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1. Select the School Travel Group – name members, their normal job or activity, how long they have committed to being on the group (i.e. leaving date) or whether it’s until further notice, their contact phone numbers and email where available, and their general availability and any specific function they will play within the group, if any

2. Hold initial School Travel Group meeting – invite School Travel Adviser if you feel it would be helpful – set timescales and completion dates for each milestone, and it is essential that a single person is named responsible for facilitating its progress

3. Baseline data – hands up survey and set date of next survey. A standard survey is available, with all survey sheets provided for the whole school by the School Travel Adviser. If you want to alter the survey, it must be based upon the splits of information required in the standard survey (i.e. you can add things, but not take away or merge categories). Do NOT do the survey during a walk to school campaign, even though the question is ‘how do you USUALLY travel to school?’ otherwise you will get unrepresentative results

4. Consultation. 
You must inform every student, parent, member of staff and governor that you are doing a School Travel Plan, tell them what is for and ask for any comments, issues and feedback they have. You should also make local residents who are affected by people travelling to and from your school aware of the plan and ask them for comments and feedback too. 

Concentrate on the five objectives...

· minimise car travel to and from school by parents and staff (Environment)

· encourage more walking – or cycling – to improve health and fitness amongst students, parents and staff (Health)

· improve Road Safety Education in school for students, parents and staff (Safety)

· improve Travel Awareness in students, parents and staff (Safety / Access & Opportunity)

· identify road safety and streetscape measures that will make it safer and more attractive for students and their parents to walk – or cycle – to school. (Environment / Safety / Access & Opportunity)

...but add general comments on all school travel issues with the following groups of people (students must be one of the groups)

4.1. staff – e.g. staff meeting

4.2. governors – governors meeting and questionnaire

4.3. students – i.e. the attitudinal questionnaire, and e.g. classroom discussions. The easiest and quickest way is to use the www.youngtransnet.org.uk website where the school can register for free and any students can complete the survey as part of their ICT lessons. The person responsible for this task can automatically download from the site a full set of results and charts, which can be copied and pasted into the STP, and so that analysis and conclusions can be made.

4.4. parents – e.g. parents meeting – again you may want to invite the STA to host this, and depending upon the type of issues that you think will be raised, a relevant officer from the council can attend too (e.g. Parking Enforcement, Road Safety, Street Engineering, etc)

4.5. residents – e.g. maybe leaflets in doors within 500 m, possibly arrange a meeting

4.6. businesses – e.g. sweetshops, other shops children likely to use, retails outlets whose business effects children’s travel (bad parking, etc). Shops may be able to help promote the School Travel Plan through posters, or even help by providing small incentives and prizes

4.7. police – e.g. security, crime, safety issues

4.8. transportation providers – e.g. bus company, LBTH school bus etc. Do you need changes to routes, more buses, different frequency, etc?

4.9. any other interested party

5. Analyse consultation results. Complete the table in the template showing who you have consulted with. Show tables of results and charts where you have data to do so. Draw conclusions from the consultancy, stating where the facts came from. Your STA may be able to help you create charts if your mathematics teacher cannot help you.

6. Develop own school’s objectives and priorities based upon consultation. These may be exactly the same as the five main objectives, or contain any or none of them, but they must ultimately achieve more sustainable transport use, with safety, independence and responsibility borne in mind. Keeping an eye on all students’ routes from home to school on a regular – say yearly – basis and constantly feeding back information and updates to the School Travel Adviser is advisable; for example, students can keep a look out for signs in need of replacing or resisting, pavement problems, broken lighting and general things that would make their journey to school easier and more pleasant.

7. Set this year’s targets – e.g. reduce car usage from 20% to 18% (i.e. by 10% or 2 percentage points), increase walking from 70% to 75%, cycle train 60% of year 5, engage every student in planning a school trip at least once in a year, etc. The Mayor’s Transport Strategy has targets working towards 2015 (see separate document on Mayor’s Transport Strategy targets), so perhaps choose a stepped change each year until 2015 where slow but constant improvement can be made – e.g. If you want to decrease car usage from 25% to 5% between 2005 and 2015, a total of 20 percentage points, aim to decrease car usage by around 2 percentage points each year.

8. Develop an Action Plan for the next twelve months, which for each action should give

8.1. Which of your objective(s) it will help to achieve

8.2. Name of the Scheme

8.3. How it will be carried out – the more detailed you make it, the easier it will be to carry out when you come to the implementation date

8.4. Who is the single person responsible for ensuring it will happen and who else will be involved in running it – ensure contact details for these people are written somewhere in the plan. A list of everyone involved and their normal jobs, telephone numbers, email addresses and their general involvement in the plan is a very useful table to include in a plan.

8.5. Timeline – when will the scheme start, will it reoccur and if so, when, how long will it take from start to finish, how many hours need to be put in by each person, etc

8.6. Budget – any costs involved (photocopying, printing, stickers, prizes, etc) and who will bear them

8.7. Resources – rooms, charts, bicycles, books, photocopier, pedometers, reflective badges, etc

8.8. External parties – does someone from outside the school have to be involved to make the scheme work, if so, name them and ensure their contact details are available somewhere in the plan

8.9. Success criteria – how will you know when the scheme has been completed. E.g for Walk to School Week participation, it could be that all students have been presented with a certificate or item on the last day or following week

8.10. Monitoring measures for this scheme – how will you know whether the scheme has achieved its objective – what baseline data will you use to compare success before and after the project (e.g. numbers walking to school, number of cars outside school 0845-0900, responses to ads and questionnaires, etc) E.g for Walk to School Week participation, what was the average number of students actually walking to school in that week?

9. Compile a list of routes to school issues and any streetscape measures requested between home and school (e.g. crossings, bad footpaths, signage, lighting, street markings, etc) and give the list to the School Travel Adviser

10. Propose next review dates – this will be in twelve months’ time at the end of your Action Plan.
11. State monitoring methods for the plan as a whole as stated in the STP Guidance Notes.
12. Develop the School Travel Policy – essentially your objectives, and how you expect parents and students (and staff and visitors) to behave. This will centre around the school encouraging the use of sustainable travel and heavily discouraging the use of the car on the school run for health, environmental and safety reasons. You may add that parents choosing to send their child(ren) to this school will be expected to plan the school journey so that a car is not involved..
13. Write and complete your draft School Travel Plan. Submit plan to School Travel Adviser for checking and initial approval. The STA will go through the plan with you. The plan will be numbered in accordance with a borough-wide standard based upon each set of minor amendments (so that we all use the latest version) and edition number. In essence, the first draft plan will be v0.01, where v0 stands for the draft edition, and .01 stands for the first version of it. Whilst in draft form, it will be numbered v0.02, v0.03 and so on as changes get made. Once the plan has been approved, it becomes v1.00 (yes, double zero), and subsequent changes to that particular year’s plan get numbered v1.01, v1.02 and so on. An ISO date following the version number is also useful – e.g. 20050715 or 2005-07-15 (15 July 2005), which helps pinpoint when the changes were made.

14. Get Head and Chair signatures and send to STA. Your travel plan will not be approved without these signatures.
15. Write a School Travel Plan Summary document based upon the draft School Travel plan. This can be used for distribution to parents and students, for inclusion in the School Prospectus, the SDP/SIP, on your website as a header page, etc. This will state the School Travel Policy and perhaps include a list of each of the Action Plan schemes. It may contain a summary of research, consultation and statistical results.

