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Introduction to Workplace Travel Planning - An introductory self-study pack and one-day workshop.
11th February 2010- Swindon
Course Supervisors: 
Jeremy Prince and Claire Fleming

ACTTW Training Course - Introduction to Workplace Travel Planning.

Course Outline:

This course is intended to provide an introduction to the principles and practice of travel planning for Travel Plan Coordinators and Facility management that have been given responsibility for their Staff travel plan.

It is aimed at travel planners that are relatively new in their post, or would like to improve their skills and understanding.  ACTTW recommends the course to Travel Planners that have less than 2-Years experience of travel plans.

The course is prepared as a one-day interactive workshop where delegates will work as groups under the supervision of expert trainers.  There will also be supporting material provided in a training course pack, which delegates are encouraged to work on in advance of the workshop; we estimate up to 5-hours of study prior to workshop attendance.
ACTTW feel that it is extremely important that delegates have the opportunity to meet and work and learn from other travel planners who are in a similar situation to themselves, therefore the workshop sessions will provide practical group exercises to encourage the sharing of ideas and experience.
Who should attend?

Travel planners from both the public and private sectors at employers including businesses, universities, NHS trusts, and local authorities.

One-Day Study Programme

The Course:

The workshop is planned as four one-hour sessions, interspersed with breaks to permit informal discussion and networking between travel plan co-ordinators. This is viewed as important as travel plan co-ordinators can often feel isolated so the opportunity to share tips and experience is valuable.

Programme:

09.30 - 09.50 Registration
09.50 – 10.00 Welcome

Part 1 – Introduction to Travel Planning


10. 00 – 11.20am 

· What is a Travel Plan

· Group Exercise. 

Part 2 – Developing the Travel Plan – The groundwork

11. 40– 13.00

· Gaining senior level commitment

· Understanding Different Perspectives

· Introduction to Travel Surveys

· Group Exercises

Part 3 – Developing the Travel Plan – Choosing the elements

14.00– 15.20 

· Choosing the elements of a travel plan

· Group Exercise 


Part 4 – Marketing a travel plan and maintaining momentum

15.20 – 16.30 

· The aims and methods of marketing travel behaviour.

· Group exercise

· Maintaining travel plan momentum 

16.30 Close

Venue: Swindon Borough Council, Civic Offices
Euclid Street, Swindon, SN1 2JH.
Standard Fee




£295
ACTTW Member Fee



£195
All fees are plus VAT currently at 15.0%

To register please complete the attached registration form and send it to: 

ACT, 1 Vernon Mews, Vernon Street, London W14 0RL
Tel: 020 7348 1970
Fax: 020 7348 1989
Email: maria.whelan@ptrc-training.co.uk
Website: www.acttravelwise.org.uk

Booking Form 

Course Details

I wish to book on The Introduction to Workplace Travel Planning Training Course on 11th February 2010.

Delegate Details

Name: 




  
 Position: 






Organisation: 

Address: 



Tel: 



   
Email: 


Please state any special dietary/access or other requirements

Payment Details

I enclose a cheque / please invoice me (see next section)

ACTTW Members


     £195.00       [  ]

Non ACTTW Members


     £295.00       [  ]

Fee

     £ __________

VAT @ 15.0%
     £ __________

Total

     £ __________

Invoice Details

Your Purchase Order Number ____________________________________________

Please give details of the person to whom the invoice should be sent if different from above

Name: 




   Position: 






Organisation: 


Address: 



Tel: 



   Email: 


Please complete and email / fax / post to:

ACTTW, 1 Vernon Mews, Vernon Street, London W14 0RL

Email: maria.whelan@ptrc-training.co.uk   Tel: 020 7348 1970   Fax: 020 7348 1989

More details, including directions, are available on request



Join and receive the members’ discount of £100 per person on this training course!





Find out more about joining ACTTW and the services members enjoy on our website


www.acttravelwise.org








ACT TravelWise Training Course in association with Swindon Borough Council 





CANCELLATION: Any substitutions or changes in details of delegates must be in made in writing.  Cancellations received up to 14 days before the event will be subject to an admin fee of £50 +VAT.










