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Travelwest Travel Plan Accreditation Scheme  

 
2018 Application Guidance 

 

• Accreditation This offers endorsement for your organisation’s efforts to reduce its 
environmental footprint through the promotion of sustainable travel - both commuting and 
during the course of work.  Accreditation should be regarded as the natural culmination of 
your corporate travel strategy. 
 

• Accreditation may be at the following standards: Bronze, Silver, Silver Star or Gold. 
 

• Accreditation will be valid for up to three years. However, you may apply for re-
accreditation earlier if you wish to submit for an award at a higher level.  Please note that 
a good travel plan is ongoing and is only as good as its current performance. You will be 
awarded at whichever level your efforts presently merit – awards can go down as well as 
up!  

 

• You may apply for accreditation at any time of the year. We expect to inform you of the 
outcome within eight weeks of submission and can arrange to award a certificate 
immediately. You may wish to seek a press release or other publicity at this time. You will 
also receive public recognition at the next annual Awards Ceremony (unless the ceremony 
takes place less than eight weeks from receipt of your application, in which case it may be 
necessary to carry it over until the following year). 
 

• Re-Accreditation As travel plans should always be active developing strategies, a major 
review should occur at least every three years, so at the end of three years your award will 
expire and you will be required to apply for re-accreditation. 

 
We appreciate that the application process is time-consuming, so this process is much 
simplified. Therefore, if you received a West of England Travel Plan Award in 2014 you 
should be able to re-affirm your existing award using the short re-accreditation form. If you 
were accredited in previous years or otherwise in doubt please consult your local Travel 
Plan Co-ordinator.  Contact details are given on the last page.  You can also download the 
re-accreditation form from http://travelwest.info/travelawards  

 

• You may wish additionally to apply for a Sustainable Travel Award, offered annually in 
various categories and subject to a separate simplified application / nomination process.  
See http://travelwest.info/travelawards for further information.  

http://travelwest.info/travelawards
http://travelwest.info/travelawards
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Travel Plan Awards Ceremony 
 

The Travel Plan Awards Ceremony will celebrate both 
Travel Plan Accreditation Awards and Sustainable Travel Awards. 

 
This year’s ceremony will take place at 

 UWE Exhibition and Conference Centre, Thursday 29th November 
 
At this ceremony  

• All businesses and organisations receiving new accreditation and re-accreditations 
awards since the 2014 ceremony will receive a public accolade and certificate. 

 

• Additionally, we shall publish a list of all businesses and organisations in the West of 
England who currently hold a valid accredited travel plan (validated since 2012 – if you 
have previously gained a travel award prior to this date you will need to apply for re-
accreditation).  
Please supply your company logo so that we can badge & promote your company 
appropriately. 

 

• In addition, the annual Sustainable Travel Awards will be made in which nominations 
can be made on your own or another organisation’s behalf. Guidance criteria and 
application forms can be found at http://travelwest.info/travelawards. 

 
Nominations are invited for awards in the following categories: 

• Long-term Commitment to Sustainable Travel 

• Most Improved Workplace (small, medium or large organisation) 

• Best Motivational campaign 

• Most Innovative Sustainable Travel Measure 

• Sustainable Travel Champion(s) 
 

You may apply for accreditation and one or more awards if you wish but every application 
must attempt to fulfil the specific criteria identified for that award. 
 
It is possible to apply for accreditation or re-accreditation at any time of the year, but if you 
wish to achieve recognition at this year’s ceremony please submit your application by 
Friday 12th October 2018 
 
 
 

http://travelwest.info/travelawards
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Bronze Level 
Bronze Accreditation recognises the efforts of employers early on in the Travel Plan 
process. It is awarded where a strong foundation for a travel plan has been established, 
through managerial support and usually a travel survey and established funding appropriate 
to the size of the organisation and the scale of the issues identified.  In view of the fact that a 
Travel Plan is an ongoing process, a company awarded Bronze Level may have progressed 
sufficiently to make it worth applying for a Silver Level before three years has elapsed.  
However, we should expect a minimum of at least one new staff travel survey as evidence 
of progress since the previous accreditation. 

Silver Level 
The Silver Award builds on the Bronze Award with the expectation that the employer will 
have implemented a range of Travel Plan measures, and is able to demonstrate some 
progress towards identified SMART (Specific, Measurable, Achievable, Realistic, Timed) 
targets in both commuting and business travel. For an award at this level, organisations will 
need to demonstrate the development of a Plan through a programme that will include a 
range of elements as detailed in Section 3 of the application form. The extent and range of 
measures and progress will vary depending upon an organisation’s circumstances.  
Small/Medium sized companies are unlikely to be able to develop a Travel Plan to the same 
extent as their larger counterparts. Therefore, when assessing travel policies from these 
organisations, a strong commitment to changing staff travel patterns will be one of the key 
criteria used. 

Silver Star * Level 
Organisations that have continued to make good progress, building upon previous 
successes may be awarded a Silver Star Award. Such organisations will be close to Gold 
level achievement but may have one area of weakness such as lack of progress in business 
travel reduction, or failure to offer sufficiently robust evidence of meeting modal shift targets, 
due to weak monitoring or unsatisfactory survey response rates.  

Gold Level 
The coveted Gold Level rewards significant achievement in behavioural change in both 
commuting and business travel, supported by a good environmental performance.  It is 
awarded to companies with an established travel plan which meets all the criteria identified 
in the Silver Award levels, and which can also demonstrate robustly that it has met identified 
targets to reduce sole-occupancy car-trips for commuting and business travel over a 
monitoring period of at least three years. The survey response rate needs to be high enough 
so that the reduction in car trips is not a statistical anomaly (see below).  Please note that a 
strong commitment to business travel performance is an increasingly important component 
at this level. The percentage change required for a Gold will vary depending upon current 
staff travel patterns, the accessibility of the site concerned and the opportunities for change. 
Reductions of as little as 5% and as much as 30% or more might be anticipated, as 
appropriate to the circumstances. Evidence of other mode shift changes will also be taken 
into account. 
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General Guidance 
The application form is divided into seven sections reflecting the essential elements vital to 
the success of a travel plan. 
 

 

• Please complete all relevant sections as fully as you are able.  

• Your application should be completed by the staff representative responsible for 
employee travel in your organisation and be endorsed by your management.  

• The percentage of marks available for each section is indicated. Performance in each 
section will be taken into account when deciding upon the level of award.  The size of 
your company will also be taken into account in making the assessment.   

• If your organisation has a national travel plan covering multiple sites your answers in 
this application should focus on measures relevant to the site(s) located in the West of 
England area, but please set these in the context of your national travel plan where 
relevant.  

• Applications will be assessed qualitatively as well as quantitatively, so please describe 
your initiatives, successes and the problems you faced as fully as you can.   

 
Your application should include a copy of the travel plan and any other appropriate 

supporting evidence. 
 

Where possible, electronic submissions are preferred. 
 

Indicative Marking Structure 
The marking structure reflects the importance attached to each section. 
There is a possible total of 200 marks allocated between seven sections as follows: 
Section 1:  Corporate Commitment to the Travel Plan  30 marks       (15%) 
Section 2: Baseline Data Collection    20 marks (10 %) 
Section 3: Travel Measures Implemented   50 marks       (25%) 
Section 4: Marketing and Promotion    30 marks  (15%) 
Section 5: Business Travel, Alternatives to Travel,  
                      & Emissions Reduction    25 marks  (12.5%) 
Section 6: Targets, Monitoring & Results   30 marks (15%) 
Section 7: Supporting Letter & Travel Plan Document 15 marks (7.5%) 
 

Surveys and Survey Response Rates Guidance 
Where possible we recommend a consistent approach in survey format and data collection to 
facilitate valid measures of progress. These may either be your own surveys or those 
organised by the respective councils. 
 
The Travel to Work Survey, held annually in March, and open to all employers in the West of 
England is a free, effective and efficient survey service for which detailed reports are made 
available to each participating employer, and this is now our recommended approach. A full 
survey such as this will be expected at least every three years. Brief, travel mode only 
‘snapshot’ surveys can also be useful if you have this data. 
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To avoid statistical anomalies and give meaningful results we are looking for survey response 
rates as follows: 
 

Descriptor Size Significant Response Rate 

Small company Under 200 employees At least 70% 

Medium company 200 - 499 staff At least 60% 

Large company 500 - 1,500 45% - 55% 

Very large company Over 1500 As low as 30%  

 
Section Guidance 

Please note that we are sensitive that small, medium and large companies and the nature of 
each business vary so widely that appropriate actions and the ability to deliver are unique to 
every company.  We therefore reserve the right to adjust our mark allocation to reflect this.  
Nevertheless, we shall expect higher level awards to reflect a good balance of achievement in 
each and every section. 
 
Section 1 Corporate Commitment 
In this section you need to demonstrate the degree of commitment to the values of 
sustainable travel in: 

• Company policy 

• Human and Financial Resources devoted to ensuring the policy can be successful 
(commensurate with the size of your company and the buoyancy of your business 

• Management lead by example 

• Pro-active Engagement of all staff in your Travel Strategy – This might be evidenced 
by discussion of your travel issues at regular meetings, suggestions box, volunteer 
activities and BUGS (Bicycle and Bus User Groups, for example). 

• Reaching Out – Involvement in neighbouring community, attendance at sustainable 
travel events and training 

 
Section 2 Baseline Data Collection 
 
Site Audit 
Any good travel plan should be informed by good research – assessing the strengths and 
weaknesses of your site and location in terms of: 

• external infrastructure – roads, walkways, cycle routes, PT accessibility, parking 

• internal and on-site infrastructure – parking bays, secure covered cycle storage, 
showers, lockers, drying rooms 

 
Show that you have applied your research to inform the design of your TP 
e.g. Did you identify any access problems for cyclists or pedestrians? 
e.g. Insufficient dedicated car sharing spaces? 
e.g. Was there any ‘overspill’ of car parking into nearby streets and car parks? 
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Staff Survey 
Please note that it is important to get a good survey response if your TP is to be 
effective.  Please refer to our guidelines on P4 for adequate response rates. Where 
possible we recommend employers take part in the authorities’ joint Travel to Work 
Survey, run annually in March. 
 
A detailed survey provides an understanding of current travel behaviour of your staff and the 
opportunities for change – effective ‘market’ research. Some considerations are: 
 

• Moving to a new work location - it is always easier to change habitual behaviours if you 
are moving to a new location. 

• Staff also need to be able and willing to change, so personal factors such as family 
commitments, particularly to young, less mobile and older family members will affect 
their capacity for change.  Availability of a car is another consideration. 

• It may be easier to change behaviour on only one or two days a week, depending upon 
an individual’s fitness, work commitments and other responsibilities so your survey 
should be designed to tease out the potential.  Please note that it is important to 
address the wording of your survey very carefully if you are hoping to accurately reflect 
partial change behaviour of this kind in your modal share statistics.  Check with your 
TP Co-ordinator if unsure. 

• Postcode data collection is an essential tool of many aspects of effective travel 
planning, for example in securing car-share matches, encouraging bus travel, finding 
walking and cycling buddies, laying on a works bus. 

• Visitor Survey. Depending on the nature of your business you may attract a lot of traffic 
movements through visitors or freight traffic.  If so this will require specific survey or 
traffic counts.   

 
Section 3   Measures 
 
Please detail all of the travel plan measures implemented by your organisation in the 
appropriate column.  We do not expect that you will be able to, or need to, introduce every 
measure.  However, we shall be looking for a good balance of measures appropriate to your 
survey findings and company circumstances to score the highest marks.  Please note that we 
should usually not expect a small company to be able to implement as many measures as a 
large one, but the measures implemented ought to offer a good balance responding to the 
needs identified in your baseline & ongoing research. 
   
Measures identified in your TP should be SMART (Specific, Measurable, Achievable, 
Realistic, Timed). 
 
Section 4   Marketing and Promotion 
 
Even a well written travel plan needs constant and ongoing marketing and promotion to make 
an impact: new staff will need informing of its existence and established staff may need new 
and revitalised approaches before they become willing to change behaviour, or to avoid 
relapsing into less sustainable modes of travel. 
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Section 5   Business Travel, Alternatives to Travel, Emissions Reduction 
Transport is the major contributor to carbon emissions and much travel takes place during 
work, as part of business activity, not just commuting: it is essential that the travel plan 
addresses this form of travel.  It can also improve the benefit-cost ratio of your travel plan and 
even result in a net financial gain to your company.   
 
Section 6   Targets, Monitoring and Results of your travel plan strategy 
 
Targets It is essential that targets encompass a three to ten year strategy.   

• Phased implementation of measures should be timetabled.   

• Percentage reductions are always difficult and should be regularly reviewed and 
adjusted as necessary to ensure year on year improvement. 

•  
Monitoring requires regular staff surveys and site monitoring.  You should be able to 
demonstrate that site monitoring has been recorded, and that necessary adjustments to your 
policy and targets have been made 
 
Results We are looking for good response rates to validate any improvements in your modal 
splits – this is crucial in awarding an accreditation level 
 
Section 7 – Making Your Case 
Tell us about the motivation for the travel plan and any special circumstances or 
achievements. It could make all the difference! 
 
Please use your local contact for advice and help in completing your application and to return 
your completed form: 
 
Bath and North East Somerset Council: 
Paul Thompson, Business Engagement Account Manager 
paul_thompson@bathnes.gov.uk  
Tel: 01225 394267 
 
Bristol City Council: 
Louise Buckley, Business Engagement Officer 
Louise.buckley@bristol.gov.uk  
Tel: 0117 3576241 
 
North Somerset Council: 
Christin Hoffmann, Sustainable Travel Officer (Business Engagement) 
christin.hoffmann@n-somerset.gov.uk   
Tel: 01275888281 

 
South Gloucestershire Council: 
Richard Drew, Business Engagement Manager 
Richard.Drew@southglos.gov.uk  
Tel: 01454 865857 

 

mailto:paul_thompson@bathnes.gov.uk
mailto:Louise.buckley@bristol.gov.uk
mailto:christin.hoffmann@n-somerset.gov.uk
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