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School Travel Plan Annual Review Quality Assurance Checklist 2008

London Borough of Tower Hamlets
	Name of School
	

	Date this plan submitted / Start of action plan
	

	Next plan will be a review/rewrite* due
	


*delete as applicable – review must be submitted 12 months after start of first plan/last review; rewrite must be submitted 3 years after start of first plan

Put a ‘Y’ in each essential criterion tick box after completion; put a ‘Y’ or ‘N’ in each desirable criterion tick box to show whether that section has been completed
	Essential criteria in pink/BOLD
	

	School contact details
	

	DCSF number provided 
	

	
	

	Travel and transport issues
	

	Original problems identified – state whether they are still a problem
	

	Clear list of any new problems and how and when issues have been identified
	

	Current facilities
	

	
	

	Recent Mode of Travel Survey Results
	

	How do you usually travel (numbers) – all pupils
	

	How would prefer to travel (numbers) – all pupils 
	

	Month and year provided when pupils surveys done
	

	How do you usually travel (numbers) – all staff
	

	How would prefer to travel (numbers) – all staff 
	

	Month and year provided when staff surveys done
	

	Comparisons with previous surveys and analysis
	

	
	

	DCSF School Grant
	

	Report how DCSF grant was/will be spent
	

	
	


	Objectives and targets 
	

	List original objectives
	

	List original targets
	

	Review targets
	

	Clear new objectives have been set
	

	New targets have been identified and are SMART
	

	
	

	Action Plan
	

	Action plan is reviewed
	

	A new 12 month Action Plan is provided
	

	Each action linked to an objective 
	

	Every transport issue identified should have an action or a reason given why it is not taken forward
	

	Each action has a date 
	

	Each action has a named person or group responsible
	

	Where an action is not for the school a link person has been nominated 
	

	Action plan contains commitment to existing initiatives and not just new projects and initiatives
	

	Identification of risks to implementation 
	

	
	


	Monitoring 
	

	Date of next baseline Mode of Travel survey(s) (month/year)
	

	Date of annual review (month/year) submission
	

	Date of 3 year rewrite (month/year) submission
	

	Named person responsible for monitoring and review 
	

	Commitment to consider new needs of pupils
	

	Link to the School Improvement Plan
	

	List members of STP working group
	

	
	

	Signatures by school
	

	Headteacher
	

	Chair of Governors
	

	Pupil representatives 
	

	Other Stakeholders 
	

	
	

	After submission to Council
	

	
	

	Signatures by Council
	

	School Travel Adviser
	

	Head of Public Realm
	

	Director of Children’s Services
	


Contents page in template
· 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 School Travel Adviser (STA) for any help or clarification of how this works.
Small Grants Scheme Application Form

· This is an application form to the 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
School contact details (essential)
· Enter the name of your school as you wish it to be known and referred to

· The more contact details you give the more helpful it is

DSCF Number (essential)

· Please check that you have the latest DCSF number – if you have recently merged or split schools you may end up with a new and different number
Problems identified in the original School Travel Plan document (essential)
· Copy and paste these problems from your original plan or last review

· State whether each problem is still an issue or not

New problems/concerns that have arisen since the original plan was submitted (essential)
· Add here any new problems that have arisen or been identified since the last plan or review was written

· Say how this came up – did you notice it yourself, was it in response to a letter or email, was it from a questionnaire, has there been new building or street engineering works?

· If you have any ideas, write in possible solutions that you may have

Current Facilities

· Give figures for car and cycle parking spaces and shower and locker facilities.

· If the facilities are SHARED only complete the Total No. column. Otherwise enter the splits as appropriate.

· For example: 
· If you have a Sixth Form and allow students to drive, but visitors share spaces

· No motorcycle spaces

· 10 bicycle spaces shared between everyone

· Showers for staff, but students can share on a one by one case basis

· Staff have lockers for everyone but students have none

You might complete the table as follows:
	
	Students
	Staff
	Visitors
	Total No

	Car Spaces
	6
	24
	Share
	30

	Motorcycle Spaces
	0
	0
	0
	0

	Bicycle Spaces
	Share
	Share
	Share
	10

	Disabled Spaces
	0
	0
	0
	0

	Coach/HGV Spaces
	0
	0
	0
	0

	Shower Facilities
	Share
	2
	Share
	2

	Locker Facilities
	0
	120
	0
	120


Pupils’ recent mode of travel survey results (essential)
Pupils

· Ask both questions
· How do you USUALLY travel to school (essential)
and

· How would you PREFER TO travel to school (essential)
· Your survey should include every pupil, i.e. 100%, but in certain circumstances where this cannot be done, it still needs to include at least 90% of the school population.
· 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), and include the date (month and year of the survey.
· Include the results of the latest annual hands up mode split survey (preferably this term).
· Write in the response to each question as a number.
· Calculate the percentage based upon the number of responses.
· You might not have asked the additional questions listed here about owning a bicycle and car share – these are not mandatory.
Staff’s recent mode of travel survey results
· Ask both questions – How do you USUALLY travel to school, and How would your PREFER TO travel to school.

· Your survey should include 100% of staff who regularly travel to and from the school.
· 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), and include the date (month and year) of the survey.
· Include the results of the latest annual hands up mode split survey (preferably this term).
· Write in the response to each question as a number.
· Calculate the percentage based upon the number of responses

· You might not have asked the additional questions listed here about owning a bicycle and car share – these are not mandatory
Comparisons with previous surveys with analysis (essential)
· Compare the latest results with those of the last (and any previous years) surveys. Summarise any findings e.g. reduction in car use, increases in walking/cycling/public transport use.
· The companion document 016C STP Review Modal Shift Progress Chart.xls can produce your charts automatically and ready for copying and pasting.

· We suggest you use the table as shown, although you can show comparisons in any way you think best shows trends. You can select all three tables after entering your data and copy and paste directly into the Review template. After doing this, select the whole table and Autofit to Window, viz:
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· Show comparisons visually as charts for ease of reference. 
· We recommend producing three charts showing modal trends for (total) car usage, walking and cycling. You can change colours and styles should you wish, but for ease of reference the Tower Hamlets standard colours are red for cars, green for walking and yellow for cycling.
· To show car usage, walking and cycling trends in the most meaningful way, it is best to use the termly divisions as shown in the chart in the template, providing data bars only where a survey has been done. So that direct comparisons be made and for ease of reference, please retain the terms running for academic years 2003/2004 to 2008/2009.
· Provide details of response rates/numbers surveyed – have they improved where necessary?
· The tables and charts look like this and can be created very quickly using the supplied spreadsheet 016C STP Review Modal Shift Progress Chart.xls.
	Car Usage
	Percentage
	
	Walking
	Percentage
	
	Cycling
	Percentage

	Autumn 2003
	45.0%
	
	Autumn 2003
	42.0%
	
	Autumn 2003
	 

	Spring 2004
	 
	
	Spring 2004
	 
	
	Spring 2004
	 

	Summer 2004
	 
	
	Summer 2004
	45.0%
	
	Summer 2004
	 

	Autumn 2004
	 
	
	Autumn 2004
	45.0%
	
	Autumn 2004
	 

	Spring 2005
	42.0%
	
	Spring 2005
	45.0%
	
	Spring 2005
	 

	Summer 2005
	47.0%
	
	Summer 2005
	46.0%
	
	Summer 2005
	 

	Autumn 2005
	38.0%
	
	Autumn 2005
	45.0%
	
	Autumn 2005
	5.0%

	Spring 2006
	 
	
	Spring 2006
	48.0%
	
	Spring 2006
	6.0%

	Summer 2006
	 
	
	Summer 2006
	55.0%
	
	Summer 2006
	10.0%

	Autumn 2006
	41.0%
	
	Autumn 2006
	56.0%
	
	Autumn 2006
	8.0%

	Spring 2007
	38.0%
	
	Spring 2007
	58.0%
	
	Spring 2007
	9.0%

	Summer 2007
	35.0%
	
	Summer 2007
	59.0%
	
	Summer 2007
	12.0%

	Autumn 2007
	29.0%
	
	Autumn 2007
	68.0%
	
	Autumn 2007
	12.5%

	Spring 2008
	24.0%
	
	Spring 2008
	68.0%
	
	Spring 2008
	13.0%

	Summer 2008
	21.0%
	
	Summer 2008
	75.0%
	
	Summer 2008
	15.0%

	Autumn 2008
	 
	
	Autumn 2008
	 
	
	Autumn 2008
	 

	Spring 2009
	 
	
	Spring 2009
	 
	
	Spring 2009
	 

	Summer 2009
	 
	
	Summer 2009
	 
	
	Summer 2009
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Report how your DCSF School Travel Grant was/will be spent (desirable, but essential for additional funding)
· Your DCSF capital grant will have been paid in the Summer following the financial year in which your STP was approved. From 2007 onwards these grants are paid in stages – 50% in September, 25% in December and 25% in March. These grants are paid through exactly the same route as were/are all devolved Formula Capital Grants for your school.

· If you are a State Nursery, or State or Independent Infant, Junior or Primary school, you would have been granted £3750, plus £5 a pupil, as at or around the 18 January of the financial year in which you submitted your STP (for State schools this is the PLASC deadline).

· If you are a State or Independent Special or Secondary School, or a PRU, you would have been granted £5000, plus £5 a pupil, as at or around the 18 January of the financial year in which you submitted your STP (for State schools this is the PLASC deadline).

· If you cannot trace your School Travel Grant, contact Sharon Whiteman at Mulberry Place on 020 7364 4869 or email her at sharon.whiteman@towerhamlets.gov.uk.

· If you haven’t already reported where all of your DCSF School Travel Grant was spent in a previous annual review, state the amount of the grant and how much of it you have spent so far and what you have spent it on, and any extra funding used to complete a project if the total was more than the grant itself.

· Add a photo of the completed project(s).

List original objectives and targets (essential)
· Referring specifically to the objectives and targets of the original plan indicate what progress has been made and highlight what stage each objective and target is at in line with the key below:

	GREEN 
	Target met
	MET 

	AMBER
	Making steady progress towards target
	PROGRESSING

	RED
	No progress – target in danger of not being met
	NOT MET


Review targets (essential)

	
	Target 
	Progress 

	Objective
	Target
	Target Date
	(Highlight in colour as above)

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

	Encourage more walking to school
	320 pupils
	28 Nov 2007
	MET

	Encourage more cycling to school
	15 pupils
	27 Jun 2007
	PROGRESSING – 10 pupils and will increase as more pupils complete cycle training

	Encourage more cycling to school
	2 staff
	27 Jun 2007
	NOT MET – Change of staff means that staff live too close or too far to cycle, although 3 members of staff are considering getting a Brompton so they can speed up their journeys at both ends – as well as get some daily exercise!

	Encourage more use of public transport 
	
	No target this year
	N/A

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

	Create or improve opportunities for pupils to become independent travellers
	2 SEN pupils travelling independently
	28 Nov 2007
	MET

	Improve safety on the school journey for those walking and cycling
	Zebra crossing outside school
	28 Nov 2007
	PROGRESSING –Council says will be constructed by January 2008

	Ensure all pupils have road safety education
	All school to have received road safety education
	27 Jun 2007
	MET


Set new objectives and new SMART targets (essential)
· Where targets have NOT been met, check how realistic your original targets were, take into account any changing circumstances, and either repeat them or amend as appropriate.
· Where targets have been met, the revised plan should include new targets for the same objective, even if to remain the same.
· Introduce new targets if you have identified new problems.
· 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

· Where a target for mode share exceeds levels indicated in the preference survey, then the target could be considered unachievable and unrealistic and therefore not SMART. If the target is set above preference level a clear case needs to be made as to why.
· This is an example:
	
	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


Original Action Plan to be reviewed (essential)
· Show the progress of individual action plan schemes in written format through paragraphs or bullets, or alternatively you may wish to amend your Action Plan table to include an additional column. Where actions have not been carried out you MUST provide an explanation. For example:

	Objective linked to 
	Steps/actions needed 
	Who is responsible?
	Action or completion date
	Projected cost if known and source of funding
	Success

	Increase numbers cycling
	Cycle storage – Check if Planning permission is required
	STA
	January 2006
	No cost
	Met

	
	Cycle storage – Get quotes for cycle storage 
	School Secretary
	March 2006
	No cost
	Met

	
	Cycle storage – Install cycle storage
	Site manager
	March 2006
	£5000 – STG
	Met

	
	Cycle storage – Promote storage to pupils and parents
	Working group
	April 2006
	No cost
	Met

	
	Cycle storage – Hold launch/opening event
	Student Council
	May 2006
	£900 – STA
	Now Jan 2007

	
	Cycle training – Contact the Council to organise training
	STC
	September 2006
	No cost
	Met

	
	Cycle training – Deliver training 
	Ashraf Ali, LBTH
	May 2006
	Free – LBTH
	Not met due to staffing issues

	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 2006
	£1000 for Highway Code for all parents and £100 prize(s) – STA; quiz printing done by STA
	Now Dec 2006


· We recommend the use of photos as evidence of what has been achieved over the last year. It is always useful to see pictures as they break up the text and you can really show what your school is implementing.

New 12 month Action Plan is provided (essential)
· Your Annual Review MUST include a new action plan for the coming year. 

· In many cases the action may be the same as the previous year, but with new dates or people responsible. You may have new targets and initiatives that you want to include. 

· You must include actions to address any issues arising from new developments in education and transport since the original STP was completed.
· The action plan should run for a period of 12 months – e.g.

	This Action Plan covers the twelve month period ending: November 2009


· …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 2009


Each action is linked to an objective (essential)

· Actions linked to specific objectives and/or targets illustrating how these actions will achieve the associated target. It should be clear how measures are linked back to objectives, targets and or issues identified through consultation.
Every transport issue identified should have an action, or a reason given why it is not taken forward (essential)

· Any measure or action that has been identified within the body of the STP should be included within the action plan (or a reason given as to why it is not taken forward).
Each action has a date (essential)

· Clearly state month and year or a specific date when the action/ activity will be completed and/or undertaken. Each action must have a timetable associated with it.
· If an action is dependent upon another action or event, state how it is related to that event; e.g. “The same day that street works are seen to start”, “The day after the last Wednesday of the month”, “Within a week of a new member of staff arriving”, “At the parents’ induction interview”, etc.
· 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.
· If actions can be spread through the year then at the start of every half term you can report on what the results of last half term’s actions were, and announce what will be happening in the coming half term.
Each action has a named person or group responsible (essential)

· 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.

· Ideally every action should be delegated to a different member of staff, not just teachers, but all staff.

· Parents and governors can also be given responsibilities.

· Where the School Council is involved, involve a different member of staff to work with the staff member in charge of the School Council each time.
Where an action is not for the school a link person has been nominated (essential)

· Where the responsibility lies outside the school, for example engineering works, then make sure you know the name of the person who can make it happen.

· This will usually not be your STA, so find out who the contact will be.
	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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· The action plan should contain commitment to existing initiatives and not just to new projects and initiatives.
· It is helpful to identify risks to implementation.
Monitoring & reviewing (essentials in bold)
· State when pupil Mode of Travel hands up surveys will be done (essential).
· 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 will be 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 (essential).
· State when the STP will be fully reviewed. This will be three years to the month after the STP is completed (essential).
· State who will be responsible for ensuring both surveys and the annual progress review will be completed (essential).
· State: “When reviewing the document we will include any issues arising from new developments in education and transport since the original STP was completed” (essential).
· Include your STP in the School Development Plan.
· List members of the STP working group.

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 2009 and November 2010.

· The STP will be fully reviewed and rewritten in November 2011 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 (essential)
School signatures

· The Head Teacher and Chair of Governors MUST sign and date this review before it is submitted for approval. No STP or Review will be approved without authorised signatures. Keep the governors appraised of what is happening so that the STP or the Review does not appear out of the blue. The Chair should be expecting to sign the document and have seen a draft before she or he signs it off.

· If the School Council or any other member of the school community has been involved in the creation of the document or they need to participate in any of the Action Plan schemes, they should also sign the document. Add signatories as necessary.

· When the Review has been completed, email a copy to john.rymell@towerhamlets.gov.uk.
· Scan the signatures page and email it to john.rymell@towerhamlets.gov.uk. If this is not possible, then please fax the page to 0870 831 3642.

Complete the Quality Assurance Checklist at the front of the document before submitting it to the Council (essential)

· You are responsible for checking everything has been done down to the school signatures. Your STA will take over after this.

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. 
· If you wish to supply copies of the plan or review to staff or parents in quantity, why not consider producing an ‘STP Review Lite’ covering the main points of the review?
· If you have a school website, then publish the School Travel Policy and STP and its Reviews on it.
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