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Resource 4 – Workplace site assessment
	Overview

	Purpose
	This document is intended for travel plan coordinators to assess:

· the current accessibility of the workplace site

· access related facilities provided at this site.
	
	

	
	
	
	
	
	
	
	
	

	
	Please read:

This form has been designed to guide you through a site 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 the organisation:
Name of person(s) carrying out the assessment:
Date of assessment:




	General site background

	Site background
	1. What is the site address?

2. Where is the main entrance? Mark the location on a site plan
3. Where are the other entrances? Mark the location(s) on a site plan
4. How many staff work at this site?

Full time:
Part time:

Contracted:

5. Do any of your staff work shift hours?

Yes  (
If yes, what percentage:  %
No   (
6. What are the typical work hours for your site?
Office hours:
Shift working:

Times for deliveries:

7. Do you share the site with other organisations?

Yes (
If yes, how many:                How many staff approx.: 
No  (
8. Does your site provide counter services?

Yes  (
If yes, how many people visit your site per day: 
No   (
9. What is the terrain around the site like? Note: terrain is relevant to cyclists and pedestrians
Flat  (
Hilly  (
Inbetween  (


	Pedestrian access

	Access
	1. Please list the main pedestrian routes to/from your site:

2. Are the pedestrian routes around your site:

well designed?* 
Yes  (
Some  (
No  (
in good repair?**
Yes  (
Some  (
No  (
well-lit?                             Yes  (
Some  (
No  (
*eg widths of paths, dropped curbs, tactile paving

**eg no over-hanging foliage, even surface

3. Are the pedestrian routes to/from the local bus stop/railway station:

direct?
                           Yes  (
Some  (
No  (
well designed?* 
Yes  (
Some  (
No  (
in good repair?**
Yes  (
Some  (
No  (
well-lit?
                           Yes  (
Some  (
No  (
*eg widths of paths, dropped curbs, tactile paving

**eg no over-hanging foliage, even surface

4. Are the pedestrian routes to/from other important destinations*:
direct?
                           Yes  (
Some  (
No  (
well designed?* 
Yes  (
Some  (
No  (
in good repair?**
Yes  (
Some  (
No  (
well-lit?
                           Yes  (
Some  (
No  (
*eg council, consultants, shops
5. Does the area around your site feel safe during the:
day?

Yes  (
No  (
evening?
Yes  (
No  (

	Common destinations
	6. What common destinations for work purposes* are within a fifteen-minute walk from the site? Please fill in destinations and tick the approximate walking time
Destination…
  5 min walk  (        10 min walk  (      15 min walk  (
Destination…
  5 min walk  (        10 min walk  (      15 min walk  (
Destination…
  5 min walk  (        10 min walk  (      15 min walk  (
*eg local council, specialist stores

7. Are any of the following retail and service facilities within a 10-minute walk of your site? Please tick what applies
Bank/ ATM

5 min walk  (        10 min walk  (
Café/Restaurant
5 min walk  (        10 min walk  (
Dry cleaner

5 min walk  (        10 min walk  (
Post office 

5 min walk  (        10 min walk  (
Pharmacy

5 min walk  (        10 min walk  (
Dairy/supermarket
5 min walk  (        10 min walk  (
Crèche/childcare
5 min walk  (        10 min walk  (


Library


5 min walk  (        10 min walk  (


Gym


5 min walk  (        10 min walk  (

	Comments
	8. Please provide any comments or details about pedestrian access you might have:

Question number:

Comment:


	Cycle access and parking

	Access
	1. Please list the main cycle routes to/from the site:

2. Are there any dedicated cycle lanes, paths or shared paths to/from the site?

Yes  (
No  (
3. Are roads, cycle lanes and paths or shared paths serving your site conducive to cycling? Consider:

Are they well designed*?


Yes  (
Some  (
No  (
Are they in good repair**?


Yes  (
Some  (
No  (
Are they free of glass and other debris?
Yes  (
Some  (
No  (
Are they busy?



Yes  (
Some  (
No  (
Are there any busy intersections to cross?
Yes  (
Some  (
No  (
Are there any busy roundabouts to negotiate?
Yes (
Some (
No  (
*eg width of paths/lanes, grates, sight lines

**eg no overhanging foliage, even surface

4. Are the cycle routes to/from the local bus/railway station conducive to cycling? Consider:
Are they well designed*?


Yes  (
Some  (
No  (


Are they in good repair**?


Yes  (
Some  (
No  (
Are they free of glass and other debris?
Yes  (
Some  (
No  (
Are they busy?



Yes  (
Some  (
No  (
Are there any busy intersections to cross?
Yes (
Some (
No  (
Are there any busy roundabouts to negotiate?
Yes (
Some (
No  (


	Parking
	5. Is on-site cycle parking provided? Mark the location(s) on a site plan:
Yes
(
If yes, how many?



Where?




Covered?

Yes (
No (


Secure from theft?
Yes (
No (


Well lit? 

Yes (
No (


Type of parking*? 




*eg hanging, wheel holding, leaning

No
(
6. Is visitor cycle parking available?

Yes
(
If yes, how many?



Where?




Covered?

Yes (
No (


Well lit? 

Yes (
No (
No
(
7. Is public cycle parking available nearby?
Yes
(
If yes, how many?



Where?




Covered?

Yes (
No (


Well lit? 

Yes (
No (
No
(


	Comments
	8. Please provide any comments or details about cycling access and parking you might have:

Question number:

Comment:


	Public transport access

	Access
	Note: it is useful to mark the location of bus stops, ferry terminals, cable car stops and railway stations on a site plan

	
	1. What public transport options are available to travel to/from your site? Please tick what’s available
Bus

(
Rail

(
Ferry

(
Cable car
(
2. How long does it take to walk from the site to the nearest:

Bus stop


minutes

Railway station

minutes

Ferry terminal

minutes
Cable car stop

minutes
3. Are the local bus stops:

Covered?


Yes  (
Some  (
No  (
Safe?



Yes  (
Some  (
No  (
With timetable information? 
Yes  (
Some  (
No  (
With seating?


Yes  (
Some  (
No  (
Well lit?



Yes  (
Some  (
No  (
Free of rubbish and graffiti?
Yes  (
Some  (
No  (
4. What are the operating hours of public transport services that are accessible from your site, and what’s the frequency*?

Earliest service
During peak hours

Off-peak

Last service
Bus

Rail

Ferry

Cable car

*eg every 20 minutes during peak hours, every hour off-peak
5. What areas of the city are served by public transport?

6. Are connections available between different services and areas?

Yes  (
No  (
7. What provisions are available for cyclists at bus/railway stations, and on buses/trains?


	Tickets and fares
	8. What is the cost of typical journeys*? 

*eg from the suburbs into town, within the town centre or CBD

9. Does your region have integrated ticketing for all its public transport services*?

Yes  (
No  (
*one ticket that can be used for all public transport services

10. What multi-use tickets are available for public transport? Please tick what’s available
Multiple trip tickets

Weekly pass
Monthly pass

Regions without integrated ticketing:
Bus

(
(
(
Train

(
(
(
Ferry

(
(
(
Cable car

(
(
(
Regions with integrated ticketing:
All modes & operators
(
(
(
11. Please attach fare information:
12. Please provide any comments or details about public transport access you might have:

Question number:

Comment:


	Airport transfer

	Access
	1. What transport options are available to travel to/from the airport? Please tick what’s available
Airport bus
  (
Shuttle service    (
Taxi

  (
2. If there is an airport bus:
Where is the stop nearest to your site?
How long does it take to walk there from your site?
What are the operating hours of the service?

earliest service:

latest service:

How frequent is the service during:
peak hours:

off-peak hours:

Where is the bus stop at the airport?

	Tickets and fares
	3. What is the cost and trip duration of a journey between your site and the airport?

Fare

Trip duration
Airport bus

$
minutes
Shuttle service
$
minutes
Taxi
$
minutes


	Comments
	4. Please provide any comments or details about airport transfer you might have:

Question number:
Comment:


	Motorcycle/scooter access and parking

	Parking
	1. Is on-site motorcycle/scooter parking provided?  Mark the location(s) on a site plan
Yes
(
If yes, how many?



Where?




Covered?

 Yes (
No (


Secure from theft?
 Yes (
No (


Well lit? 

 Yes (
No (
No
(
2. Is visitor motorcycle/scooter parking available?

Yes
(
If yes, how many?



Where?




Covered?

Yes (
No (


Well lit? 

Yes (
No (
No
(
3. Is public motorcycle/scooter parking available nearby?
Yes
(
If yes, how many?



Where?




Covered?

Yes (
No (


Well lit? 

Yes (
No (
No
(


	Comments
	4. Please provide any comments or details about motorcycle/scooter access you might have:

Question number:
Comment:


	Vehicle access and parking

	Parking
	1. Is staff parking provided by your organisation? Mark the location(s) on a site plan
Yes  (
If yes, where:

How many spaces for:

Disabled:

Management:


Pool cars:


Carpools/ride sharers:


Other:


Total:


No  (

2. Is there a charge for staff parking?
Yes  (
If yes, how much: NZD 
per 

No   (
3. Is visitor car parking available?


Yes   (
If yes, how many: 
Where: 

No    (
4. Is there a charge for visitor parking?

Yes  (
If yes, how much: NZD 
per 

No   (
5. Is public car parking available nearby?

Free, no time restrictions:  5 min walk  (        10 min walk  (      15 min walk  (
No  (
Free, time restrictions:
  5 min walk  (        10 min walk  (      15 min walk  (
No  (
Metered:

  5 min walk  (        10 min walk  (      15 min walk  (
No  (
Daily paid parking:
  5 min walk  (        10 min walk  (      15 min walk  (
No  (
Coupon parking:
  5 min walk  (        10 min walk  (      15 min walk  (
No  (

	Comments
	6. Please provide any comments or details about motorcycle/scooter access you might have:

Question number:
Comment:


	Transport and parking issues

	Congestion and car parking
	1. Are there any congestion problems on/around your site?

During peak hours
Yes  (
No  (
During lunch hours
Yes  (
No  (
2. Is there a car parking problem with demand close to/ exceeding supply?

Yes  (
No  (
3. If yes, does car parking overspill into surrounding residential/ non-residential areas?
Yes  (
No  (

	Operational issues
	4. Are there any specific operational issues which impact on movement around the site*?

Yes  (
No  (
*eg routes for deliveries

5. If yes, where and what is/are the problem/s?



	Safety issues between users of different travel modes
	6. Are there any safety issues between users of different travel modes on/ around the site? Please consider all modes of travel
Yes  (
No  (
7. If yes, where and what is/are the problem/s?



	Other issues
	8. Are there any other transport related issues on/ around the site?

Yes  (
No  (
9. If yes, where and what is/are the problem/s?



	Comments
	10. Please provide any comments or details about transport and parking issues you might have:

Question number:
Comment:


	Shower facilities

	Shower facilities
	1. Are showers provided on-site for staff?

Yes  (
If yes, how many:

Male:
Female:
Unisex: 


Where:

No   (
2. Are lockers provided on-site for staff?

Yes  (
If yes, how many:

Where:

No   (
3. Are drying facilities provided on-site for staff?

Yes  (
If yes, please describe: 
Where: 
No   (

	Comments
	4. Please provide any comments or details about shower, locker and drying facilities you might have:

Question number:
Comment:


	Teleconferencing facilities

	Telephone conferencing
	1. Does your site have telephone conferencing? 

Yes  (
If yes, do all staff have access to these facilities: 
Yes  (
No  (
No   (

	Video conferencing
	2. Does your site have video conferencing?
Yes  (
If yes, do all staff have access to these facilities: 
Yes  (
No  (
No   (

	Web conferencing
	3. Does your site have web conferencing? 

Yes  (
If yes, do all staff have access to these facilities: 
Yes  (
No  (
No   (

	Comments
	4. Please provide any comments or details about teleconferencing facilities you might have:

Question number:
Comment:


	Information

	Transport information
	1. What information* does your organisation provide to staff and visitors? Please tick all that apply
Information for staff
Information for visitors
Walking
(
(
Cycling
(
(
Public transport
(
(
Airport transfer
(
(
Motorcycles or scooters

(
(
Vehicles

(
(
Carpooling

(
Not applicable

Shower facilities

(
“

Telephone conferencing

(
“

Video conferencing

(
“

Web conferencing

(
“

*eg about routes, on-site facilities

	Details about transport information that is provided
	2. Please outline what information* is provided for any of the above, and attach a copy: 

*eg maps, suggested routes, information about onsite facilities such as showers, parking information, local carpooling schemes etc


	Future changes to access and facilities

	Forecast changes
	1. Are any changes* scheduled in the near future for areas around the site?

Yes  (
If yes, please describe:

No   (


*eg improvement to footpaths, creation of more cycle lanes, road widening
2. Are any changes to the public transport services forecast?

Yes  (
If yes, please describe:

No   (
3. Are any changes* at the site affecting transport forecast?

Yes  (
If yes, please describe:

No   (
*eg improvement of shower facilities, purchase of video conferencing equipment



