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Resource 5 – Workplace policy assessment
	Overview
	
	
	
	
	
	
	
	

	Purpose
	This document is intended for travel plan coordinators to assess the organisation’s policies and practises affecting staff travel behaviour.

	
	
	
	
	
	
	
	
	

	
	Please read:
This form has been designed to guide you through a policy assessment. You can use the form as it is, or modify it as you see fit to best meet your organisation’s needs.
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	Assessment details

	Name and date
	Name of organisation:

Name of person(s) carrying out the assessment:

Date of assessment:




	Vehicle and parking

	Use of vehicles for business
	1. Are vehicles considered essential to the running of the business?

Yes  (
No  (
2. Is driver training offered to staff who drive for work purposes?

Yes  (
No  (
3. Does your organisation have a policy on carpooling for business travel?

Yes  (
If yes, please explain:

No   (

	Fleet cars
	4. How many fleet cars are provided for use by staff?

5. What kind of vehicles are they? (eg size of car, fuel type)
6. Who can use these fleet cars?

7. Is there an oversupply/underutilisation of fleet cars?

Yes  (
If yes, please explain:

No   (

	Company cars
	8. How many staff have a company car?

9. What kind of vehicles are they? (eg size of car, fuel type)
10. For what reason are company cars issued to staff?

For work purposes
Yes  (
No  (
As a salary perk

Yes  (
No  (
According to grade
Yes  (
No  (
Other reasons (describe)
Yes  (
No  (
11. Is there a cash alternative available if a member of staff chooses a smaller engine car or bicycle?

Yes  (
No  (

	Car parking
	12. How are car parking spaces allocated?

On a first come, first served basis?



Yes (
No (
Needs-based?





Yes (
No (
As part of salary packages?



Yes (
No (
According to grade?




Yes (
No (
Staff are allocated certain days on which they are allowed to park etc.? 
Yes (
No (
Priority for carpools/ride sharers?



Yes (
No (

	Refund of mileage
	13. What is the existing mileage allowance for the use of private vehicles when used for work purposes (ie not commuting)?
Car

cents per km

Motorcycle
cents per km

Bicycle

cents per km

14. Are expenses for public transport trips for work purposes refunded?

Yes  (
No  (


	Business travel

	Preferred mode of travel
	1. Does your organisation have a policy outlining the preferred mode of transport for business travel*?

Yes  (
If yes, please explain:

No   (
*eg walking for local travel, carpooling to meetings further away etc.

	Teleconferencing
	2. Does your organisation have a policy on the use of telephone, video and web conferencing?

Yes  (
If yes, please explain:

No   (
3. Are training sessions offered to staff?
Yes  (
No  (
4. Is technical support available in case of problems?

Yes  (
No  (

	Air travel
	5. What are the conditions for the approval of domestic business travel?

6. What are the conditions for the approval of international business travel?

7. Is there a central contact for booking tickets for air travel?

Yes  (
If yes, which type of staff:

No   (
8. Does your organisation have a policy on the preferred mode of transport for travel to/from the airport?

Yes  (
If yes, please explain:

No   (
9. Does your organisation have a policy on the use of airpoints acquired by business travel?

Yes  (
If yes, please explain:

No   (

	Taxis and rental cars
	10. Does your organisation have a policy on the use of taxis?

Yes  (
If yes, please explain:

No   (
11. Does your organisation have a policy on making available taxi chits and taxi cards?

Yes  (
If yes, please explain:

No   (
12. Does your organisation have a policy on rental car travel?

Yes  (
If yes, please explain:

No   (

	Meeting spend
	13. Does your organisation have a total meeting spend policy?

Yes  (
If yes, what is the policy:

No   (
If no, is the total meeting spend taken into account, including the time spent travelling, venue hire, catering, accommodation, non-productive staff time:


	Other areas

	Recruitment and relocation
	1. What are staff told when they join regarding travel to work and for business?

2. Does your organisation have a relocation policy for new employees?

Yes  (
If yes, please explain:

No   (

	Working arrangements
	3. Does your organisation currently permit:

Flexitime


Yes  (
No  (
Compressed working week

Yes  (
No  (
Working from home

Yes  (
No  (
4. If working from home is permitted, how is this supported (eg laptops available, phone lines installed)?



	Dress code
	5. Does your organisation have a dress code policy?

Yes  (
If yes, what is the dress code:

No   (
If no, what is common practice regarding dressing for work:

	Communication
	6. How does your organisation communicate with employees? Tick all that apply
Email


Regularly  (
Sometimes  (
No  (
Intranet


Regularly  (
Sometimes  (
No  (
Staff newsletter

Regularly  (
Sometimes  (
No  (
Posters & flyers

Regularly  (
Sometimes  (
No  (
Meetings in person 
Regularly  (
Sometimes  (
No  (
Other (please describe)
Regularly  (
Sometimes  (
No  (
7. Are there any guidelines to be followed by staff with regard to the use of these?

Yes  (
If yes, please explain:

No   (

	Encouraging active and shared modes
	8. Does your organisation currently offer:
Interest free loans to purchase equipment (eg bicycle) or public transport tickets? 
   Yes  (
No  (
Allowance for purchasing walking/cycling clothing and equipment (eg running shoes)?  Yes  (
No  (
Subsidised public transport tickets? 




   Yes  (
No  (
Guaranteed ride home for staff who walk, cycle, use public transport or carpool? 
   Yes  (
No  (
A carpool club






   Yes  (
No  (
A bicycle user group





   Yes  (
No  (


	Future policy changes

	Forecast changes
	1. Are there any imminent changes to your organisation’s policy that may affect your organisation’s travel demand/ use of different transport modes?

Yes  (
No  (
2. If yes, what are these changes and when will they be implemented?



	Potential for cost savings
	3. Could cost savings be made by changing your organisation’s policy on:

company cars?



Yes  (
No  (
fleet cars?




Yes  (
No  (
car parking/use of car parking area?

Yes  (
No  (
taxi use?




Yes  (
No  (
rental car use?



Yes  (
No  (
refund of mileage?



Yes  (
No  (
domestic air travel?


Yes  (
No  (
international air travel?


Yes  (
No  (
use of communications technologies?

Yes  (
No  (



