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Contents

· Note carefully! – especially if you are not familiar with ‘Styles’ in Word…

· This contents list is created automatically by going to Insert/Index and Tables…

· Clicking in the margin of each heading will show you in the top left boxes what style you are using – Heading 1 for main headings and Heading 2 for sub-headings – ask your STA for any help or clarification of how this works.

Quality Assurance Checklist

· This checklist must be completed before the plan is submitted. All essential criteria are in bold on a pink background. Any plan submitted without all essential criteria included will be returned for completion. If there is a valid reason for not completing one section, then that reason must be given.
Small Grants Scheme Application Form

· This is an application form to the School Travel Adviser (STA) for funding for initiatives outlined in this School Travel Plan (STP).  
· This is addition to the DCSF Capital Grant which is paid separately through Children’s Services
The School Travel Plan Working Group

· This table provided an example “make up” but your group may have different numbers and members. You should amend the roles above as necessary to reflect your own group, e.g. your plan may e lead by pupils and as such they will make up the majority of the group.

· How often does/will the group meet? – For example, at the beginning of each term.
· Please provide dates/places and matters discussed. Monthly/termly/is it part of a larger group such as the Healthy Schools Group within the school?
· Has the school presented any assemblies, presentations, and displays regarding the STP project?

· What was said, when & by whom?

· If no promotion has been done so far, how & when do you plan to do it in the future?

Description of the location, size and type of school

· State the school’s full name

· State your full postal address

· Give suitable details such that people can contact you

· If you have or are creating a website, or there is information about the school on the web anywhere, give the address (URL) here – the STP should be published on the website with the School Travel Policy stated.
· DCSF ref no: if you don’t know this, you can find it out on http://www.edubase.gov.uk/EstablishmentFind.aspx
· Type of school

· Are you Infant, Junior, Primary of Secondary
· Are you State/LEA/Independent, Voluntary Aided or Special School

· Location of the school
 - give a short description of where the school is located including details of surrounding roads and the nature of the area e.g. residential, industrial, busy & quiet

· Pedestrian & school entrances - provide detail of all the entrances to your school. Are they all used? Where are they located? Are they for pedestrians only? Are they for vehicles only? Or are they shared use?

· Map showing schools location – include a map of various maps of the school – your STA can provide these 

Facilities

· The purpose of this is to find out what help there is for children and adults travelling to and from the school and what may be required in the future

· Include any further details that you think may be e.g. pupils sharing lockers, showers in existence but in poor quality etc 

Transport links

This section should detail the public transport links that are near your school

Where possible include maps

Buses

· What bus routes pass near your school? 

· Look at the timetables – do they link with school opening and closing times?

Trains/Tube/DLR

· Are there any train stations nearby? 

· How long does it take to walk to the station?

· Are there any tube stations nearby? 

· What tube line are they on? 

· How long does it take to walk to the station?

Roads

· What are the main road networks around your school?

· How accessible to your school are they? 

· Consider if the transport links actually serve the school population

· Do buses etc run from where people live to the school or are lots of changes needed?

Maps

· Include extra maps if they illustrate the transport issues better 

Timetables

· You can download timetables from websites, including www.tfl.gov.uk 

School times

· This will go toward showing the busy hours for travel outside the school. Provide other relevant details about out of school activities e.g.: attendance of pupils from other schools, use of schools during half term and holidays.

· Delete the rows that are not applicable to your school

Pupil & staff numbers

· Delete the rows that are not applicable to your school
Extended / community use of school site

· Give a brief description of ways in which the local community uses the school.

· Outline your programme of implementation to become an Extended School
· Which other schools are in your cluster?

· In what other ways are you working with other schools to share resources and facilities?
· What are you planning with regard to extended schools provision? 

· Consider the transport impact of this
Where students live and how they travel
· Where do students live/travel from? 
· Your STA can provide you with maps of where students live (by postcode) and the Mode of Travel they use to travel to school. 
· If you have not supplied last January’s PLASC Mode of Travel information, you will need to give your STA a spreadsheet of how each student travels and what their postcode is.

· Student Mode of Travel and Homes maps are produced every Spring from the January PLASC figures and emailed to all schools as soon as they are produced. 

Where staff live and how they travel
· Supply a list of postcodes against all current staff and how they travel to school so that your STA can provide you with maps of where staff live (by postcode) and the Mode of Travel they use to travel to school.

Ethos of the School

· Describe what your school ethos is.

· This section should also show the other policies that your school has which link to the STP.

· Are you a ‘Healthy School’?
· Are you an ‘Eco-School’ or involved in the Mayor’s Environment Award?

· Do you have a School Trip Policy?

· Does your Health and Safety Policy refer to transport issues on the school site?

· Are there are links to your school vision (e.g. a commitment to the safety of pupils, promotion of independence, commitment to health and well being of staff and pupils, commitment to the environment etc)?
What the school is doing already

This section should include details of any school travel related activities that your school already carries out
This would effectively have been your Action Plan for the last twelve months if you had written a Travel Plan last year
Please describe what the school has done, not what you plan to do – that comes later in Objectives, Targets and your Action Plan
Environment
· Garden projects
· Recycling 

· Water conservation

· Power conservation and generation
Health
· Walk on Wednesday

· Walk to School Weeks

· Healthy School

· Fitness schemes 
· Healthy eating
· Workshops
· Fruit and water
Training and Travel Safety

· Junior Road Safety Officers

· Year 1 and 2 KerbCraft 
· Road Safety Training and/or Education

· TfL Safety & Citizenship presentations

· Junior Citizens

· Theatre

· DVDS and videos

· School Crossing Patrol

· Safer Routes to School street engineering works (humps and bumps, signage, etc)
Cycling

· Bike to School Week

· Staff

· Pupils

· Secure cycle storage

· Showers

· Cycle Policy

Lateness

· Walking Bus

· Alarm clocks

· Rewards

School trips

· Sustainable transport used

· Students plan journey with teacher

· School trip policy

· Reflective badges, strips, rucksacks or other means of visibility
Assemblies

· STP project development, benefits and engagement

· Health, Safety, Environment, Access & Opportunity
· Public Transport issues
Related policies

· Admission policy 
· Prospectus

· Induction process / welcome sheet

· Home-school Agreements or Ground/Golden rules
Promotion
· Discouraging car use
· Create, promote and provide information to staff/new recruits/agency staff/visitors on how to get to you school by public transport
· School Travel Notice Board

· Newsletters

· 1-2-1 at start and finish of school at gates
Outside speakers
· Public Transport – Road, Rail, Waterway/River

· Council
· Police

· Local residents or businesses
· Road Safety organisations
Campaigns

· Parking rules 
· Parking enforcement – pupils, parents, Council or local community and regular police
Curriculum

· Embedding aspects of the STP into the curriculum

· Lessons with a transport or travel theme
The School Travel Policy
· This will be your published official school travel policy. It will state things like your commitment to sustainable travel to help the environment, active travel to improve health amongst children and adults and help combat obesity, and actively discourage car use on the school run. You may add that you will help any parent or pupil or member of staff who would like to improve their travel habits.

Baseline Mode of Travel Survey
Pupils

The baseline mode of travel survey is NOT CONSULTATION
· Survey how all pupils 'usually travel to school’ and ‘prefer to travel to school'. Report data as numbers, as well as percentages (so that year on year comparisons can be made). Data from the School Census should be used for the baseline on how pupils usually travel to school, where available. If pupil numbers are high (e.g. a secondary school with over 1000 pupils) and it is not feasible to survey all pupils, a representative sample should then be surveyed.

· A whole school mode of travel hands up survey should be done near the beginning of every term. It must be done at least once a year
· To make it meaningful it should be the whole school – if pupils are away they can still answer the questions upon their return.

· Write in the total number of pupils in your school, how many you surveyed (under normal circumstances these should be the same) and how many of those surveyed actually responded (again, with a simple hands up survey all these figures should be the same)

· Add the date the survey was completed

· For nursery and very young children, you can ask the parents instead – for example at the school gate, over the period of a week or so until you have gathered all the information

· Do this survey on a normal travel day – NOT on a Walk on Wednesday or Walk to School Week day!

· Explain to your students that this is a survey about how they usually travel to school and how they’d like to travel to school, and read out the list of travel options on the survey form in the order given.

· Select the mode that covers the most distance.

· Students should only raise their hand once. The question to ask is ‘How do you usually travel to school?’ (But ask ‘How did you come to school today?’ if it will be less confusing for younger children.) 
· Car Sharing is where people from more than one household travel in the same car for the school journey; Park and Stride is where the school designates a safe parking area away from the school to reduce congestion around the school entrance and in order for children to get some exercise before starting school – currently no school does this in Tower Hamlets. 

· Enter the totals in the boxes provided.

· Then ask your students to think about how they would PREFER to travel to school, going through the same process as in (2) and (3) above. ALL RESPONDENTS MUST ANSWER BOTH QUESTIONS even if the answer to both is the same.

· The Admin section or School Travel Plan Co-Ordinator should collate the Class Travel Surveys and complete the School Travel Survey Results form.

· Anyone using a method of transport not mentioned in the first eight should be listed under Other and the actual method written in the box below.

· Make sure that the number of responses equals the number of children in the class. State how many children are on roll in the class.

· When complete, pass the results onto the STA immediately.
· Keep the original class forms yourself if you need to – do not pass them to your STA.

· If you want to ask how many children own a bicycle, do so.
Analysis
· Add charts to compare USUALLY and PREFER TO travel questions, or any other data you wish to display which you think relevant

· Draw conclusions from the data – e.g. is car usage high (over 10%)?
Staff

The baseline mode of travel survey is NOT CONSULTATION
· A whole school staff mode of travel hands up survey should be done near the beginning of every term.
· Write in the total number of staff in your school, how many you surveyed (under normal circumstances these should be the same) and how many of those surveyed actually responded (again, with a simple hands up survey all these figures should be the same)

· Add the date the survey was completed

· Survey all staff working for the school (including teachers, non-teachers, catering, part-time, maintenance etc.)

· Try to announce the day of the survey in advance so that staff are expecting to do this. It does not have to be the same day as the students’ survey.

· Anyone using a method of transport not mentioned in the first eight should be listed under Other and the actual method written in the box as requested (e.g. Other: please state Motorbike).

· On the Results return form please write in the total number of staff employed at the school (this should equal the number of individual surveys handed out)

· This is a survey about how staff USUALLY travel to school AND how they’d PREFER to travel to school.

· If there is more than one method of transport used to travel to school, select the one that covers the most distance.

· If two methods of travel are used much the same amount, tick the mode towards the top of the list. 

· To make it meaningful it should be all staff – if a member of staff is away they can still answer the questions upon their return.

· The Admin section or School Travel Plan Co-Ordinator should collate the Class Travel Surveys and complete the School Travel Survey Results form.

· Keep the original class forms yourself if you need to – do not pass them to your STA.

· If you want to ask how many staff own a bicycle, do so.
Analysis
· Add charts to compare USUALLY and PREFER TO travel questions, or any other data you wish to display which you think relevant

· Draw conclusions from the data – e.g. is car usage high (over 10%)?
Evidence of consultation
The purpose of consultation is to:

· Tell all members of the school community that you are creating a STP
· Tell them what it is for, its aims and objectives

· Engage the whole school community to tell you their perceptions, experiences, comments, issues and problems that they have relating to school travel

The school community comprises

· Pupils/students

· Parents/guardians

· All members of staff

· Governors

All of these groups must be consulted

The school community also comprises

· Local residents affected by travel to and from your school, or who affect travel to and from your school

· Local businesses affected by travel to and from your school, or who affect travel to and from your school

It may also comprise

· Bus companies

· Police

· Community Police

· Safer Neighbourhoods Team
You may wish to consult with these groups where it will be useful and relevant

You must state
· How

· When

· How many

people were consulted and
· How many responded

· What issues were raised
You can consult through
· Meetings

· Discussions

· Questionnaires

· Letters

· Leaflet drops

· Public notices

· Newsletters

· Coffee mornings

Examples are provided below of possible survey and consultation methods – You do not have to use all these methods, they are included to guide you only. You do not have to use this table format but information should be presented in a clear way

Essential Consultation
	Method
	Date 
	Number involved
	Outcomes/results

	Pupils

	Student Council Meeting
	14 October 2007
	10 pupils – 2 representatives from each year
	Issues raised include:

X, Y, Z

Actions agreed include: A, B, C

	Paper Questionnaire
	15 October 2007
	240 - one form group per year
	Results presented under following results section

	Parents

	Student Council Meeting
	14 October 2007
	10 pupils – 2 representatives from each year
	Issues raised include:

X, Y, Z

Actions agreed include: A, B, C

	Paper Questionnaire
	15 October 2007
	240 - one form group per year
	Results presented under following results section

	Staff 

	Staff  Meeting
	14 October 2007
	70
	STP was discussed and staff raised the following issues with regard to their journeys:

A, B, C

	Paper Questionnaire
	15 October 2007
	100
	Results presented under following results section

	Governors

	Governors Meeting 
	24 October 2007
	10
	Mrs X wants to help with the plan and run some of the schemes.


Optional Consultation

	Method
	Date 
	How were they involved?
	What did they say?

	Local Residents

	Paper Questionnaire
	15 October 2007
	50
	Results presented under following results section

	Local Businesses

	Leaflets
	17 October 2007
	Told about plan. Asked for their comments.
	They would put up posters for events, and consider putting up notices about parking near the school.

	Transport Company

	Stagecoach
	11 October 2007
	Told them about plan and problems with the 323 bus.
	Willing to meet with staff, parents and pupils.

	Police

	Safer Neighbourhoods Team
	30 November 2007
	Will co-operate to help on all aspects of safety and crime.
	Will come to Travel Group meetings


Environmental Visual Audit (School Walkabout) 
Call your STA to book a time for an engineer to visit and meet with the School Travel Group to do a School Walkabout of the area around your school to comment on what problems and issues you have. Say here what happened on the day of your School Walkabout. Say when it took place and who was involved. State the issues raised and possible solutions.
· Add date of visit

· Add annotated map if possible

The STP is created to encourage more people to use active travel, and as such, many street changes that stem from this STP will be designed to make it easier and more pleasant for people to walk or cycle to school rather than solely for reasons of safety. The money funded through the STP is to encourage more active travel – accident prevention is funded through Road Safety budgets. If there have been no accidents outside the school, then the safety of the area cannot be measured by accident statistics. However, where there are measurable safety concerns, these will always be met outside the STP initiative through Road Safety schemes.
When you are ready, your STA will book a member of staff from the council’s Transportation and Highways section, usually someone from Road Safety, or an engineer, to meet with the STP Working Group and the School Council to do a School Walkabout of the area around the school. This is your chance to say where children, parents and staff might feel unsafe or what they don’t like, and what problems they encounter using the streets around the school. As you will be doing it during the day, think about the same area on dark nights or in wind, rain, snow, ice or the blazing sun. It is much better to state what problems you are having as precisely as possible, rather than just suggest a solution – 
e.g. parents have difficultly crossing the road by the post box because of fast traffic coming round the corner, especially in the afternoons when we’re going home; and there are often cars parked illegally in the way which makes it difficult to see traffic. 
or: the street lighting is so poor on Avenue Street that no one uses the north side of the road, even though the footpaths are much wider than the south side of the road. 
You may like to discuss possible solutions with the Road Safety officer or engineer when you meet, but the more that we know exactly what the problems are, the better the chance of us being able to provide a suitable solution.
Often the change required is behavioural and not an engineering solution – for example, if parents find it dangerous to cross by the post box, it might be much simpler to persuade them to cross by the telephone box instead where no cars park and there is clear visibility… and a built out crossing point already built there! Not only could this be implemented immediately, you would also save around £120,000 which would have been spent on engineering work, which then becomes available to all schools for their Action Plan schemes.

Although some small changes can be made fairly quickly, such as new road signage, major works like new crossings can take up to three years to implement – and only then if there is sufficient money to fund the work. Where there are measurable safety concerns, these would be prioritised outside the STP initiative through Road Safety schemes.

Identification of travel/transport problems

· From your consultation list what problems and issues you have identified

· Say how they were identified.

· Say what possible solutions there could be

· Suggest people and organisations that could help

Objectives and Targets
This section must include clear statements of intent and be clearly linked to the problems and issues that have been identified

Examples of objectives are provided below:

Reduce the number of car trips made to the school at the beginning and end of the school day.

Encourage more walking and /or cycling to school

Encourage more use of public transport 

Improve the health of the school community by promoting walking

Create or improve opportunities for pupils to become independent travellers

Improve safety on the school journey for those walking and cycling

Examples of targets are provided below where X and Y are numbers and Z a date

· To increase the number of pupils walking to school from X to Y by Z date 

· To increase the number of staff cycling to work from X to Y by X date

· To have X percentage/number of pupils receiving road safety education at least once/twice a year 

· To implement at least X highway improvement(s) by Z date 

· To have travel plan links built into X number of subjects/year groups curriculum maps/plans by Z date 

· To have established X number of walking buses by Z date 

· To install X number of cycle parking spaces by Z date

· To have at least X number of people cycling to school by Z date

· To provide cyclist training for X number of pupils in Years X to Y by Z date

You can, and should, of course come up with your own objectives which link to the needs and priorities of your school.
· Targets must be SMART –

Specific Measurable Achievable Realistic Timed
· A target is defined as “a specific point which we want to reach by a stated time”

· This section must include clearly identified targets which are linked to the problems and issues that have been identified, are linked to the objectives and which are SMART
· Targets MUST have an end date and must be able to be measured so that you can tell if you have met, not met or exceeded it.
· Targets should always contain something to do with car usage, walking and/or cycling. The Tower Hamlets targets are as follows for pupils:

· Car Usage – 5% or below

· Active Travel (Walking, cycling, scooter, etc) – 100% for pupils living within a 1km radius of the school

· Cycling – 15% for Primaries, 20% for Juniors, 70% for Secondaries

· Here are some examples:

	
	Current Position
	Target Position

	Objective
	Actual Position Now
	Date Now
	Target
	Target Date

	Reduce the number of car trips made to school at the beginning and end of the school day.
	20 trips
	30 Nov 2007
	15 trips
	28 Nov 2008

	Encourage more walking to school
	280 pupils
	30 Nov 2007
	320 pupils
	28 Nov 2008

	Encourage more cycling to school
	1 pupil
	30 Nov 2007
	15 pupils
	27 Jun 2008

	Encourage more cycling to school
	No staff
	30 Nov 2007
	2 staff
	27 Jun 2008

	Encourage more use of public transport 
	
	
	
	No target this year

	Improve the health of the school community by promoting walking
	35 days’ absence by pupils in last 6 months
	30 Nov 2007
	30 days’ absence by pupils in last 6 months
	28 Nov 2008

	Create or improve opportunities for pupils to become independent travellers
	1 SEN pupil travels independently
	30 Nov 2007
	2 SEN pupils travelling independently
	28 Nov 2008

	Improve safety on the school journey for those walking and cycling
	No crossing point outside school
	30 Nov 2007
	Zebra crossing outside school
	28 Nov 2008

	Ensure all pupils have road safety education
	No road safety education
	20 Nov 2007
	All school to have received road safety education
	27 Jun 2008


Action Plan
This section sets out what specific actions are going to be carried out. It must contain a yearly action plan which begins when the plan is finalised and approved. 

This may take the form of a table and MUST include:

· What exactly is going to be done
· Actions should link clearly to the objectives and targets of the plan. Actions should be specific and you should avoid vague terms such as “investigate” and “look into.”

· Who is going to make sure each action happens
· A named individual, group or job role must be provided and where an action has been identified for an external person such as the Council Road Safety Officer, a lead person must be identified in the school who will be responsible for contacting them and requesting assistance.

· General terms such as “School,” “LEA,” and “Council” must not be used to denote who is responsible for an action. In addition you should avoid listing the same individual for every action. 

· When each action is going to be completed or undertaken
· State a specific date where possible or alternatively the month/term and year when the action will be completed or undertaken. Unclear or open statements such as “ongoing” or “2007” must not be used. 

· Where funding is required for a specific action you may wish to include how much is required and where the school plans to source it from

· You may wish to identify any risks which could prevent actions taking place.

· Remember to include in your action plan those activities which normally occur each year as well as the new actions. For example, don’t forget to include cycle training and walk to school weeks.
· The action plan should run for a period of 12 months – e.g.

	This Action Plan covers the twelve month period ending: November 2008


· …unless it is being submitted late, in which case you should try to run it to a multiple of 12 months after the very first STP, but less than 12 months from the date of this review’s submission

	This Action Plan covers the eight month period ending: March 2008


· Remember: You must include who will be responsible for making sure each Action Plan scheme happens. Even if they are not the ones who will be physically carrying out the scheme, someone needs to be named. By giving the responsibility for each scheme to a different person, it spreads the load and ensures more people are engaged, and that the schemes are more likely to happen. Schemes within the action plan should also be allocated to different members of the working party.
· Remember: this is essentially a diary or calendar of events – therefore each scheme must have an action or completion date (or both). DO NOT USE the word ‘ongoing’, which is meaningless, and try to be as specific as possible – i.e. specify an actual date rather than a month. It doesn’t matter if it’s done early or late usually – but you will know whether you are carrying out schemes as planned.

· The following table is an example:
	Objective linked to 
	Steps /actions needed 
	Who is responsible?

(Must be named person or group)
	Action or completion  date

(Must be specific date/month NOT “ongoing”)
	Projected cost if known and source of funding

	Increase numbers cycling
	Cycle storage – Check if Planning permission is required
	STA
	January 2007
	No cost

	Increase numbers cycling
	Cycle storage – Get quotes for cycle storage 
	School Secretary
	March 2007
	No cost

	Increase numbers cycling
	Cycle storage – Install cycle storage
	Site manager
	March 2007
	£5000 – STG

	Increase numbers cycling
	Cycle storage – Promote storage to pupils and parents
	Working group
	April 2007
	No cost

	Increase numbers cycling
	Cycle storage – Hold launch/opening event
	Student Council
	May 2007
	£900 – STA

	Increase numbers cycling
	Cycle training – Contact the Council to organise training
	STC
	September 2007
	No cost

	Increase numbers cycling
	Cycle training – Deliver training 
	Ashraf Ali, LBTH
	May 2007
	Free – LBTH

	Improve standards of driving
	Quiz – Write a traffic quiz based upon being safe, legal, responsible and considerate with a prize for parents 
	PSHE Teacher
	February 2007
	£1000 for Highway Code for all parents and £100 prize(s) – STA; quiz printing done by STA


· The information in this table is just for illustration – use the format to identify the steps you will take in each of your action. 
· Remember there should always be school involvement and responsibility, even if it is just identifying who in the school will make the contact needed with outside agencies who are delivering the initiative. 
· For best sustainability of the STP, the School Travel Plan Co-ordinator should allocate each scheme to a different member of staff or School Council so that engagement and involvement is spread throughout the school.
Monitoring & reviewing

· State when pupil Mode of Travel hands up surveys will be done.

· State when staff Mode of Travel hands up surveys will be done.

· State when there will be a Progress Review of the STP, and the Action Plan reviewed and rewritten. This will be twelve months after the STP is completed, and again twelve months after that. These reviews should be able to be written within one day if an evidence portfolio is kept as no further consultation is required.

· State when the STP will be fully reviewed. This will be three years to the month after the STP is completed.

· State who will be responsible for ensuring both surveys and the annual progress review will be completed.

· State: “When reviewing the document we will include any issues arising from new developments in education and transport since the original STP was completed.”
· Include your STP in the School Development Plan.
· This is an example:

· Mode of Travel hands up surveys asking the question how pupils USUALLY travel and how they would PREFER TO travel to school will be done near the beginning of each Spring and Summer term.

· Mode of Travel hands up surveys asking the question how pupils USUALLY travel and how they would PREFER TO travel to school, but including pupil level data for the January PLASC will be done near the beginning of each Autumn term.

· Mode of Travel hands up surveys asking the question how staff USUALLY travel and how they would PREFER TO travel to school will be done near the beginning of each term.

· There will be a Progress Review of the STP, and the Action Plan will be reviewed and rewritten, in November 2008 and November 2009.

· The STP will be fully reviewed and rewritten in November 2010 with new consultation.

· The Headteacher will be responsible for ensuring both surveys and the annual progress review will be completed.

· When reviewing the document we will include any issues arising from new developments in education and transport since the original STP was completed.
· We will include our STP in the School Development Plan.

Sign off and formal approval

School signatures

· The STP will not be approved until both the Headteacher and the Chair of Governors have read it and have put their signatures on the sign off page.

· Please feel free to have as many signatories as you wish. If other people have been involved in the creation or the implementation of the plan at the school it may be appropriate to include them as signatories as well. 

· Where your plan identifies action points for groups or individuals outside of the schools or Council (e.g. Police officers, bus operators) then these individuals must be signatories.

· Delete or add signatory lines as required.

Council signatures

· Your STA at the Council will not sign off the STP and pass it to the DCSF via TfL for approval unless he or she considers it will be approved.

· The Head of Street Management will sign the document off to acknowledge the requests for any street engineering works.

· The Director of Children’s Services will sign the document off to acknowledge what your school is doing in terms of sustainability.
Electronic and hard copies of this document

· If you require a final electronic copy of this document including signatures, in Word and/or pdf format, please request it from your STA.

· If you require hard copies of this document they are available upon request. Again, please ask STA. The standard format is folded A3 to produce a stapled A4 booklet. A reduced size A5 booklet can also be produced. If you require larger quantities (e.g. 20 or more) these can be provided, but may require a longer lead-in time of several weeks or months.

· If you wish to supply copies of the plan to staff or parents in quantity, why not consider producing an ‘STP Lite’ covering the main points of the plan?

· If you have a school website, then publish the School Travel Policy and STP on it.
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