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1 Introduction

1.1 Business Travel
The way we travel has a huge impact on our economy, health, environment, and the resources available for future generations.  For example, the transport sector accounted for about 17% of Scotland’s greenhouse gas emissions in 2003 (excluding air travel and maritime) – which is up 6% on 1990 levels. This sector also generates other environmental impacts like airborne and waterborne pollutants.  For this and other reasons it is easy to understand why sustainable travel is important.  
Of course, the challenge is to put sustainable transport measures into practice;  for example, by providing the information and support to help people to choose to cycle, walk or take public transport more often than they currently do.  
Managing business travel can put forward ways to encourage more sustainable travel choices and help reduce the problems that arise from using cars unnecessarily.   More specifically, a business travel framework can help an organisation manage its travel more effectively and meet its business needs.
This document presents a business travel framework for Highland Council.  The next section provides some useful background information on Highland Council and describes how this project came about.

1.2 Background - The Highland Council

Highland Council is one of 32 unitary authorities in Scotland which came into being in 1996 following Local Government etc. (Scotland) Act 1994.  The Highland Council is the largest local authority in Scotland covering an area of approximately 26,484 square kilometres, similar in size to the country of Belgium, and is divided into 22 wards each of which elects three or four-member wards electing a total of 80 councillors by single transferable vote.

Highland Council serves a population of approximately 211,340. The Council’s provides its constituent population with a range of services including transport, education, social work, housing, waste management, conservation, leisure and economic development and is largest employer in Highland, with approximately 12,500 staff providing these services. 
The combination of a relatively sparse population, minimal heavy industry and comparatively little traffic congestion all contribute towards a desirable environment in the area covered by Highland Council.  At the same time the car dominates the Highland transport system; the majority of journeys to work are by car and the car also dominates journeys for shopping and leisure. In 2001 75% of households in the Highlands owned 1 or more cars and ownership and use continue to increase, as does the population in some parts of the Highlands. Most freight is also transported by road.

This high level of car dependence partly reflects the primarily rural nature of much of the area covered by the Council as there are limits to which sparsely populated areas can support commercially sustainable public transport services. However there will always be a significant number of people with limited or no access to a car.
Scottish Government targets

Scotland’s new National Transport Strategy, published in 2006, identifies the need for the public sector to demonstrate leadership in the development of travel plans and sets a target for all local authorities in Scotland to have operational travel plans by April 2008 and the expectation that of these travel plans to develop over time with increasingly successful results.
 A more sustainable business travel policy is also important in the context of Scotland’s Climate Change Declaration of which Highland Council is a signatory.

The Council has embarked on an ambitious “greening” action programme to combat climate change and deliver significant financial savings through more efficient use of energy and fuel. 

Highland is one of four Scottish Councils to complete the Carbon Trust’s Local Authority Carbon Management Programme and with help from the Energy Saving Trust, will identify ways of reducing CO2 emissions in the Council’s transport fleet. The Council is also pursuing options for using a 5% biodiesel blend in fleet vehicles and plant, and ways of improving the energy efficiency of street lighting.

This business travel strategy provides Highland Council with the opportunity to update their current business travel policies to ensuring the Council’s business travel is more environmentally sustainable, that staff have the necessary means to make more informed travel choices, to ensure they travel by the most appropriate means available and to help the Council meet the Scottish Government targets.
Travel Plan Assistance

In May 2007 Highland Council successfully applied to the Energy Saving Trust for a grant to allow site specific travel plan advice to be provided to help the Council manage its travel more effectively.  The Council are keen to develop a business travel policy that – when implemented – helps to promote safe, healthy and sustainable travel patterns to Council Officers and Elected Members and that minimises the overall environmental impact of Council business travel.  

Following an inception meeting on the 9th August 2007 a proposal was prepared for the use of the consultancy time allocated by the Energy Saving Trust to assist the Council in developing a business travel policy for its Officers and Elected Members.  

At the commencement of this project Highland Council already had a number of policies and arrangements in place to help manage staff travel.  However, there was a desire to review and, where necessary, revise these plans and develop a new business travel policy tailored to its business needs.
Key aims for this project are to:

· Support and add value to existing work being carried out by Highland Council and its partners; and
· Assist the Council to develop and implement a business travel policy, with particular reference to issues highlighted during the inception meeting.  
A steering group has been identified and the Director of Transport Environment and Community Services has been assigned responsibility for promoting and managing the implementation of the Travel Plan. A budget will be identified to support the implementation of activities as they are identified.
It is recognised that actions taken as a result of this Business Travel Strategy have the capacity to support ISO 14001 Environmental Management accreditation (or similar) for the Council.
1.3 Benefits of developing a business travel Policy for Highland Council
Based on Vipre’s experience with other organisations, a business travel policy has the potential to generate a number of benefits for the Council, including:

· Reduced the cost of business travel – A business travel policy has the potential to reduce the cost of business travel by reducing unnecessary travel and ensuring travel that does occur is more efficient. 
· Social & environmental responsibility - Many organisations are looking for ways to demonstrate their commitment to corporate social and environmental responsibility. Active support for the goals of a business travel policy can help demonstrate this commitment such as through the reduction of transport-related carbon dioxide emissions.

· Ensuring compliance with Greening Government Initiative – A business travel policy can help meet the aims and objectives of the Greening Government initiative.

· Ensure alignment between mission and actions – A business travel policy can help ensure that how an organisation operates on a daily basis is in line with its overall mission, especially when it relates to environmental management and sustainability.

· Environmental accreditation - Active participation in and support for sustainable transport measures can help an organisation to achieve and maintain environmental accreditation such as ISO 14001 Environmental Management accreditation.

A business travel policy may also support the following:

· Justifying the cost of improvements to transport infrastructure – A business travel policy can help to generate a more persuasive case to justify expenditure by transport providers and Regional Transport Partnerships and the Scottish Government on new or improved transport infrastructure or initiatives.

· Increasing standing amongst the community – A focus on accessibility and sustainable transport has the potential to bring significant positive attention to the site and improve standing with the local community and partner organisations. 

· Ensuring compliance with Section 75 Agreements – A business travel policy can help meet the requirements of a ‘section 75 agreement’ under The Town and Country Planning (Scotland) Act 1997 required by a planning authority.  A business travel policy is a good way for the Council to clearly demonstrate it is leading by example.
Benefits to Council Officers and Elected Members are likely to include:

· Decreased cost and improved choice – Despite popular belief, many transport alternatives to single occupancy car use are actually less expensive than driving alone. In fact, the Council may be in a position to negotiate subsidies for particular travel options.  This can generate improved choice and reduce the cost of business travel to the Council.
· Better workplaces – Business travel can form a large part of a working day. Making the Council’s business travel more effective can improve staff motivation and morale, and ultimately, staff effectiveness.  Promoting active travel such as walking and cycling can also have a positive impact on employee health and fitness and can reduce employee absence through sick leave.

· Improving site accessibility and amenity - Reducing on-site car traffic through a reduction in car-based business travel has the potential to improve both the accessibility and amenity of Council workplaces, thereby making them more attractive places for Officers and Elected Members, contractors, customers and suppliers.

· Improved road safety – A business travel policy can help reduce the likelihood of accidents, by increasing the awareness and care taken by those travelling for business and by improving its amenity for walkers and cyclists.

1.4 Structure of This Document
This report represents the output of the process that was used to develop a business travel policy through the Energy Saving Trust’s grant scheme.  The remainder of the report is structured as follows:

· Section 2 outlines the programme of work for this travel planning project;

· Section 3 gives an appraisal of existing conditions through a business travel survey;

· Section 4 puts forward a proposed business travel policy;
· Section 5 summarises key strengths and weaknesses;
· Section 6 provides an action plan for implementing the business travel policy;

· Appendix 1 provides links to some useful national programmes;
· Appendix 2 offers guidance on how to set up an effective car share scheme, and;
· Appendix 3 outlines the HM Revenue & Customs factsheet for employers setting up travel plans.
2 Programme of Work
The following table provides a high-level timeline for ongoing business travel policy work at Highland Council.
Table 1 - Proposed Timeline for Ongoing Travel Planning Work

	Time
	Task
	Description
	Who

	Late September 2007
	Develop draft business travel policy
	Develop a proposed business travel policy framework for Highland Council
	Vipre

	Late October 2007
	Conduct a 1 day business travel workshop to review existing and proposed policy
	Conduct and report the results of a workshop designed to develop a corporate business travel policy and associated action plan
	Vipre / Highland Council

	Mid October 2007
	Draft a Business Travel Report and Action Plan
	Recommendations for a new Highland Council business travel policy based on work done to date.
	Vipre

	Late 2007
	Identify monitoring mechanisms
	Identify current monitoring mechanisms, baseline business travel data and a number of additional monitoring mechanisms to assist in the implementation of the business travel policy.
	Highland Council

	Late 2007
	Seek corporate ‘sign-off’ of the Highland Council business travel policy and action plan
	Formal corporate endorsement and support required before the Council business travel policy and action plan is operationalised.
	Highland Council

	Early 2008 onwards
	Implementation of the business travel policy and action plan
	Implement recommendations identified in the business travel policy and action plan
	Highland Council (and Vipre if required)


Table 2 below provides more detail about how Vipre used the available consultancy time – note that this time formed part of the allocation for the Highland Council Headquarters Travel Plan Report.
Table 2 - Breakdown of Vipre’s Consultancy Time

	Task
	Description
	Output
	Time
	Who

	Develop Business Travel Policy & Action Plan
	Plan, conduct and report the results of a stakeholder workshop that is designed to develop a corporate business travel policy and an associated action plan.  
	Business Travel Policy & Action Plan.
	2 days
	Vipre UK

	
	TOTAL:
	2 days
	


3 Appraisal of Existing Conditions
3.1 The Business Travel Workshop
As part of work to develop a new business travel policy for Highland Council Vipre conducted a business travel workshop on Friday, 26 October 2007.  The aims of this workshop were to: 

· Review current Council business travel policy; 

· Look at a proposed structure for a new business travel policy, and; 

· Provide Vipre with sufficient information and agreement to draft a new Business Travel Policy and Action Plan for the Council to meet its business needs and also meet its aim of reducing both cost of business travel and the impact that travel has on the environment.

The workshop provided a forum through which participants reviewed the existing range of policies and procedures designed to manage the Council’s business travel. It also introduced a proposed Business Travel Framework, looked at the compatibility of this framework and existing policies and identified proposed alterations to either the framework or existing policy. The outcome was an updated business travel policy that forms the basis of this report.  See Appendix 4 for the minutes of this workshop.
3.2 Current Business Travel
At the commencement of this project Highland Council already had a number of policies and arrangements in place to help manage staff travel. 
Highland Council “Greening”
The Council has also embarked on an ambitious “greening” action programme to combat climate change and deliver significant financial savings through more efficient use of energy and fuel.  As part of this programme the Council has adopted a Carbon Management Strategy and Implementation Plan which identifies a number targets to reduce carbon dioxide emissions by 2010.

Table 3 – Carbon Management Strategy and Implementation Plan Targets

	Targets

	Target 1:  15% in Council properties

	Target 2:  5% in staff travel

	Target 3:  4.5% in the Council’s fleet

	Target 4:  1.5% in waste management

	Target 5:  1% in street lighting


If successfully implemented these targets will deliver an overall reduction in carbon dioxide emissions of 6.8% measured against 2004/05 levels and measured against the Council’s ‘Business as Usual’ projections, it represents an effective 15% emissions saving by 2010. The Council’s business travel policy will be of particular importance in achieving Targets 2 and 3. The Programme for Administration action 3.19 identifies that: 
“We will work with HITRANS to prepare a green travel plan for the Highlands promoting greater use of public transport by 2008”
Highland Council is also one of four Scottish Councils to complete the Carbon Trust’s Local Authority Carbon Management Programme and with help from the Energy Saving Trust, will identify ways of reducing CO2 emissions in the Council’s transport fleet. The Council is also pursuing options for using a 5% biodiesel blend in fleet vehicles and plant, and ways of improving the energy efficiency of street lighting. 
Current Business Travel Policies
Highland Council has a number of existing policies specific to business travel.  Travel can take place using walking, cycling and public transport but is more commonly conducted using leased vehicles, hire cars, employees own vehicles and the Council also operates a large number of fleet vehicles, ranging from plant equipment to Council vans. Figure 1 identifies the frequencies with which Council Officers travel for business and three Council offices.
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	Figure1 – How often do you use your car for work related trips?


The Council currently identifies two categories of car users: Essential and Casual Users for Council employees.  Mileage is payable for all official journeys undertaken from an employee’s recognised ‘base’ (i.e. their normal place of work).

Essential car users are entitled to a monthly lump sum, payable with salary, set out in the current schedule of rates. Essential car users are expected to “have their car available for use on Council business at all times”.  Essential user status, whilst not based directly on annual mileage travelled, is subject to scrutiny wherever low mileages are travelled, for example under 2,500 miles per annum.  This is likely to actively encourage Essential Users to use their cars as often as possible and to take their car to work, even if they know they do not require it on a particular day and even if they live within comfortable walking distance from their place of work.  All posts not designated as Essential User posts are entitled to reimbursement under Casual Users rates.
The Council currently offers an Assisted Car Purchase scheme for Essential Users which provides a loan up to £6,000 to those employees who require a car for the performance of their duties.. This scheme is due to be reviewed by the Council.
Existing Council policy also identifies that all employees have a duty to plan journeys to limit their cost as far as practicable and that wherever possible, employees should travel together to reduce costs. It does not, however, provide employees with advice or guidance as to how to best do this.
Current Highland Council practice relating to mileage rates is based on a complex combination of Scottish Joint Council Rates and rates agreed locally by Highland Council – or inherited by Highland Council from former authorities and Inland Revenue scheme of rates paid to employees in recompense for expenses incurred before being liable to tax and national insurance contributions.  It is important to note that payments beyond Inland Revenue prescribed rates are considered to be a benefit and therefore, they are subject to tax and national insurance contributions.
The complexity of this system means that two employees making the same journey by car for business travel could both be Casual Users and be paid different mileage rates.  The current Council allowance system is complicated and time consuming to administer and there is a need to simplify qualifying rules. There is also a need to reduce the number of allowances provided and to implement a fairer and more transparent scheme that is comparable with the Single Status process currently being implemented by the Council.
The current proposal would see ‘essential car user’ status phased out and Inland Revenue approved rates for all car users implemented across the Council. The Council would retain its lease car scheme and daily car hire lump sum payments with a separate mileage rate to compensate for fuel costs, but these would be reviewed to maximise benefits and support recruitment and retention strategies.
HM Revenue and Custom approved rates:

Motor Vehicle Mileage 40p per mile for the first 10,000 business miles in the tax year and 25p per mile thereafter;

Motor Cycle Mileage 24p per mile;

Bicycle Mileage 20p per mile, and;

5p per passenger per business mile for carrying fellow employees.

The way the Council currently collects business travel data could potentially be improved to allow baseline figures to be identified. For example, train travel and subsistence are not recorded separately, thereby making it impossible to accurately account for travel by train.
Other Policies and Factors that Shape Business Travel
Other policies also directly and indirectly affect business travel; for example flexible working and home working policies can reduce the need for staff to travel and reduce the number of times participating employees need to commute to and from work.
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	Figure 2 – Do you take advantage of the Council’s Home-working policy?


Highland Council is the largest local authority in Scotland covering an area of approximately 26,484 square kilometres, similar in size to the country of Belgium. While the geography of the area covered by the Council is an important factor in shaping the business travel conducted by the Council it should not be seen as a reason not to effectively manage this travel.
The organisational structure of the Council can also shape requirements for business travel, decisions to centralise or decentralise services can shape the Council’s business travel patterns. Decisions to site offices in a particular area can have a major impact on staff travel and all future decisions about the pattern of provision of services should take into account the potential impact on business travel.  Highland Council has recently restructured into three new operational management areas, and this arrangement creates additional travel requirements for management and operational staff. Similarly, the creation of 22 wards has meant that staff are required to attend more meetings.
Internal Communication Standards procedures are to be implemented shortly, and these require Line Managers to meet with staff at least every 6 weeks, together with a requirement for Team Briefings on a regular basis.  This will add to required travel for Line Managers across extended geographical areas.

4 Proposed Business Travel Policy

4.1 Aims of the Business travel Framework and what it covers
To effectively manage Highland Council’s business travel the organisation needs to develop an effective business travel framework.  The key aims of this framework are to:

· Reduce the environmental impact of the Council’s business travel, and;

· Reduce unnecessary costs and improve the efficiency and effectiveness in the way Council Officers and Elected Members travel.

This draft framework consists of:

· A proposed transport hierarchy including measures aimed at reducing the need to travel, particularly by single occupancy car use;

· Measures to make car travel more efficient;

· Methods to promote staff awareness; 

· A proposed monitoring system; 

· Identified benefits; and;

· Details of those areas the framework does not directly cover but which operate within the policy framework it provides.

The Council can do a number of things to lessen the impact of its business travel on the environment and the wider community, such as:

· Reducing the need to travel for business purposes;

· Reducing the amount of business mileage travelled by car;

· Encouraging greener business travel, and;

· Supporting better fleet management.

4.2 Reducing the Need to travel

The first thing every business travel policy should determine is: ‘is a particular journey really necessary?’  Attending meetings is an important part of the way in which almost every organisation operates; however it is prudent to ensure that meetings which are arranged and attended are actually necessary.

Officers and Elected Members should be encouraged to ask ‘Is a meeting actually necessary?’ where it will require business travel. It may be that the objectives of the meeting can be satisfied by, for example; circulating comments and information by e-mail, by tele-conference, or by facilitating discussion via an intranet message board. Encouraging staff to challenge the ‘meeting culture’ of an organisation could help them reduce unnecessary business travel and free up valuable work time.  Those organising meetings should be encouraged to how invitees are likely to travel to the meeting and support travel by more sustainable modes such as arranging meeting start times to coincide with public transport arrival times and providing an access information including walking cycling and public transport information to every invitee.
The use of tele and video-conferencing and data sharing (this could be through free online services such as Skype) should be encouraged wherever possible as an alternative to business travel. Measures such as these have the potential to save both time and money and increase staff productivity. Training in how to use videoconferencing may be useful in encouraging uptake and can give staff the confidence to use the facilities.  It may be useful to produce a map of the existing video conferencing facilities within the Council area, this map might also include non-Council facilities that are accessible by Council staff.  
Encouraging the use of hot-desking and satellite offices to provide opportunities for remote working can have the effect of reducing the need to travel to, or return to, the home office on particular days or following certain meetings. For example there may be some provision for hot-desks at particular Council offices and the use of wireless internet access and the provision of laptops rather than PCs may help facilitate this reducing the need for Officers to return to the office where they are based when travelling for work.
4.3 A Proposed Transport Hierarchy

Where business travel is identified as being necessary Highland Council needs to identify a transport hierarchy to effectively manage business travel and change the way Officers and Elected Members view travel by car. Car use for business travel has become normal practice for the majority of organisations, with alternative modes of travel being rarely considered. Travel by car, particularly a single occupant travelling by private car, should be seen as the option of last resort rather than the default choice for business travel.

The Council’s needs to identify the modes of transport that are acceptable for specific journeys, starting with the most cost and time effective and most environmentally sustainable options first, through to car and air travel last; a transport hierarchy provides a list of alternatives to consider prior to the decision to travel by car for a particular journey.

By using a transport hierarchy an organisation can actively encourage Officers and Elected Members to choose more cost effective and environmentally sustainable modes of transport such as walking, cycling, public transport and lift-sharing in order to meet their business travel requirements. See Figure 3 below for details.
Walking and Cycling

Often overlooked as options for business travel, walking and cycling are healthy, sustainable and very low cost travel options.  Both are ideal for short distances; most adults can comfortably walk distances of between 1 and 2 miles – even if carrying a small briefcase, and cycling is typically a viable option for business travel up to 3 miles. Offering a mileage rate for cycling can help encourage it as a mode of transport for business travel.

Due to the distances often covered by Council Officers and Elected Members, walking and cycling may not always be practical options for business travel. However, it is important the Council discourages its Officers and Elected Members from travelling short distances by car unless in exceptional circumstances as this is neither environmentally nor economically efficient.
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	Figure 3 – An example of the decision making process used to select on the most appropriate mode of transport for a particular journey. 


Public Transport

Bus and train travel can provide an alternative to car-based business travel for short, medium and long distance business travel. Despite many popular perceptions, public transport is also often less expensive than travel by car
.  It is important Highland Council discourages its Officers and Elected Members from travelling by car when a convenient public transport alternative is available.  The advantages of public transport include: 

· Better access to traffic-restricted town centres, including the time required to find a parking space and the cost of parking; 

· Rail and routes with bus lanes can mean quicker journey times in many towns and cities; 

· Being able to relax, read and work, the comparative cost of the journey can be offset against Officers and Elected Members being able to spend the journey working rather than simply driving to their destination. 

The Council should promote public transport for business travel by:

· Promoting staff use of journey planners such as http://www.travelinescotland.com/ to encourage them to plan travel by bus and rail for business travel; 
· Where appropriate provide training in how to use journey planning tools;
· Providing Officers and Elected Members with public transport timetables;
· Publicise public transport booking arrangements and encourage forward planning and advanced booking to get the best value tickets;

· Investigate the feasibility of bulk ticketing arrangements with local transport operators for frequently travelled routes to reduce the cost of business travel by public transport;

· Purchase multiple journey tickets for use by staff on business trips to help reduce cost and increase convenience, and;
· Encourage Officers and Elected Members to arrange meetings around bus and train arrival and departure times to make public transport more of a viable option for business travel. 
Organisations which operate from more than one site may already have established transport services operating between their sites in order to deliver internal post, documents, equipment etc. Using alternative vehicles such as a people carrier rather than a van and transporting staff via regular, well publicised, departure times can reduce the need for staff to use their cars to drive between sites for meetings.

Alternative transport allowances

Many organisations provide mileage allowances for business travel undertaken by bicycle as well as by car.  While travel by bicycle is not always going to be practical for business travel ,the Council should introduce an allowance for business trips by bicycle to make this mode of transport more attractive where practical.

The Council already plans to implement a flat mileage rate that does not discriminate in favour of larger cars. An alternative and more sophisticated option would be to incentivise the use of smaller more efficient cars for business travel by offering a less preferential mileage rate for business travel undertaken in less efficient vehicles.

Travel by Car

Even with a large number of alternatives available there will be times when car use for business travel is necessary.  The key to managing this effectively is ensuring that it is the most appropriate mode choice for the journey and that alternative business travel options have been fully explored and discounted for good reason.  Business travel by car can include travel by hire cars, club car vehicles, leased cars and taxis, and these can provide an alternative to private car use.

Agreements with hire car firms and car clubs can significantly reduce the cost of these services for business travel and can often be less expensive than paying Officers and Elected Members to travel using their own cars – especially for longer distances. The Council should ensure that Officers and Elected Members always use smaller, less polluting hire and/or club cars as these sorts of arrangements have the potential to be less expensive than running a larger corporate vehicle fleet.

Many organisations provide leased pool cars for their workforce and leased company cars for specific employees. Most company cars tend to be large engine cars because they are provided as a perk rather than as a requirement for the job and in some cases work culture encourages those with company cars to use them and to be seen to use them. The Council should consider altering pool car bookings to show where the person using the car is going and what time they need to arrive, thereby encouraging lift sharing.
Taxis can reduce the need for Officers and Elected Members to use their own cars or fleet vehicles for shorter journeys where public transport is not available.  Agreements with taxi companies can significantly reduce the cost of using taxis.

Private Car Use

Business travel conducted by Officers and Elected Members using their own cars can be the most expensive and one of the least sustainable modes of transport for business travel. Employee time spent travelling by car is arguably inefficient because Officers are spending paid time travelling rather than working.  

In addition, paying Officers to use their own cars is typically more expensive than providing them with hire or leased vehicles – especially for longer journeys.  Some employees can view their mileage claims as supplementing basic pay and there is therefore often little incentive for them to consider other ways of travelling. The use of employees’ own cars for work also generally requires that they bring these vehicles to work, necessitating increased parking provision at work, thereby costing a business an estimated £500 per car parking space per year in maintenance costs alone.

Whenever possible The Council should discourage private car use in favour of the alternatives already outlined. This can be achieved by only paying car mileage where business travel could not realistically be undertaken by any other means. When no alternative is available the Council should encourage efficient use of the car and efficient driving habits and should look at restructuring mileage allowances in favour smaller engine sizes.

Measures to Make Car Travel More Efficient

While organisations should actively encourage their employees to consider alternative modes of transport to car use for every journey, a significant number of a business journeys are still likely to be by car.  The key to managing car use is to ensure that it is efficient by encouraging measures such as:

· Trip-chaining – Officers and Elected Members should be encouraged to arrange meetings at a particular office, location or town on the same day so that they reduce the distance they have to travel or the number of journey they have to make, thereby avoiding the need to travel several times to the same location during a week or month.  This can reduce both business mileage and also the time Officers and Elected Members spend travelling;

· Lift sharing – Officers and Elected Members should be encouraged to share lifts when travelling to the same meeting or location, or locations in close proximity, rather than each driving separately. This approach reduces both the cost and the environmental impact of the journey, and it can be effective for travel by taxi, hire car, pool car, lease car and private car travel. The Council can formalise this process by providing a notice board on their intranet site for Officers and Elected Members to request and offer lifts for business travel, and this can also be built into an online calendar system.  The Council can further facilitate this by offering a passenger rate such as 5p per mile per passenger for business trips, thereby making lift sharing more attractive and saving on the cost of paying both Officers and Elected Members to drive.

· Efficient car driving – The Council should encourage Officers and Elected Members to make the best use of the vehicle when driving for business travel. This can be done by raising awareness of how to drive efficiently and its benefits, including fuel conservation and accident prevention. Raising awareness may take the form of formal driver training programmes or simply provision of information to staff on efficient driving, such as:

· Avoid harsh acceleration and heavy braking - pulling away too fast can use 60% more fuel.

· Concentrate on driving - look ahead and anticipate road conditions.

· Use the gearbox efficiently, changing gear between 1,500 rpm and 2,500 rpm - correct use of gears can reduce emissions by over 20%, whilst reducing fuel consumption by around 15%.

· When starting from cold, avoid long periods of idling to heat the engine - this wastes fuel and promotes rapid engine wear.

· Avoid pumping the accelerator or revving the engine unnecessarily as this simply wastes fuel. Avoid short journeys wherever possible, especially if the vehicle engine is cold. Until the engine has warmed through, fuel consumption can be nearly 100% greater than in normal motoring. It also produces much more pollution.

· Observe speed limits to keep within the law and reduce fuel consumption - fuel consumption at 70 mph can be 30% higher than at 50 mph.

· Drive defensively and avoid confrontation with other road users.

· If stuck in a non-moving congestion for more than two minutes, switch the engine off.

· Check tyre pressure regularly – under-inflated tires are dangerous and can increase fuel consumption.
· Remove roof rack when not in use – they increase drag and fuel consumption significantly.

· Use air conditioning sparingly as it significantly increases fuel consumption.

Air Travel

Flying may seem to provide a less expensive alternative to other forms of transport for longer journeys. It is, however, one of the least environmentally sustainable forms of transport. There are an increasing number of routes in and between the UK and continental Europe where high-speed trains may provide an efficient alternative to air travel in terms of their travel time, cost and environmental impact, and there is also the possibility of using the sleeper service between London and Scotland. However air travel can often be the only practical option when travelling worldwide.  The Council should be certain its Officers and Elected Members really need to travel and then weigh up the cost, environmental impact and efficiency of air travel with other available transport options before selecting air travel.

4.4 Raising Staff Awareness

Writing a clear, workable policy is the first step to managing business travel but the Council also needs to actively communicate this policy to ensure staff understand and comply with the policy.

The Council needs to put measures in place to promote staff awareness, thereby ensuring that they are not only aware of the business travel policy but also of the impact of their business travel in terms costs of transport and staff time, and its effect on the environment.  By promoting the alternative modes of transport available the Council can ensure that its Officers and Elected Members have the necessary information to make more informed travel choices.
Highland Council needs to actively communicate the existence of its business travel policy but also to explain why it has implemented such a policy. Doing so will help to ensure its employees understand the policy exists for sound reasons and employees are therefore more likely to ‘buy-in’ to the policy.  Active communication will also ensure that the policy remains at the forefront of staff consciousness and any changes in policy are quickly and effectively communicated.  It is especially important to communicate the cumulative impacts generated by the business travel policy over time – for example, savings in CO2. – as this will help to demonstrate the success of the policy and to reinforce positive staff behaviour.
The business travel policy should be promoted on internet and intranet sites, on leaflets, employee induction packs and team meetings to ensure Officers and Elected Members are aware and ultimately take ownership of the policy.

In addition to promoting staff awareness Highland Council may wish to also highlight its business travel policy to customers and suppliers, highlighting the financial and environmental benefits.  The Council may also wish to identify the alternatives to single occupancy car use available to visitors to Council premises such as walking, cycling, public transport and car sharing including local bus and train stations and stops, ticket information and provision for pedestrians and cyclists.

4.5 A Proposed Monitoring System

Highland Council must ensure that it has an efficient monitoring system in place so that information on business travel may be recorded and the policy can be effectively maintained and updated.  An efficient monitoring system is one that avoids being bureaucratically cumbersome yet records how travel choices are made in line with the business travel policy.

All organisations battle with non-compliance although its incidence typically varies from department to department and individual to individual.  One way to help prevent non-compliance is to ensure that Officers and Elected Members record how travel choices are made ensuring the Council can review and revise its business travel policy on a regular basis. A policy is a living document that must respond to the changing needs of organisation it is written for.

Highland Council should develop a simple checklist recording why a particular journey is travelled in a particular way and why a particular mode of transport is selected; this could be developed as part of an expense claim form process that encourages use of more sustainable modes of transport.  

Highland Council could calculate and publish CO2 emissions for business travel and set annual targets to reduce emission levels and even produce and provide individualised calculations to assist Officers and Elected Members in managing their business travel.  Claim forms could be used to monitor days where Officers do not travel for meetings by using measures such as video conferencing and teleconferencing or worked from home.  It may also be possible record when staff work from home and how many miles they saved by not commuting to and from work.

Employees should not expect their employer to subsidise business travel by car when a less expensive, more environmentally sustainable alternative mode of transport is available and recording and monitoring business travel is the first step in ensuring this situation does not arise.

4.6 What this Framework Does Not Cover

The key aims of this business travel framework are to reduce the environmental and economic impact of business travel and to improve the efficiency and effectiveness of the way business travel is conducted, for example, by eliminating unnecessary travel. The business travel policy is not intended to replace Highland Council’s existing agreements with travel agents for the purchase of tickets or similar arrangements but to offer a new or revised framework within which this and similar arrangements can operate.

Whatever specific arrangements it has in place with a travel agent or agents the Council should regularly review these contracts to ensure they offer best value for money and that they support the principles and practices described in the Framework. Highland Council should also:

· Develop a policy that explicitly encourages the advance purchase of tickets for train and air travel.  Advance purchase of tickets can substantially reduce the cost of business travel when compared to purchases close to the date of travel;

· The Council should have a clear policy on travel by first and business class. Flying business class is generally more comfortable and can be more conducive to work. It can also cost ten times more than economy for air travel and for train travel its cost and benefit to the traveller can vary widely depending on the route and time of travel. Some organisations insist all travel is in standard or economy class but many also allow some flying in first or business class depending on the seniority of the employee travelling;

· The Council should also have a clear policy on subsistence arrangements including meals and any entertainment;

· The business should have a clear policy on health and safety, security and emergency procedures for business travel;
· Air fares can vary according to the time of day at which departure is scheduled. Encourage travellers to fly outside the early morning and late afternoon rush hours if possible, and;

· It may be practical to instruct the department or travel agent responsible for booking tickets to book the cheapest flight within two hours of a traveller’s preferred time of departure.

This draft business travel framework does not deal with these areas specifically. Rather, it is designed to provide a policy framework within which these kinds of policy and operational matters operate.
5 Strengths / Weaknesses Assessment

The following table summarises a range of strengths that were identified in the previous sections.

	Key Strengths
	Possible Benefits
	Location / s

	Officer and Board Member awareness of environmental issues
	· Responses from the travel surveys for the Council Headquarters, Lochaber House and the Kinmylies Building suggests that Officers and Elected Members may be particularly motivated by environmental issues
	Officers and Elected Members

	Actively looking at more sustainable business travel
	· Highland Council is already actively looking at way to make its travel more sustainable through its site specific travel plans, and a new business travel policy will complement this work
	Highland Council

	Existing corporate objectives
	· Highland Council has a number of existing corporate objectives that are likely to complement and be complemented by a new business travel policy
	Highland Council


The following table summarises a range of weaknesses that were identified in the previous sections.

	Key Concerns
	Possible Issues
	Location / s

	Current business travel policy
	· The Current Highland Council business travel policy focuses primarily financial issues and is likely to  encourage business travel by car
· Current business travel policy doesn’t take account of travel by Elected Members
	Highland Council

	Available baseline date
	· Highland Council’s current monitoring system may not provide the Council with the necessary data to effectively monitor its business travel
	Highland Council

	Area geography
	· The size of the area covered by Highland Council may create requirements for additional business travel if not managed effectively
	The Highlands

	Organisational structure
	· Highland Council’s corporate management structure and the geographical area may create requirements for additional business travel if not managed effectively, necessitating senior management cover large geographical areas in order to liaise with members of their service
	Highland Council

	Information about travel alternatives
	· Highland Council does not provide information about the travel alternatives available and as a result Council Officers may be more inclined to travel by car and view it as the ‘normal’ mode of travel
	Highland Council

	Insentives to promote travel alternatives
	· Highland Council does not provide incentives to promote alternatives to car use such as a mileage rate for cyclists and public transport ticketing arrangements.
	Highland Council

	Measures to reduce the need to travel 
	· Measures to reduce the need to travel including hot-desking video conferencing and teleconferencing are currently not especially well utilised
	Highland Council


6 Business Travel Action Plan
In this section we draw on information presented in earlier sections and translate key points into recommendations for action. The recommendations presented have been drawn up with particular reference to the objectives of this business travel policy, which are to:
· Reduce the environmental impact of Highland Council’s business travel, and;

· Reduce unnecessary costs and improve the efficiency and effectiveness in the way Council Officers and Elected Members travel.

Highland Council successfully applied to the Energy Saving Trust for a grant to allow site specific travel plan advice to be provided to help the Council manage its travel more effectively.  A steering group has been identified and the Director of Transport Environment and Community Services has been assigned responsibility for promoting and managing the implementation of the Business Travel Action Plan, and a budget will be identified to support the implementation activities as they are identified.
The purpose of the following action plan is to identify alterations to either the proposed framework or existing policy to produce an updated business travel policy for Highland Council.

	Key Points
	Recommended Action
	Output
	Timing
	Est. Cost
	Who
	Priority

	Adopt an updated monitoring system
	Highland Council adopts a monitoring system to ensure the updated business travel policy is effectively maintained and updated

This should include total vehicle miles travelled by leased vehicles, hired vehicles and private car, the percentage of these journeys that were undertaken by single occupancy vehicle and a carbon dioxide calculation
The monitoring system should also record travel undertaken by other modes of transport such as cycling and public transport
	Officers can monitor compliance and adjust policies and targets depending on business needs
	From November 2007
	Staff time
	Project steering group
	High

	Identify and promote measures reducing the need to travel
	Officers and Elected Members are encouraged to ask ‘Is a meeting actually necessary?’ and the Council identifies and promotes measures such as hot-desking video- and teleconferencing 
	Highland Council reduce the need for business travel
	From November 2007
	Staff time plus cost of promotion
	Project steering group
	High

	Adopt a transport hierarchy to effectively manage business travel
	Highland Council identifies and then promotes a transport hierarchy for business travel to support more sustainable travel choices. Including the measures identified in the body of this report.
	The Council reduces unnecessary car-based business travel
	From November 2007
	Staff time
	Project steering group
	High

	Promote staff awareness
	The Council communicates the existence of a business travel policy but also explains why it has been implemented and the environmental benefits that should result from implementing the policy
	Officers and Elected Members are more aware of Council business travel policy and more likely to comply with policy
	From November 2007
	Staff time and cost of promotion
	Project steering group
	High

	Produce journey plans for travel between Council offices and common destinations
	Produce journey plans identifying sustainable travel options (where available) for travel between Council offices and common destinations
	Officers and Elected Members are aware of the travel alternatives available between common destinations
	From November 2007
	Staff time
	Project steering group
	High

	Provide statement of intent
	Provide statement of intent to Officers & Elected Members on the aim of the business travel policy
	The Council increases understanding and awareness of its business travel policy
	From November 2007
	Staff time
	Project steering group
	High

	Embed policy into ISO 14001 accreditation process
	Incorporate policy into ISO 14001 accreditation process in recognition that measures support the environmental management accreditation process
	ISO 14001 accreditation is reinforced and work managing business travel is recognised
	2008
	Staff time
	Project steering group
	Low

	Conduct Business Travel Survey
	When conducting staff travel surveys incorporate business travel questions to gather information on business travel and maintain and update business travel policy
	Gathered data is used to update policy
	2008/09
	Staff time
	Project steering group
	Low


Appendices

Appendix 1 – Links to National Programmes

In this section we provide links to National Programmes that are supportive (e.g. in terms of provision of advice, information and other resources) of the goals of many of the initiatives put forward in this document. 

· Energy Saving Trust: http://www.est.org.uk/ 

· Bike Week: http://www.bikeweek.org.uk/ 

· Cycle Friendly Employers: http://www.cyclingscotland.org/cyclefriendlyemployer.aspx 

· Inverness Cycle Forum: http://www.Invernesscycleforum.org.uk/  
· Scotland’s Health at Work: http://www.shaw.uk.com/about_scheme.asp 

· Paths to Health: http://www.pathsforall.org.uk/pathstohealth/ 

· Pedometer Challenge: http://www.bhf.org.uk/thinkfit/article.asp?secID=1590&secondlevel=1592&thirdlevel=1608&artID=7278 

· National Liftshare Day: http://www.liftshare.org/nlsd.asp 

· Road Safety Scotland: http://www.road-safety.org.uk/ 

· Traffic Scotland: http://www.trafficscotland.org/ 
· European Mobility Week: http://www.mobilityweek-europe.org/ 

The following links are to websites that provide a range of useful information.

· Travel Line Scotland – Public Transport Information: http://www.travelinescotland.com
· UK Public Transport Information: http://www.transportdirect.info 

· Scotland’s Sustainable Transport Alliance : http://www.transformscotland.org.uk 

· UK Sustainable Transport Charity : http://www.sustrans.org.uk 

· UK Environmental Transport Body: http://www.transport2000.org.uk/ 

· Sustainable Transport Advice: http://www.travelwise.org.uk/ 
· The Association of Commuter Transport: http://www.ACT.org.uk/ 
Appendix 2 - How to set up an effective trip sharing scheme

What is trip sharing?

Trip sharing is the sharing of rides in a private vehicle among two or more individuals. It involves the use of one person's private or lease vehicle to carry one or more fellow passengers, either by using one car or rotating cars.

Benefits of trip sharing

Benefits of trip sharing for individuals:

· Reduced travelling expenses and need for second car.

· Improved travel choices for Officers and Elected Members. 

Benefits of trip sharing for the community:

· Reductions in vehicle emissions.

· Reductions in traffic volumes and congestion.

· Provides an alternative, cost effective travel choice.

· Improving the environment. 

Benefits for organisations that arrange trip sharing:

· Maximising use of employee parking.

· Encouraging sociability between Council’s Officers and Elected Members.

· Reducing stress in driving to work.

· Providing staff with a further benefit.

· Improving company image. 

Potential options for trip sharing

1. With  friends and neighbours.

2. With Council work colleagues.

3. Through Council workplaces. There may be other work places based locally that may also wish to join Council’s scheme.

www.caithnessjourneyshare.co.uk
www.caithness journeyshare.co.uk has been created by Regional Transport Partnership Hitrans to help people to quickly and easily find someone who shares one or more of their specific journeys. Hitrans has an ongoing commitment to encourage the use of trip sharing as an alternative to single occupancy car travel, and more generally, to meet its objectives in reducing traffic congestion and pollution. 

The aims of this trip sharing website is to promote more efficient travel patterns, integrating both private and public modes of transport, with the goals of optimising people’s travel choices and minimising the number of vehicles on the road.  

The websites themselves are online databases which allow prospective trip sharers to register a journey they wish to make, either as driver or passenger. The software then identifies other registered members who are making a similar journey at a similar time and provides contact information for arrangements to be made.

Vipre’s Experience of Effective Trip sharing Schemes

Introduction

As a company Vipre has a wealth of experience in the setting up and managing of successful and effective trip share schemes (measured by the growth of the database of members and the number of registered trip sharing trips). Vipre has been fundamental in the success of the largest and most successful trip share scheme in Europe at Heathrow Airport, which has seen a 62% success rate in matching trip share partners with over 7000 members as of March 2006. 

Vipre has also seen considerable ongoing success with other trip share schemes throughout the UK. An indication of some of those successes is shown below.

· BAA – 62% success rate in matched trip share partners compared to the average of 40% based on studies undertaken by liftshare.com;

· GSK – Number of registrations increased 500% in 18 months following a sustained and carefully managed marketing campaign;

· Oracle – 59.3% success rate in matched trip share partners forming part of a 13% overall modal shift since 2001;

Vipre’s experience in travel behaviour change within organisational environments has been crucial to achieving its success with trip share schemes. Vipre has been involved with many large scale organisations, setting up, promoting and marketing their travel behaviour change programs, including Glaxo Smithkline, Diageo, East Point Business Park, The Mater Hospital – Dublin and Park Royal Business Park in west London. 

Through its experience in setting up and managing commuter centres at these large corporate organisations, Vipre has acquired the necessary tools required to build up a business case to ‘sell’ sustainable alternatives to organisations - even where awareness of the issues and benefits has not been high. 

A good example of this in practice is Vipre’s involvement in setting up and managing the first Transport Management Organisation (TMO) in the UK at Dyce in Aberdeen. The TMO is a membership-driven organisation that is tackling local travel and transport issues on behalf of the 18 member companies.  In doing this, not only did Vipre present the companies within the TMO with an effective business case for the use of sustainable measures, Vipre also negotiated for the companies to part fund the initiatives themselves.

Similarly, Vipre is currently working with the Park Royal Business Partnership to help them achieve an additional 50 organisational Travel Plans within the business park. 

Vipre’s Approach to Trip sharing

It is important to recognise that implementing a successful trip sharing scheme is much more than the software necessary to operate the scheme. The effectiveness (measured by  actual sharing activity) of managed schemes is significantly higher than pure “self service” schemes that encourage registration but do not actively promote and support the trip sharing activity.

When undertaking the development of a trip share scheme Vipre recommends four phases of implementation where possible:

· Develop a good understanding of the local market in which trip sharing is to be introduced;

· Identify where trip sharing will be particularly effective – using data gathered in the first phase. This will avoid needless above the line promotion and will also develop ‘evangelists’ quickly;

· Setup and launch the service to the key sectors of the market using the right incentives and promotions;

· Actively operate, manage and continually measure the use of the service, and most importantly pro-actively grow usage by outbound promotions. 

Active Management and Follow up

· Trip share programmes provide real benefits when active over a long period of time. All too often the scheme is heavily marketed and promoted at launch, and then left to operate itself. It is important to train staff that would operate the trip share scheme onsite. Training would include the techniques best used for monitoring and promoting the scheme after the initial launch, and following up on those users who have expressed an interest in the scheme but are not yet using it. We have found that by doing this it helps to maintain and grow the numbers of users within the scheme, and it also gives those users within the company a sense of ownership of the scheme. These factors help to promote its use further.

· It is Vipre’s experience that two elements are necessary to maintain momentum and grow trip share usage; the continuous promotion of the service, even if only low key, and the ability to proactively assist bringing sharers together using the registered information. It is a known fact that many individuals will recognise the benefits and, with an open mind, register themselves and their journeys in a trip share scheme. However to take the final step and contact other potential sharers and setup the sharing “pool” is a barrier to many people. The pro-active management of the scheme overcomes this barrier and is recognised as a vital service.

Appendix 3 - HM Revenue & Customs: Fact Sheet for Green Travel Plans
 

Where an employer helps Officers and Elected Members to get to and from work, such as by providing petrol or season tickets, these benefits are normally taxable. But there is no tax or NICs to pay if an employer offers:

· free or subsidised work buses

· subsidies to public bus services

· cycles and safety equipment made available for Officers and Elected Members
· workplace parking for cycles and motorcycles.

Works Buses and Minibuses 

A works bus (a bus or coach seating 12 or more passengers) or minibus (seating 9 passengers or more) can be made available to Officers and Elected Members to transport them to and from work. Any number of employers can join together and provide a works bus or minibus service for their joint workforces. As long as the vehicle is used mainly for commuting or travel between workplaces, Officers and Elected Members and their families can use it occasionally for other trips. 

Public Transport 

Some employers pay subsidies to finance a public transport service that is useful to the employer, for example one that stops outside the factory gate. 

If an employer pays such a subsidy to a local public bus service to transport Officers and Elected Members to and from work, there is normally no tax or NICs to pay as long as the service is available to all Officers and Elected Members. 

Employers can offer their Officers and Elected Members a free or low-interest season ticket loan up to £5,000 per year. There is no tax or NICs to pay provided the full amount of the loan is repaid to the employer and total loans outstanding do not exceed £5,000 at any time.

Cycles 

Employers can lend cycles or cycling safety equipment to Officers and Elected Members to travel to and from work. Officers and Elected Members can also use them for leisure as long as the main use is for commuting. 

Workplace parking 

Employers can provide parking facilities for Officers and Elected Members’ own vehicles at or near the workplace tax free. 

Car sharing 

If an employee who normally shares a car has to go home early because of a domestic emergency, the employer can pay the cost of the journey home. There will be no tax or NICs to pay if the circumstances could not have been anticipated or planned for.
Appendix 4 – Minutes of the Highland Council Business Travel Workshop 

Minutes of the Travel Plan Workshop, held in Insurance Room 1, Highland Council, Glenurquhart Road, Inverness on Friday, 26th October 2007 from 10.30am-4pm.
Present:

Ailsa Campbell
Sustainable Development Officer, Chief Executive’s Office.

Cath King 
Policy Manager, Chief Executive’s Office. 

Cameron Kemp
Integrated Transport Manager, TEC Services

Richard Guest
Head of Roads and Community Works, TEC Services

Ian Thomson
Project Manager (Community Care), Social Work Service

Kateryna Zoryk
Senior Personnel Advisor, Chief Executive’s Office

Sheila Lunn
Business Support Manager, Planning & Development Service

Chrystal Beaton
Car Leasing and Loans, Finance Service.

Charlie MacCallum
Payroll and Pensions Manager, Finance Service

Andrew Grant 
Support Services Manager, Chief Executive’s Office

Anna Hunter
Senior Clerical Assistant, Chief Executive’s Office 

Matthew Eastwood
Travel Consultant, Vipre UK

Apologies:

Ron Mackenzie
Head of Support Services, Education, Culture & Sport Service

David Goldie
Interim Director, Housing and Property Services

Harriet Dempster
Director, Social Work Services

1.
Travel Plan Report Summary

Matthew Eastwood opened the meeting by explaining the aims behind the Council’s development of Business Travel Plans:

· To ensure the Council can still meet all its travel requirements

· To reduce the need for travel and the cost of travel

· To reduce the Council’s environmental impact.

The Council had previously applied to the Energy Saving Trust (EST) for funding to investigate current travel arrangements at five of its principal sites and to prepare travel plans for these sites with a view to the development of a toolkit for all sites to develop their own travel plans. A hard copy of the Travel Plan Report for Highland Council Headquarters was circulated to all present. Ailsa Campbell agreed to forward an electronic copy of the report to each member of the workshop, along with one for the Lochaber House and Kinmylies sites. Matthew outlined the findings as follows:

Council Headquarters: Strengths

The EST found Council HQ to be well located for access to amenities and to public transport. Staff could potentially walk or cycle to work, and there are a large number of car parking spaces available on site.

A recently conducted Council travel survey found that staff are receptive to sustainable travel options, and that the Council could potentially promote the sustainable travel message to staff. Mr Eastwood commented that travel plans were not inherently anti-car, but were about promoting choice and alternatives.

Council Headquarters: Weaknesses
The EST found that a high proportion of staff at Council HQ travel to work by car, but are driving short distances and therefore could be walking or cycling to work. This was not due to access issues, and needs to be promoted by the Council as an alternative to driving. 

Heavy car use by staff is putting pressure on HQ’s parking facilities and is leading to a significant amount of illegal – and potentially unsafe – car parking in the vicinity. The EST suggested that, in the interim, the Council manage the car park more effectively in order to reduce problem and illegal parking. 

Bus stops at HQ are obscured and not easily seen. There is a lack of information available to staff about bus routes and times, and again this could be promoted by the Council. 

While there are cycling bays available at HQ, there are often running at near-maximum capacity. EST recommended the Council could increase the number of bike bays and also consider increasing shower and storage/locker facilities where feasible. 

Matthew also noted that Eden Court could cause transport problems in the area and suggested that the Council urge Eden Court to produce their own travel plan. 

Kinmylies Building: Strengths
EST found there to be good bus links between Kinmylies and the city centre. There were good bus links between Kinmylies and HQ, with buses every 20 minutes between the two buildings. If meeting times were well managed, bus use could be increased. 

Many staff working at Kinmylies live close enough to walk or cycle to work, and the Council need to promote this, especially as the staff survey showed people were receptive to changing their travel habits.

Kinmylies: Weaknesses
Many staff travel to work by car. There was a lack of staff walking and cycling, which was compounded by a lack of cycling facilities at the building. It was also noted that there was a lack of motorcycle parking which was leading to problem parking by motorcycle users. 

Bus stops at Kinmylies were obscured and staff lacked the information that might encourage them to use bus services. 

Lochaber House: Strengths
Lochaber House is centrally located and well located for public transport links, amenities, walking links and local car parks.

Lochaber House: Weaknesses
Although most staff lived close enough to walk or cycle to work, many are travelling by car. Again there is a lack of cycling facilities. The quality of local bus stops is poor and there is a lack of travel information available to staff. Problem parking was also noted to be an issue at Lochaber House. 

Other comments

Cath King stated that the Council was progressing travel plans across all sites. Cath stressed that travel plans will not be prescriptive, and that the Council were looking to develop a toolkit which would allow trained staff to build a travel plan specific to their own site. Cath noted that, through HiTrans, the Council needed to establish site-specific travel plans by April 2008. Any feedback on travel plans should be forwarded to Matthew Eastwood, via Cath King. 

Sheila Lunn stressed the issue of rurality and the impact this would necessarily have on creating travel plans for Highland Council. She felt that those developing travel plans should be sensitive to staff perceptions that this is targeting travel and subsistence claims.

Business Travel 

Matthew Eastwood shared information about the percentage of staff using their cars for business travel. He noted that a low percentage of staff make use of the Council’s home-working policy and felt that this could be a route into reducing business travel among Council staff.

Matthew stated that the geography of Highland Council was central to the formulation of travel plans, but that this should not be used as an excuse to not create these plans. 

2.

Review of Current Business Travel Policy and Issues

Participants were each invited to introduce their Service and the area of business travel they had responsibility for:

Chief Executive’s Office

Cath King outlined that the Chief Executive’s Office has the strategic responsibility for sustainable development and the development of a Climate Change Strategy. This will include the implementation of the Carbon Management Strategy and Implementation Plan (CMSIP) which has targets to reduce CO2 emissions in fleet transport by at least 4.5% and CO2 emissions from staff travel by 5% by 2010.

Human Resources is a part of the Chief Executive’s Office. A copy of the proposed revised Travel and Subsistence Guidelines was circulated to all participants in advance of the workshop. Kateryna Zoryk summarised the policies and procedures relating to staff travel (see PowerPoint presentation):

· Travel and Subsistence - The Travel and Subsistence Policy is currently being reviewed and Human Resources are holding a meeting with the trade unions on the 16th of November 2007. The Proposals are that the mileage rate for personal car use is to be reduced from 53p per mile to 40p per mile. This is in line with Inland Revenue prescribed rates. Kateryna informed that there are instances of payments above the prescribed rate and these were subject to income tax and national insurance. The essential car user scheme is to be reviewed and may be abolished over time. 

· Job Evaluation – this is currently being finalised and could have a direct influence on travel and subsistence policy and procedure. – single status provision

· Lease Car Scheme and the Assisted Car Purchase scheme - It is intended to retain these. 

· Recruitment - Expected travel commitments should  be written into job specifications so that applicants have a full understanding of what is expected of them in terms of travel at the point of application. Staff inductions procedures could be amended to include information on travel issues.

· Flexi-time/Home working – The Council has Flexible Working and a Home Working Policies. Participants asked whether there were many employees who made use of the home working policy. Kateryna stated  that while many staff use the work from home policy it could be proactively promoted.. There was a brief discussion about the role of line managers in such a scheme with issues such as employee performance and health and safety.

· Other Issues - The creation of three geographical areas has led to some problems as larger areas have led to more travel for managers and the creation of 22 wards has meant that staff are required to attend more meetings. This may be leading to more cases of stress in the workplace. These changes require co-ordination and change management. The Internal Communication Standards procedures were going to be implemented shortly which required Line Managers to meet with staff at least every 6 weeks, together with a requirement to Team Brief on a regular basis.  This will add to required travel for Line Managers across extended geographical areas..

Kateryna felt that staff had dealt with many changes in the work place recently and that cogniscance needed to be taken of this. Matthew recommended that the benefits to staff be highlighted when implementing change (e.g. reduced stress in the workplace).

Transport, Environment and Community Services

Richard Guest presented travel issues for TECS services. The Service has a budget of £55m revenue and £30m capital. It probably has the largest amount of staff travel in the Council. Most staff travel using fleet vehicles within the Highland Council area, some up to 20,000 per year, and those that travel outwith the area are principally going to meetings in Edinburgh or Glasgow. The new management structure has resulted in certain staff having to travel greater distances. The service is responsible for large vehicles and plant equipment as well as yellow vans. 

The Programme for Administration action 3.19: “We will work with HITRANS to prepare a green travel plan for the Highlands promoting greater use of public transport by 2008” is “owned” by the Service.

The Service has responsibilities which include:

· Environmental Health and Trading standards – activities include inspection of premises and noise measurements. All TS staff are located in Inverness, but a lot of the services are provided via telephone and e-mail.

· Transport Infrastructure – the service has little input to where bus routes are but is  responsible for posting timetables at bus stops (although routes change regularly at short notice). Bus Shelters are provided by HITRANS who are working to a programme, but have indicated that they could be flexible in this. Any issues with substandard bus stops and signs would have to be addressed by TECS but they would need to identify the resources for this. It was agreed that it would be useful for the Service to have a complete list of where every bus stop is mapped out.

· Waste Management - has transport issues as most of the waste produced in Highland Region is transported out of the Highlands for processing. This is currently being addressed through the Strategic Waste Plan.

· Emergency Planning - There is five staff in emergency planning.  The nature of their work means they have to travel across the region.

· Business Support - There is a desire to reduce costs in travel expenses. Need to look at vehicle procurement and aim for the most economical engines. They have in the past tried LPG fuel but currently most vehicles run on diesel. It was noted that there have been discussion about biodiesel, but there are currently supply issues. The CMSIP has a target to introduce a 5% biodiesel blend for selected fleet vehicles.

The responsibility for fleet vehicles lies with the fleet manager.

There is a need to address how duties are distributed and to take travel issues into account when doing so.

Post meeting note – need to check if the Energy Savings Trust did undertake a free Fleet Healthcheck and on progress in developing a Green Fleet Action Plan, including availability of Driver Training (CMSIP target). 

Planning and Development

Sheila Lunn  highlighted some general issues in relation to staff travel: the creation of 3 administrative areas and 22 Wards; the Health and Safety implications of longer travel times; time spent travelling adding to the stress of staff when combined with work that needs to meet statutory deadlines (e.g. planning applications); partnership working and government encouragement of community engagement leading to staff travelling long distances throughout Highland; and the large geographical area of the Local Authority and the lack of adequate public transport and car hire provisions.

Cath pointed out that the positive aspects of community engagement had to weighed against the negative aspects of travel time and that it should be continued to be encouraged. 

Kateryna drew attention to the staff code of conduct that accompanies the travel allowance guidance. Staff following this code of conduct would not put themselves at risk of Health and Safety issues.

Matthew said that a large geographical area could not be used as an excuse not to manage travel efficiently.

Sheila presented the issues relating to travel in the Planning and Development Service:  
The Service has 240 staff, 90 of which are based at HQ: 83 essential car users; 30 lease car users; and 23 Council vans. The service has specialist staff who are required to carry out site visits and others including Access Officers and Countryside Rangers.

It was noted that specialists could work from home and that there exists a policy on the use of Council vans.

Social Work Service

Ian Thomson summarised travel issues within social work: the Service employs 2200 individuals (1650 full time equivalents). Two thirds of these are using their cars on a daily basis with the largest group being the Home Carers. There is also a small element of fleet vehicles.

It was agreed that a high level of travel for Social Work is inevitable. Some service users are moved to central locations to receive care. There had been issues in the past with the removal of a SW bus which led to a lot of negative publicity and industrial actions being taken. It would be necessary to avoid such incidents again in the future and travel issues within this sector need to be dealt with sensitively.

It was noted that closer matching of Home Carers to geography could be explored.

Finance Service

Charlie MacCallum advised that the Service were pleased about the development of a Business Travel Plan and review of Travel and Subsistence Guidelines as there are currently different rates for different workers and a consistent, simple to understand and administer system was required to be introduced. Chrystal Beaton added that arrangements for car hire had never been looked at in detail to ascertain if they are cost effective. 

Chrystal Beaton described the financial implications of Highland Councils car lease and car hire schemes. Currently there are different mileage rates for different groups of workers. A uniform and fair system would be easy to understand and administer.

The way travel data is collected could be improved upon so that baseline figures can be obtained. For example, there is no separate subjective to account for train travel and the travel mileage – non tax doesn’t always reflect conference mileage.

There was a discussion on the rates of mileage paid to passengers and cyclists. A rate of 0.05 pence per mile for a passenger was not going to encourage car sharing. Ian Thomson suggested a higher rate for cycling and taking the bus as an incentive to encourage more to do so. Currently the rate for Cycling is 5p per mile, but it is proposed that this be increased to 20p per mile in the reviewed policy. There is no rate for bus travel as the fare would be reimbursed and staff should not be able to make a profit on expenses claims. Kateryna pointed out that payments above the IR prescribed rates would be liable to tax. Chrystal agreed that this would be an administrative burden and not feasible.

Chrystal confirmed that contrary to popular belief, Council staff are not encouraged to meet their mileage estimates when leasing a vehicle and staff would not be penalised for coming in under their mileage cap. In these cases Finance can make a claim back for the mileage not used. This highlighted that work may need to be done to make staff aware of this and of the content of other policies relating to travel. 

Corporate Issues

Video conferencing

There followed a brief discussion on video conferencing facilities within the Council.  The Travel Survey indicated a lack of awareness of VC facilities. It was agreed that training is required for staff using the facilities and it is important that meetings are well chaired. It would be useful to have available somewhere a map of the existing video conferencing facilities within the Council area (including non Council) that staff travel to. There are limitations in the existing technology installed at Highland Council buildings. For example only one VC can be used at a time at HQ. Matt described the difference between ISDN based connections (secure through a telephone line) and the IP based connections (over the web). Funds would be needed to upgrade the facilities and a cost benefit analysis should take place. The Business Improvement Team had previously done work on the development of VC and they should be contacted to check on future plans for the system.

Instant messaging and individual webcams were discussed. Vipre UK use Skype as a free online service for doing this. Currently Highland Council staff are blocked from accessing this service by Fujitsu, who hold the contract for providing IT services. It was noted that this should be taken into account when re-procurement for the IT contract takes place, as such as service could provide best value for money.

Other issues raised during the session:

· There is internal guidance on meetings but there needs to be more work done to make people aware. There is also room for more to be added about travel implications. 

· It was felt that managers do not prioritise journeys and there is no encouragement to reduce journeys. Managers may be unable to track exact mileage figures.

· A useful tool would be to create a sample analysis of what the journeys within the Service are actually for. This would allow services to address those areas where the greatest impact could be achieved. 

· Any new policies should have no grey areas and no allowance for manager discretion. There should be a “one size fits all” policy. 

· There could be possibilities to link with the work of the business improvement team.

· There was concern that some employees to offset the cost of their personal cars by supplementing income through mileage claims.

3.
Vipre UK Business Travel Framework

Participants were circulated a copy of the proposed business travel framework for Highland Council. Matthew Eastwood went through the individual sections and invited comments and suggestions on how the framework could better be adapted to meet Highland Council’s needs.

Walking/cycling

The provision of highland Council umbrellas and pool cycles was discussed. There would need to be a system in place to keep bikes maintained. A local Youth group MP33 currently maintain and upgrade bikes for the “recycle” scheme. Any bikes used would need to be adjustable and Helmets and High visibility clothing should be provided. Although it is not a legal requirement as an organisation Highland Council would be liable for any accidents resulting from lack of adequate safety equipment. It was agreed that any policy should state that mileage will not be paid or pool bikes used unless a helmet is worn.

INTRANS run a pool bike scheme from the multi-storey car park in Rose Street which can be accessed by staff.

Ian Thomson suggested a VIP style lounge where cyclists could change and get a coffee before starting work. A cycle to work day would also be a good thing. Electric bicycles for caring staff could be considered. 

Ailsa Campbell suggested a cycling club, a social network that could raise the profile of cycling for Council staff. Matthew Eastwood gave examples of “cycle breakfasts” held at other companies.  

Public Transport

There was discussion over the provision of a Highland Council bus timetable to the key sites used by staff. This was extended to include an individual timetable to accompany each of the site travel plans. Timetables should be accessible on the Intranet for staff and the website for visitors, both with links to journey planning sites such as “Traveline”. It was pointed out that “Traveline” was available on the website at the moment but it was agreed that it needs to be clearer for staff to know how to access it. 

Essential Transport User status was suggested or the introduction of a free universal public transport ticket. It was noted however that the introduction of another essential user status whilst ESCU status is potentially being phased out would be unacceptable. 

A meeting is scheduled with Stage Coach to discuss a salary sacrifice scheme for bus travel. It was suggested that the use of this for business travel should be explored. Ailsa agreed to send details of the meeting to Charlie.

Car Travel

Currently the Highland Council car business passenger mileage rate is 0.05p per mile while the Inland Revenue prescribed rate it 5p per mile. The current rate does not encourage car sharing and need to be improved. Where car sharing is available but staff choose not use it they would need to prove their exception from the scheme.

Car hire – The car hire scheme needs to be reviewed by the Finance Service to ensure cost effectiveness. Those authorizing car hire use should be made aware of how much the hire will cost. For example, would picking the car up the night before result in additional charges?

The Council should have a policy on the size of vehicle hired and try where possible to hire the most efficient engine sizes. However, safety and the transport of passengers must be taken into account. The same could be done for lease cars.  Cameron Kemp suggested that a pool car system would be a better replacement for short term car hire.

Matthew gave the example of Edinburgh City council linking to the Car Share Scheme and hiring out their Pool cars at the weekends and when not in use to generate income. It was felt car share schemes, which tend to be more popular in urban areas might not work in Highland as car ownership is high. There could be possibilities to hire to tourists in peak seasons. It was agreed to enquire with car hire firms to ascertain the level of usage required to make such a scheme worthwhile.

Private car use – This needs to be made as efficient as possible with “trip-chaining” – a process where staff organise meetings in clusters to reduce time spent travelling. Again lift sharing should be promoted.

Driver training could result in more efficient car use. The Energy Savings Trust has a 10 point plan for making car driving more efficient which could be circulated.

A lift sharing network could be introduced on the intranet and meetings at larger Council sites could circulate delegate lists with a suggestion to car share as a matter of course. 

Air travel

It was accepted that at times this may appear to be the most cost effective and save on staff time, but it is the most damaging form of transport to the environment and other methods of travel such as the sleeper train should be promoted as an alternative.

Staff awareness

New policy needs to be clear with no grey areas. There must be management buy-in and effective communication to staff for new policy implementation to be successful. Staff need to be made aware of the reasons why the policy has been put in place, highlighting the benefits to staff and Council. It was suggested that elements of the Plan could be selected each month to be promoted through team briefings. 

Monitoring

Effective monitoring needs to take place across the whole Council with clear baselines and targets. Quarterly Performance Reviews could be a good tool to use for reporting. Non-compliance needs to be identified and dealt with. Sheila Lunn asked if there were examples of how other Local Authorities carried out their monitoring.  

Mileage claims could be used as carbon calculators. It noted that there are existing targets in the carbon management plan. Expense forms may need to be updated so that the correct data can be gathered. Matthew suggests starting with the expense form as it exists and identifying the gaps in information gathered. 

It was agreed that a further internal meeting was required to discuss the development of monitoring mechanisms. Richard Guest added that we should be looking at transport use and not just mileage. Regular surveys may need to take place. 

What the framework does not cover.

Travel agents – the Highland Council needs to get best value for money and ensure travel agents use advanced booking systems. Times of departures can affect cost of tickets.

Finance highlighted that at present only Directors are permitted to travel first class.

Final Points

· There was agreement that the Council needs to incentivise alternative forms of transport to car use.

· The Council could bulk buy public transport tickets for commonly used routes.

· Timings of meetings could be looked at: a 9am or 4pm start could reduce miles as staff could attend directly from home. This could conflict with commitments to car share.

· There should be further discussions about a guaranteed car scheme so that those who car share can get home during the day in an emergency.

· Park and Stride schemes had not been discussed and may need to be looked at.

· Monitoring needs to be in place before the proposed staff travel plan is presented to senior management.

· Eden Court could be encouraged to produce a travel plan with funding from EST.

· Site specific maps with bus and walking/cycling routes clearly marked should be introduced as part of travel planning process.
� Source: � HYPERLINK "http://www.highland.gov.uk/" �http://www.highland.gov.uk/� on 04/09/07.


� Scotland’s National Transport Strategy: � HYPERLINK "http://www.scotland.gov.uk/Publications/2006/12/04104414/0" �http://www.scotland.gov.uk/Publications/2006/12/04104414/0� 


� Scotland’s Climate Change Declaration: http://www.sustainable-scotland.net/climatechange/ 


� See � HYPERLINK "http://www.hmrc.gov.uk/rates/travel.htm" �http://www.hmrc.gov.uk/rates/travel.htm� for further details.


� Especially when cumulative running costs and employee time are taken into account; see for example: � HYPERLINK "http://www.virgintrainsmediaroom.com/index.cfm?articleid=955" ��http://www.virgintrainsmediaroom.com/index.cfm?articleid=955�


� See: � HYPERLINK "http://www.dft.gov.uk/pgr/sustainable/travelplans/work/resourcepackemployers/section8financialissues" �http://www.dft.gov.uk/pgr/sustainable/travelplans/work/resourcepackemployers/section8financialissues� Section 8.2.


� See the Energy Saving Trust’s ‘Ten tips for safer, greener, stress-free driving’, � HYPERLINK "http://www.est.org.uk/transport" �www.est.org.uk/transport� and � HYPERLINK "http://www.dft.gov.uk/pgr/sustainable/travelplans/work/resourcepackemployers/section5identifyingmeasures" �http://www.dft.gov.uk/pgr/sustainable/travelplans/work/resourcepackemployers/section5identifyingmeasures� for further details.


� See � HYPERLINK "http://www.dft.gov.uk/pgr/sustainable/travelplans/work/" �http://www.dft.gov.uk/pgr/sustainable/travelplans/work/� for further details.







