does the Advisor include recommendations for the chent yes  No Yes No
11. How clear are any recommendations about:
a) Next steps Clear Some info. Unclear
b) Longer term goals Clear Some info. Unclear
c) Timescales for action . Clear Some info. Unclear
d) Who is responsible for each action Clear Some info. Unclear
o . o Clear information, likely to be of value to the clieot clear reason for not

12. Do the reports highlight any opportunities for workimg i including such information
partnership with Iocgl aqthorltles, public transport opesatar Some mention, but probably worthy of amplification
other relevant organisations ? No mention/co’nsideration
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D. Overall Evaluation

13. In brief, how would you define the main purpose and aims dirhiereport ?

14. Given the needs identified by the client on the PVQybadeen the client, how positively do
you think you would have rated the final report ?

15. The brief given to the Advisors specifies that thealfreport should:

a) Give an analysis of the problem, including particular isfa€isg the organisation or school;
b) Provide guidance on solutions / recommendations;

¢) Include a bullet point action plan that the organisatiorcloal can implement.

According to these criteria, how positively would you taesfinal report ?

16. Are there any particular features of good or bad peattiat it is useful to highlight ?

Negative 1...

Negative 1...

Negative 1...
Negative 1...

NN

...5 Positive

...5 Positive

...5 Positive
...5 Positive
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13.7 Implementation of Recommendations

The following table shows details of the advisor's recommendatiams] those that
have been implemented, for each SSA Travel Plan analysedirg$tructure measures

are shown in bold.)

Advisor's Recommendations
[According to Final Report]

Implementation of Recommendations
[According to Client]

In process of implementation. There

<
=1 has been a time lag between advice, and
3 Not stated getting authorisation to go ahead by
T trust board.
Early wins: Ridesharing, cycling, walking for health, jourpégnning, staff
< | induction journey planning, raise awareness.
‘a| Staff need to pay for parking, for equity; funds raisediieémprove personal Bicvcle Users arou
8| security on site, support cycling and walking initiativessiaff, subsidise y group
T public transport costémprove car parks for patients, visitors and staff.
Implement bicycle user group, car sharing etc.
o Targets to be set for vehicle use. Improvements to bugagr Introduction of
& | a car share schemenprovements to cycle facilities.Parking permits system. Additional bus routes.
2 Transport strategy booklet.
Develop clear and timetabled marketing strategy
w | Win endorsement of Trust Board. Ensure sufficient reseuocenarket TP Travel _plan formally endorsed by Trust
S i A ) - Board in October 2002 and now
5 once implemented. Engage public transport operators in preeucti implementing it across the site. Now
o | relationships '
T | convince City Council that the TP will be effective and ainetd in the longer| have_ a numb_er of measures such as
- walking, cycling, car sharing, etc.
term. (Plus several other recommendations).
Set up working party (2001). Walking on Wednesdays initigiiveW) . .
§ (2002). Pedestrian training. Cycling initiatives aredv bike cage/shelter \?\fet dun%\évge:k;ngPZZ:?s/'tr\i/Xr?"?Pa?n?:
5| (2003). Set up car share database (2002). Conducted regulisekti@snds up Cvele Train);n' Car share databasgé
¥ | monitoring survey (ongoingHighway works near school (2003). Consider NZW bus routg (now discontinued).
extension to cycle path (2006). New Park & Ride bus rou{@002). )
Teacher led pupil travel survey. Parent consultationr&esu Develop TP Conducted travel surveys. Developed
g from survey information. Promote walking & cycling whewgpropriate. TP based on survey information.
5 | Establish contact with Wiltshire CC. Market TP through nettst, displays, | Established links with Wiltshire CC.
0 | and presentations. Incorporate travel issues in curricitdpiore feasibility Incorporated travel issues in
of Walking Bus, New funding bid for new footpath curriculum.
5 Pedestrian phase lights; cycle stands
2| Engineering measures. General improvements for cyslis School cycle trainingHowever, key
& | management measures engineering measurers still with
council
TP working group set upnstalled
Identify TP coordinator from within school community. Set dpworking pavement in village to and from
g group Identify physical improvements to encourage walkingk cycling. school.Walking bus trialled (insurance
5 | Make second application for pavement upgradeRaise awareness of TP issue to be solved). Travel and
» | among school & wider community. Investigate feasibility\éilking Bus Environment issues part of curriculum.
scheme. Investigate feasibility of car sharing scheme. Cycle proficiency training (already
happening pre SSA).
> .
& | Car Parking chargeBublic transport information website. Financia . . .
2| Car Parking chargemubc ansoon inormatonvebsie. Francia | Ve S pey oy L
£ | incentives for cycling, public transport. TP hierarchy witllking and cycling ’ ] 0y
S| at top. Car sharin management. We have also tried car
O P- 9 sharing, but this hasn' really taken off.
s
's.| Recommended actions for cycling /walking /motorcycling, jgubhnsport, caf
§ travel/parking, working in partnership, flexi hours & homerking Car share scheme

37



Evaluation of School and Workplace Travel Plan SSA Rwogne - Final Report — January 2004

TP integrated with all aspects of school policy. Walkimtjatives - Walking
on Wednesdays, Safe Routes to Schools, Park & Walk routEstpan

<

g training. Cycling initiatives - cycle maintenance, leyaccessories, cycle
5 | training. Car sharing - join 'shareajourney' databasen®eoexisting private | Walking has increased by 15-20%.
O | bus service and trial new bus route. Strengthen partnerdhiCaiinty
Council. Develop teaching resourc€onsider improving highway/bus
stop/pavements around school.
TP integrated with all aspects of school policy. Walkimtjatives - Walking
5 | on Wednesdays, Safe Routes to Schools, Park & Walk routiestpan
2| training. Car sharing - join 'shareajourney’ databasendepexisting private | Walking on Wednesdays - many pupi
& | bus service and trial new bus route. Classroom activitigstick’ surveys live within walking distance.
and develop teaching resourcesprove highway - footpaths, bus stop and
school entrance Strengthen partnership with County Council.
All policy changes have been
Incorporate TP into all aspects of school policy. Prod®ite newsletters per ;rgFljzm(tta'?ct)id.hTLI;“rilkegl\/slt%ttsc:nr:ie:lsutéeen
= | year. Encourage walking through Map IT and Walking on Wedyssd indeﬁ?nitely) gSome sitgim rovements
2| Encourage cycling through improved facilities, cycle nenance and training. (Zebra Xin : installed - moFr)e
& | Promote car sharing (Shareajourney). Provide info on bacakervices. im rovemegnts to follow (bus bays
Promote and road safety issues as part of curriculum. Cotvdoetyearly etcg Car sharing taken up throuéh
dipstick’ monitoringlmprove site management of parking and bus bays. informally rather than through
Shareajourney scheme.
(]
T T
-E Increase appeal of public transport by discounts, personatéPRossibility Z?rtg'ggﬂr?p Igoir?gikl]sen\:vii?: l;]pgr?;t;g .
— | of pool cars. Incentives for parking at Park & Ride. Incegtifor car sharing. firr)r/1s to iderﬁif realist,ic travel
2| Participation of People Development Group in TP process . y
5 alternatives to car travel.
Car share database set up (40-50
Car sharing database - free priority parking and guararigeetiome. Video | single occupancy cars reduced to
§ conferencingPartnership with Council to improve town centre sectity, date). Partnerships established. Some
a | cycle routes and bus service®artnership with bus operators to improve | video conferencing starting to be usedl.
g scheduled services and offer reduced fares. Shuttle busdresitesimprove | Instigating shuttle bus. Improved
O | company cycle facilities. Provide company cycles and taocycles. company cycle facilities10%
Introduce flexible employment. reduction on bus season tickets for
staff.
5 A pelican crossingand a health
S| School management measutésgineering measuresPromotion of cycling | newsletter.Further engineering
3 and walking. measures are possible, plus cycling
storage.
g Walking busParking within school
5 | Report not available grounds. Start pedestrian and cycle
n training in Spring.
£
2 Publicise findings of pilot study within partners & other #eo-ordinators Transport operator First' is considerin
< | within other GM authorities. Apply for more funding fronfilD Continue emplovees transport
8| joint working & communication. Continue the work of the forum. pioy port.
-
Need for permanent TP coordinator, travel surveys, catiuit Public
w | transport service improvements, quality partnerships.UReiby staff where
‘S| appropriate. Introduce staff car parking changes. Improvenfriigistics. tsrgingpoﬁlgsszzgn%r?tugﬁgﬁwﬁged f
8| Improve cycling access & facilities, set up cycle uggesip. Support existing pl .
T car sharing scheme. Promote walking (personal alarmbjraptand umbrella consultation.
pool. Promote video conferencing & teleworking where apjsitgor
<
E All three areas are being put into plac
= | Action Plan. Business Plan. Communications and marketiatggr Used communication and marketing
S strategy - very useful.
-
All Measures Recommended = 164 Implemented = 53
-
g Infrastructure Measures Recommended = 31 Implemented 4
|_

Organisational Measures Recommended = 133

Implemented3®

U
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