

     
Sustainable Travel Policy Procedure
Purpose  
The purpose of this document is to guide organisations on how to implement the Sustainable Travel Policy template within your organisation.
Responsibilities
This procedure is for relevant teams with decision-making authority within an organisation which have responsibility for the Sustainable Travel Policy. These may include but are not limited to Active Travel, HR, Payroll, Fleet, Carbon Reduction/Climate Change/Sustainability, and Senior Leadership Teams. The relevant team(s) will be responsible for publishing the policy to an ‘Intranet’, making staff aware of the new policy, and publishing and monitoring the Staff Travel Survey.
Getting started
Prior to implementation, it is recommended that you undertake a brief review of existing policies within your organisation that are linked to staff travel and could contradict any of the aims of the Sustainable Travel Policy. If possible, these should be amended where necessary to ensure alignment.
To use the policy, access the policy template via the Healthy Travel Charter (HTC) website [link English]. Then, create a copy and make amendments or changes as appropriate for your organisation, taking note of the mandatory and optional sections. 
The policy should be reviewed on an annual basis to ensure it aligns with organisational requirements. Any updates to the policy template will be recorded on the HTC website, and an updated copy made available.
Supporting resources
These resources offer practical examples, suggestions and case studies on how to make sustainable travel a more viable option for your staff (e.g., mobility hubs, cycle lanes, cycle expenses, locker facilities, bike racks, carpooling).
· Healthy Travel Charter implementation toolkit (on request)
· WLGA Toolkit
· TFW Active Travel Toolkit 
· Staff Travel Survey Template. 

Staff Travel Survey 
As the policy states, an annual Staff Travel Survey must be completed by your organisation to help standardise grey fleet data for carbon emission reporting. 
The survey template can be accessed here. To use the survey template, please follow the link, and duplicate the form using the ‘duplicate it’ button at the top of the page. This will allow you to amend the survey for your organisational needs.
 This survey has been created on Microsoft Forms to allow for ease of access. This should be distributed by email to all staff or via staff portals (to account for staff without email addresses). You may wish to print copies and survey employees without access to email in person. The format of this survey can be changed according to your organisational requirements (e.g., uploaded to a staff portal instead of using Microsoft Forms).
This template includes mandatory sections to streamline the data collected, but additional questions can be added, or optional questions removed, according to your organisation’s needs. It is suggested that the survey is completed ahead of Welsh Government’s carbon reporting deadline to support standardised reporting (see Welsh Government net zero reporting guidance). 
Expenses 
To track the policy, where possible, this policy recommends adding a justification mechanism to your expense claim system. Depending on the expense system you use, this could take different forms. For example, this could be achieved through asking staff to tick a box if they have considered the Sustainable Travel Hierarchy (STH) for each journey or expense claim. It is also suggested that the inclusion of a drop-down list with justification reasons (e.g., unavailability of public transport, distance, only option available, other). This data should be collected and reviewed internally on an annual basis to support the identification of barriers, monitor the success of the policy and support organisational carbon reporting.
Considerations for rural locations 
The policy applies equally across all parts of Wales, whether urban or rural. However, it is recognised that some options within the Sustainable Travel Hierarchy (STH), such as walking or wheeling, might not always be practical in more rural areas. In this case, for every journey, staff should still consult the STH and select the most appropriate travel option available. Where sustainable alternatives are not feasible, using a grey fleet petrol or diesel vehicle may be necessary, but this decision should be made only after considering all suitable modes of transport.
However, to make the policy clearer for rural areas, you may wish to include specific wording that sets out expectations. For example, some rural local authorities require staff to explain why they have chosen to use a personal vehicle instead of a fleet vehicle, which are increasingly electric. The staff travel survey and the expense claim justification mechanism should specifically ask staff to provide reasons for their travel choices where possible. This information will help to identify situations where sustainable options such as cycling, or public transport are not practical and can be used to support the case for improvements to local infrastructure.
Governance of the policy 
This process has been developed by policy owners Saffron Jarvis (Newport City Council) and Carys Davies (Transport for Wales) in consultation with the Welsh public sector. The policy template and procedure documents are made available on the Healthy Travel Charter Wales website for use by public sector in Wales to support the decarbonisation of public sector transportation. Any updates to the policy are currently made by the policy owners. To provide feedback on the policy, please contact saffron.jarvis@newport.gov.uk and carys.davies@tfw.wales. The policy template, procedure document, and staff travel survey template were last updated in May 2026.



