Version 

05.06.2023

PCC NAME
SUSTAINABLE TRAVEL POLICY

Document Overview

	Purpose
	The purpose of this policy is to provide guidance and information relating to the arrangements in place for employees and others to enable them to consider and balance, as far as is reasonably practicable, the financial, social and environmental impact of all work-related travel they undertake on behalf of the PCC. Work-related travel is regarded as sustainable when the financial, environmental and social impacts have all been considered and balanced.

	Confidentiality
	This document is not confidential.

	Document owner
	

	Status note
	

	Distribution
	All PCC Staff, volunteers, committee members and chairs

	Required action
	

	Proposed next step
	Living sustainably is not easy. It is recognised that meeting the commitment to Net Zero carbon emissions by 2030 across the church will be very difficult and challenging for us all. To achieve this will require us to think completely differently about the impact our lives and our work is having on the planet. The fifth mark of mission asks us all “To strive to safeguard the integrity of creation and sustain and renew the life of the earth.”
This policy is designed to help us incorporate this missional objective into our working/volunteering lives. It is asking us to consider the environment first, rather than it be an after-thought.

All policies are living documents that are regularly monitored and reviewed to ensure that they work well and support the objectives they seek to address. Where necessary, policies will be amended to respond to the learning acquired through their implementation. This policy, more than most, will need to be monitored and reviewed as it asks us all to think and act differently from how we might have been doing before in respect to our impact on the environment.
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1. Terms used in this Policy
In this document the following meanings are used:

PCC refers to PCC NAME.  

Employee refers to members of staff normally employed by the PCC.
Archdeacons refers to the Archdeacon Pastor and Archdeacon Missioner who are office-holders (not employees) who undertake work-related travel, which is paid for by the CDBF.
Volunteer refers to a non-employee undertaking a task on behalf of the PCC, for example Volunteers, Committee Chairs and members.
Work-related travel refers to travel that is undertaken by an employee to fulfil either operational duties (the requirements of their function) or non-operational needs (for example, travel to internal meetings and training). The cost of this activity is therefore paid for by the PCC rather than the individual.

Reimbursable volunteer travel refers to travel undertaken by volunteers in the course of PCC business, the cost of which may be reclaimed by the individual.  
Event refers to any occurrence which may require work-related travel.  This could include meetings, , training sessions, study days, conferences, etc.  It includes events that PCC employees are travelling to, and those that are being arranged by the PCC which may require others to travel.
Sustainable refers to necessary travel which takes into account financial, social and environmental considerations.  More detail of this is given in section 5 below.
2. Scope
This policy applies to all PCC employees.  It does not include travel to and from an employee’s regular place of work (ie. commuting). It applies to volunteers undertaking travel on behalf of the PCC, in as much as those operations are under the control of the PCC and the cost of it is reimbursed by the PCC.
3. CDBF Sustainable Travel Statement
The PCC recognises the environmental, financial and social impact of work-related travel.  It commits to reduce the need for unnecessary travel and seeks to minimise the resulting impact where travel is deemed to be necessary.  The CDBF commits to developing methodologies for measuring the environmental impact of work-related travel and to work towards reducing this.  This is in line with the target of achieving net zero carbon emissions by 2030, which was set for the whole Church of England by General Synod in February 2020.
4. Roles and Responsibilities

4.1 PCC TRUSTEES/BOARD 

· Will be responsible for establishing PCC NAME’s Sustainable Travel Policy

· Will ensure that the policy is understood and accepted by all employees and that individual responsibilities and functions are properly assigned.

· Will ensure that the policy is distributed to all who need to travel on PCC business.

· Will support, encourage and, where helpful to do so, incentivise all persons in carrying out the Policy.

· Will periodically monitor the PCC’s sustainable travel performance.
· Will set an example of high personal standards in work-related travel practice and discipline.

· Will keep under review the feasibility of further improvements / alternative options to increase the sustainability of PCC NAME’s work-related travel (see section 8).
· Will provide a system for the reclaiming of travel expenses (see appendix 2).  This will collect sufficient data to enable CO2 emissions to be calculated (using the UK Government GHG Conversion Factors for Company Reporting – updated annually on 1 June).
· Will work to provide IT solutions capable of supporting alternatives to travel wherever possible, such as video conferencing equipment/software.

· Will ensure that work-related travel is included within the PCC risk assessment and that appropriate steps are taken to minimise the health and safety risks associated with travel, recognising that driving for work is one of the highest risk activities for most PCC employees.

· Will ensure that HR policies reflect the impact of work-related travel on employees and recognise that flexible alternatives can be beneficial in providing good work-life balance and productivity.

· Will ensure that checks are undertaken and records kept of relevant employee driver and vehicle status (see 6.1).
4.4 Line Managers and Supervisors

· Will work proactively to ensure, as far is reasonably practicable having balanced the financial, social and environmental impact, that all work-related travel is justified prior to being arranged (see 5.1).

· Will ensure that employees are supported and encouraged to enable them to adhere to the sustainability principles when arranging travel and/or events to which others will need to travel (see 5.2).
· Will challenge expense claims where these principles have not been clearly followed.
4.5 Employees

· Will read and be aware of the requirements of this Policy and the associated Guidance (see appendix 1) and will take them into account when arranging work-related travel, or events that will require others to travel.

5. Arrangements for Work-Related Travel
5.1 Principles for travel
Before any work-related travel is planned proper consideration should be given as to whether the travel is necessary, having taken into account and balanced the financial, social and environmental impact of the work-related travel proposed against possible alternative arrangements.  Employees must consider the reasons for the travel, and whether the same objectives can be met without an in-person meeting.  This does not mean that travel is never permitted – it is recognised that we are an “incarnational people”, and that quality of relationship is a valid consideration to be taken into account.  However, this should always be balanced with other, equally valid considerations.

When arranging work-related travel, employees will need to take account of the following sustainability factors in order to establish if the proposed travel is necessary:
· Financial Sustainability – what are the costs of the travel, both direct (eg. train fare, fuel cost, parking charges) and indirect (time away from the office, subsistence, accommodation, etc)?
· Environmental Sustainability – what is the environmental impact of the travel and how can this be minimised?  Can remote solutions such as video-conferencing be successfully used instead?  Can employees/volunteers easily travel by public transport?  Can lift sharing be arranged?
· Social Sustainability – what impact will the proposed travel have on employees/volunteers/others?   Does it contribute to an effective work/life balance?  Does it consider any differences in journey times for different travel methods?  Does it fit in with other responsibilities employees may have (eg. caring responsibilities)?  Does it take account of different levels of accessibility for all meeting attendees (eg. physical limitations, difficulties accessing technology)?  What would be the impact of not meeting in person on the relationships involved?
It should be noted that there is no one ‘right’ answer for all situations.  What is important is that a thorough review is undertaken, to determine if the proposed travel can be justified.
These factors apply to all PCC operations, including where an individual is planning travel to a work event, and where an event is being planned by/for the PCC which will require others to travel to it (see 5.2).  This may include meetings, training sessions, site visits, etc.

The following sustainability principles apply to all work-related travel:

1. Only necessary travel is to be undertaken.  Travel is only deemed to be necessary if the objectives cannot be successfully met by any other means. 

2. Where travel is deemed to be necessary, seek to minimise the financial, environmental and social impact:

a. Public transport shall be the first choice, and shall be used wherever practical. It is recognised, however, that Coventry Diocese is a largely rural diocese many parts of which are poorly served, if at all, by public transport. It is understood that public transport for some will not be a feasible option.
b. Financial cost should be minimised as far as possible, taking into consideration the environmental impact of different travel options.

c. Use of private cars should be the last choice.  Employees should demonstrate that no alternative sustainable method is viable for the proposed journey.

d. Any air travel must be approved in advance by the Diocesan Secretary.  Travel would usually be at Economy class unless there are exceptional circumstances.
3. Maximise the value of the travel – can more than one meeting be arranged in the location/on the route?  Are there other colleagues who need to travel to the same place for other purposes, can this be planned at the same time?  Can lifts be shared?  Etc. The PCC will incentivise shared car journeys to encourage a step change towards sustainability.
5.2 Event Planning
Where events are planned by the PCC which will require others to travel, the impact of the travel (in particular the CO2 emissions which may be generated) should be considered before arrangements are finalised.  Events in this context refers to meetings, training, conferences, clergy study days, etc.

Event organisers should justify as part of the event planning process that the objectives of the event cannot be met by alternative methods such as video conferencing.

Event organisers should consider a range of factors when locations are being chosen, such as:

· Is the location accessible by public transport?

· Can start/end times be selected to take into account off-peak travel options?

· Where are people travelling from?

· Can it be accessed safely on foot?

· Are there facilities such as electric vehicle (EV) charging points / secure cycle racks?

Event organisers should seek to encourage attendees to minimise private car use, eg. by providing details of walking routes/distances and public transport options, and by assisting with facilitating lift-sharing where possible.

6. Cost of Travel

6.1 Reimbursement of Expenses

Where an individual (employee or volunteer) has paid for work-related travel, reimbursement can be claimed via the expenses summary sheet which is maintained by the Finance Department.  The expense claim policy and procedure are included in Appendix 2.

The mileage allowance payable to employees who use their private cars for official work-related travel is circulated periodically by the Finance Department
.  As of August 2021 this stands at 45p per mile for petrol/diesel/hybrid cars, and 45p per mile for battery electric vehicles (for the first 10,000 miles per year).  No reimbursement of mileage is made for journeys between home and an employee’s normal place of work.

Employees who use their private cars for work-related travel must demonstrate that they have at least statutory insurance cover, including insurance for business use and for any passengers carried, as well as ensuring that the vehicle is taxed, has a valid MOT (where applicable) and that they hold a current, valid driving licence.  Checks on this information will be carried out by the Administrator
.  Any changes to driving status (eg. the addition of penalty points, any health-related driving restrictions) must be shared with HR
 immediately.  The company travel insurance can be affected if declarations of this nature are not made in a timely manner.
Employees using their privately owned bicycle for work-related travel can be reimbursed at the rate of 20p per mile.

6.2 Passenger Premium

To encourage lift sharing and to minimise the carbon emissions generated, a ‘passenger premium’ of an additional 5p per mile can be claimed for each passenger carried as part of travel to an official work event, up to a maximum of three passengers.  This is in addition to the relevant mileage rate being claimed.  Passenger premium can only be claimed for passengers with a different home address to the driver.  

7. Recording, Monitoring and Review
Sufficient data must be recorded for all work-related travel to enable the PCC to calculate the financial and environmental cost of each trip.  This will primarily be achieved via the expense claim form.  The following must be included on each claim form:

	For public transport, flights and taxis
	For private car use

	Type of vehicle (bus, train, taxi, etc)
	Vehicle size


	Cost
	Fuel type


	
	Distance travelled


It is recognised that many volunteers do not claim the cost of travel which they are entitled to.  The financial cost is often covered by the volunteer as a contribution towards the work of the PCC and this is of course greatly appreciated.  In cases where an expense claim is not being made it will still be necessary to record some details of the travel undertaken, to ensure that the environmental impact can be measured.

Emissions data from expense claims and sign-in sheets form a key part of the PCC’s calculation of its carbon footprint.  This is reported every three years to Diocesan Synod (beginning November 2021).  The PCC is committed to net zero carbon emissions by 2030.
8. Further Improvements

The PCC will continue to review the feasibility of further steps that could be taken to increase the sustainability of any necessary work-related travel, and to minimise the environmental impact.  This could potentially include (list not exhaustive):

· Installation of electric vehicle charging point(s) 

· Provision of shower/changing facilities at the office, with improved cycle storage

· Provision of a cycle to work scheme

· Amendments to the vehicle mileage rates, to further incentivise use of electric vehicles

Items are listed as potential examples and inclusion here does not mean that the PCC are committed to pursuing any particular action.  Any actions taken will need to be fully costed and included in the relevant PCC budget, taking into account other budgetary requirements and restrictions.

Appendix 1 – Guidance
Public transport
· Where possible, book in advance to secure the best prices.  
· Use tools such as the Trainline ticket alert to get notified when tickets go on sale for specified journeys.
· Most direct train operator websites do not charge booking fees (eg. Avanti West Coast, Northern Rail, East Midlands Railway, etc).  Trainline charges for booking.

· Make use of split ticketing to find cheaper fares – there is more information on how to find the best deals in this Money Saving Expert guide.  This can also help reduce costs by ensuring that you only pay peak rates for the part of a journey that takes place in peak hours.

· Returns are not always the cheapest option, check the price of two singles before booking.

· If you are travelling frequently, see if a Railcard would help cut the cost.

· Check sites such as Megatrain.

Cycling
· Ensure your cycle and safety equipment (eg. helmet, reflective clothing, cycle lock) are in good condition.  There is more information about keeping safe while cycling at the Think! website.

· Check routes beforehand on a cycling journey planner such as cyclestreets or komoot.

· Coventry is part of the West Midlands Cycle Hire scheme.  There are docking stations across the city, with the nearest to the diocesan office being Ironmonger Row (at the top of Trinity Street, near Wetherspoons).  It costs £1 to unlock a bike and then 5p per minute after that.

Walking
· Check routes and timings beforehand eg. on google maps.
· Wear comfortable shoes!
· A backpack may be more comfortable than a shoulder bag.
· Provide information on walking routes to event/meeting attendees to minimise car/taxi use.

Driving
· Communicate with colleagues and event attendees to maximise lift sharing where possible.  A passenger premium of an additional 5p/mile (up to three passengers) is payable (see 6.2).
· Join sites such as Liftshare to find local share partners.

· Use sites such as zap-map or carwow to find electric vehicle charging points.  On-street charging is also available across Coventry.
· Reduce fuel consumption and carbon emissions by using eco driving techniques such as:

· Drive smoothly

· Shift up early to a higher gear

· Avoid engine idling
· Slow down

· Minimise use of air conditioning

· Maintain correct tyre pressures

· Remove roof racks and boxes when not in use

· Remove excess items from your car to minimise weight

· Research parking options in advance to minimise cost.  The NCP ParkPass app is up to 10% cheaper than paying at a machine and offers regular deals to members.
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