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1 Introduction to school travel plans continued...

1.3 Resources to run a school travel plan
The impact of a school travel plan is helped by the level of people and fi nancial 
resources committed to the programme.

Table 1 Resources required to facilitate a school travel plan

Coordinator skills

The coordinator needs to manage complex relationships, understand local community needs and traffi  c issues, 
be aware of regulations and legislation, and work with council resources and build networks.

Working group 

The working group represents its school community and appropriate transport agencies. Three to four meetings 
may be required during the action planning phase, with a meeting each term during the implementation phase.

Project costs 

For a full school travel plan, operating costs will be incurred throughout the plan’s development 
(eg for administrative support and survey data collation). 

Costs to stakeholders

The time required for participating in the project is a signifi cant cost for stakeholders. For schools, this may 
include release time for staff  to attend working group meetings, coordinate school activities and communicate 
with board members who may be also be involved in the working group.

Ongoing time and resource costs

Schools are encouraged to develop policies regarding transport and road safety that can be clearly 
communicated to parents/caregivers/wha-nau and children. 
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1.4 Responsibilities of a school travel 
plan coordinator

Table 2 Responsibilities of a school travel plan coordinator

Project management

Managing the overall project within stated timeframes and budgets.•	
Monitoring implementation, troubleshooting where necessary, ensuring evaluation and reviews take place.•	

Working with community and relevant agencies

Working with the school and highlighting the benefi ts of a school travel plan to them.•	
Empowering stakeholders to develop the skills and networks to address ongoing road safety issues and •	
sustain the school travel plan once implemented.

Working group management

Coordinating a working group, and clearly identifying responsibilities and a process for working together.•	
Providing ongoing eff ective facilitation of the working group.•	

Results management

Organising and overseeing all aspects of data collection.•	
Analysing data (or ensuring it’s analysed) and determining results.•	
Writing up results in report format.•	
Overseeing communication of results to stakeholder groups.•	
Coordinating development of action plan.•	
Coordinating and managing action plan implementation.•	
Monitoring implementation and recommending changes where needed.•	

1 Introduction to school travel plans continued...
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1.5  Support for school travel plan coordinators

Table 3 Support within the council for school travel plan coordinators

Road safety coordinators

Many councils employ road safety coordinators who often play significant roles in school travel plan 
programmes. Road safety coordinators may undertake or share many of the responsibilities of the travel plan. 
The level of assistance provided will vary, depending on availability.

Transportation engineer

The council traffic or transportation engineer is critical to a school travel plan programme when engineering is 
required. They are responsible for advising on the plan’s design and implementing any engineering changes, such 
as footpath repairs or upgrades, pedestrian crossings or refuges, and cycle lanes. In practice, this usually means:

participating in a working group to represent and provide traffic engineering expertise•	
participating in relevant aspects of data collection (eg onsite investigations)•	
reporting and making recommendations to the council on school travel plan requirements•	
helping to provide relevant resources (eg crash-site data, injury data, maps)•	
helping to develop an action plan, especially regarding engineering requirements•	
ensuring all engineering improvements agreed in the action plan are installed, maintained and monitored•	
liaising with schools on an ongoing basis to address new issues.•	

Geographic information system (GIS) expert

Most councils have access to a GIS – a mapping tool that can be used to plot students’ residences on a map. 
Involving the council’s GIS expert to plot this information map is invaluable and saves time plotting this 
information manually.

Note: the privacy of individuals must be protected whenever specific addresses are used. Maps may only 
be used for the school project and must be destroyed when no longer in use.

Analysis

The travel plan coordinator will analyse the data, and present graphs that are easily read and understood.

Parking officers/wardens

Parking officers are an additional group of council personnel who may make a significant contribution to the 
programme by:

assisting with developing an action plan, especially regarding enforcement strategies•	
ensuring aspects of enforcement strategies are carried out as agreed in the action plan•	
liaising with the working group on an ongoing basis to address new issues.•	

Specialists

It’s sometimes possible to engage specialist local or regional council staff where these exist and where there is 
an identified need for specialist input.

Examples are engineers and transport planners who have an interest in, or dedicated role, related to walking, cycling, 
school buses or public transport. Transport planners have a role in determining in which schools to establish a 
school travel plan. Parks and recreation staff may need to be involved if walking or cycling routes go through parks.

1  Introduction to school travel plans continued...
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Table 4 Support within the school and community for school travel plan coordinators

School principal

A school principal’s role may include:
approving teacher time and school resources for related activities•	
considering a school travel plan liaison person/lead teacher from the staff  (may self-appoint)•	
participating in the working group, when required•	
supplying information to the coordinator to generate a school profi le.•	

Board of trustees

It’s useful to encourage as much board of trustees’ involvement as possible. Specifi c roles for the board include:
approving school participation in the programme (or delegating this authority to the principal)•	
providing a representative to participate in the working group•	
reviewing and endorsing the action plan and overall school travel plan•	
getting involved in monitoring and reviews of the travel plan.•	

Lead teacher

A lead teacher’s role includes:
managing or participating in the working group•	
helping with relevant aspects of data collection (eg distribution and timing of travel survey, onsite •	
investigations)
providing specifi c information for data collation, as needed.•	

Other staff 

All staff  will need to be aware of the travel plan and what it’s about. Actions for staff  may include:
data collection, eg travel survey•	
police traffi  c education sessions, if recommended in the action plan•	
distributing school travel plan resources and communications, as required•	
developing and delivering integrated transport and road safety programmes•	
promoting and encouraging transport choices.•	

Table 4 is continued on the following page

1 Introduction to school travel plans >> 1.5 Support for school travel plan coordinators continued...

www.feetfi rst.govt.nz
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Table 4 Support within the school and community for school travel plan coordinators CONTINUeD

Police education offi  cer

A police education offi  cer’s role may include:
participating in developing an action plan•	
participating in traffi  c safety education as agreed by NZ Police in an action plan•	
training and monitoring school traffi  c safety teams (school patrols, traffi  c wardens, bus wardens, kea crossings)•	
providing education and engineering advice.•	

Make contact with your local police education offi  cer as early as possible so the following year’s road safety 
education can target the school at the best possible time. Police education offi  cers don’t generally undertake 
enforcement duties as well. If they’re required for both education and enforcement, it’s usually necessary to 
involve two offi  cers.

Other police staff 

Other police staff  may be involved, including road policing offi  cers, community constables and iwi liaison offi  cers. 

Their role may include:
participating in the working group to provide expertise•	
participating in relevant aspects of data collection (eg onsite investigations)•	
reporting and making recommendations to police management on programme requirements•	
helping develop an action plan, especially regarding enforcement strategies•	
ensuring all aspects of enforcement strategies are carried out as agreed in the action plan•	
liaising with schools on an ongoing basis to address new issues.•	

1 Introduction to school travel plans >> 1.5 Support for school travel plan coordinators continued...
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2  Phases of a school travel plan

2.1  Set-up phase
2.1.1  Overview

Table 5 How to establish the foundations of a school travel plan

Objectives

The objectives of the set-up phase are to:
encourage the school’s commitment to participate in the programme•	
develop a list of relevant stakeholders, make contact with them and clarify roles and responsibilities•	
develop an appropriate timeline covering data collection, action planning and likely start date for implementation.•	

Steps

Meet with the principal to discuss their needs and concerns.1.	
Discuss principal and/or board commitment to participate in the programme.2.	
Identify stakeholders and possible working group members, and their roles.3.	
Determine the overall aims and how achieving them would be measured/evaluated.4.	
Prepare a timeline for the school travel plan process.5.	

Important themes

Engaging the stakeholders in a collaborative process.•	
Managing participants’ expectations to ensure they are realistic.•	

Indicative timeframe

The set-up phase usually takes from one to three months, but may be delayed to fit into the school calendar 
or other major events (eg change of key staff).

Completion of set-up phase

The coordinator has completed the set-up phase after the school is engaged in the process and an overall 
timeline has been determined, aims have been set and an evaluation framework agreed to.
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2.1.2  Steps

1 	 Contact the council traffic engineer to discuss their level of involvement.  
They can alert you to any traffic issues associated with the school.

After the school has considered the options:
Discuss with the relevent school stakeholders the following:•	

a written document summarising what a school travel plan is−−
an overview of the school travel plan process−−
an overview of how their school can benefit from the school travel plan.−−

Useful data may include:•	
number of students−−
breakdown of students−−
decile rating−−
special features−−
perceived issues−−
involvement in any extracurricular safety programmes−−
determine the next step in the travel plan process, which may be a presentation to staff or the board of trustees.−−

2 	 Gain principal and/or board agreement to proceed

The principal/board will discuss and agree the overall objectives and timeline. Obtain written commitment of the 
principal or board to continue.

3 	 Identify stakeholders and possible working group members and their roles

Involve the principal, and possibly some or all of the trustees, in identifying the school’s key stakeholders. Apart from 
parents/caregivers, students and staff, consider other stakeholders that should be included.

4 	 Determine overall aims and evaluation process

Establish the school’s overall aims for the school travel plan. These can be revisited at the action planning phase – 
discussing them at this stage helps focus the whole process. Aims will need to be written so they can be measured 
through the evaluation process.

The following are example aims and evaluation methods:
Reduce the number of children arriving by car by 10 percent in the first year. This can be evaluated by re-surveying •	
all students and parents/caregivers one year after the initial survey.
Create a safe school travel policy. •	
Integrate road safety into the curriculum in each year level.•	

Objectives and actions will be added to these aims after the travel surveys and site assessment have been completed.

5 	 Prepare a timeline for the school travel plan process

A timeline is critical for ensuring the school is prepared for their involvement in the various steps of the process. 
This also allows for school events to be integrated into the process.

For example, integrating part of the consultation process into a planned parent–teacher evening ensures a maximum 
number of parents/caregivers (and students) are involved.

The timeline does not have to be detailed but should contain:
a list of the actions or tasks that need to be completed (eg writing the travel plan document)•	
an indication of when school events (eg sports days) occur and how the travel plan ties in with them•	
the names of the people responsible for completing each task •	
the timeframe. •	

2  Phases of a school travel plan  >>  2.1  Set-up phase continued...
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2.2  Data collection phase
2.2.1  Overview

Table 6 How to compile data that identifies transport and safety issues concerning the school

Objectives

The objectives of the data collection phase are to:
gather information about the school and school community•	
gather, collate and analyse the data from the travel survey•	
ensure the community has sufficient opportunities to consult on travel plan issues outcomes and concerns•	
compile a summary report for the working group.•	

Steps

Complete school profile.1.	
Inform the school community.2.	
Conduct travel and stakeholder surveys.3.	
Carry out further consultation.4.	
Undertake traffic and pedestrian counts.5.	
Compile and analyse data.6.	
Carry out site assessment and school policy analysis.7.	
Prepare a report that shows such things as current transport arrangements/data.8.	

Important themes

Gaining and developing the active participation of the wider school community.•	
Selecting data collection and communication methods appropriate to the community.•	

Indicative timeframe

The data collection phase usually takes about one school term.

Completion of data collection phase

The coordinator has completed the data collection phase when the wider school community has been provided 
with an opportunity to comment on the survey results.

2  Phases of a school travel plan continued...
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2.2.2  Steps
1 	 Complete school profile

The school profile brings together the following information:
Names and contact details of key people associated with the school (eg staff, board of trustees, lead teacher/•	
school travel plan liaison, kaumātua).
Student residence data.•	
Demographic information about the school community, including decile rating, cultural breakdowns and other •	
relevant student information.
Other relevant details regarding classroom structure, teaching approaches and resources available within the school.•	
Operational details (eg timetables, assembly times and format, staff meeting times and format)•	
Information relating to transport and road safety policies, practices and programmes.•	
Information about major roads that students travel (outside the school zone) and any recent environmental •	
changes that impact on road safety.
Any additional information that will contribute to the overall knowledge of the school’s culture.•	

Student residence data (subject to privacy laws) – a list of student addresses is essential for the school 
profile (names of individual students are not required). Most schools can provide student residence data in an Excel 
spreadsheet. This data can be used very effectively by council GIS staff to show where students live in relation 
to the school and the transport options available to them. 

The school profile document can be a simple short summary of key points with appendices for data. It is important 
that the process is explained and a copy of the completed document kept at the school.

2 	 Conversations with the community

This step is about informing the wider community of the travel plan and the part they will play in its development 
(such as completing travel surveys). 

Communication options include the following:

School newsletter – some schools have used the general school newsletter as the vehicle for informing parents/
caregivers about the school travel plan. The school newsletter also provides a way of conveying frequent travel plan 
and road safety messages to parents/caregivers and students.

Special meeting/presentation – it may be useful to hold a special meeting or series of meetings to announce 
the programme, introducing the aims and main components along with an outline of what will happen.

Regular school event – piggybacking on another school event that involves wha-nau parents/caregivers 
is a useful way to interact and raise awareness of the school travel plan.

School websites – the coordinator may provide information for the school’s website or create a page for the travel 
plan. This would keep the school updated on results and upcoming events and involve the students.

2  Phases of a school travel plan  >>  2.2  Data collection phase continued...
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3 	 Conduct travel and stakeholder surveys

The most common method of gathering the information required is to provide children with a survey questionnaire 
or online survey, along with a local area map or Google maps that can be filled out in class time or at home.

Different surveys can be designed for junior classes that the teacher fills out on behalf of the class.

A survey for parents/caregivers/wha-nau is also emailed or sent home with the children, including an explanation 
of the survey’s purpose and how the information will be used stored and then destroyed at the end of the travel 
plan implementation.

Travel surveys aim to gather five main types of data about the journey to and from school:

How students currently get to school – this data shows the extent to which travel options are currently being 
used. It also provides a baseline for future surveys, which provides a measure of the impact of the travel plan on 
students’ travel modes.

How students would like to get to school – this data will provide insights into potential sustainable travel 
options if current barriers and issues are removed or resolved.

The reasons why students don’t currently use active travel options – this provides information 
on current barriers to, or issues about, travel options.

The likely response of students and parents/caregivers to different travel measures – this provides 
an initial response to common travel plan measures, such as a walking school bus or monitored pedestrian crossings.

The change in parent/caregiver driving patterns – discovering changes in parental driving habits as a result 
of the travel plan is fundamental to evaluating the plan’s congestion benefits. If caregivers/wha-nau no longer drive 
their children to school, they may also no longer drive to work (thereby further reducing congestion).

4 	 Carry out further consultation

Further consultation is required to increase awareness and give people the opportunity to comment on issues. 
The school community requires the opportunity to review the collated data and provide the coordinator and/or 
working group with their comments and suggestions.

The coordinator will work with the school to devise the best form of consultation for the circumstances. Some 
schools may wish to carry out Planning for Real ® (described below), while others may find it more appropriate to 
consult in a less intensive manner during a school event. One school created display boards to show ideas formulated 
by the working group.

Planning for Real ®
In some New Zealand schools, a mapping technique called Planning for Real ® has been used to consult with 
students and parents/caregivers on the range of issues affecting their journey to and from school.

This technique involves creating a 3D map of the school and wider road network. Children locate their houses, routes 
to school and where they’ve identified travel /transport problems. Parents/caregivers are then invited (usually during 
a parent–teacher evening) to add their ideas and issues to the map. This technique is resource and time intensive, 
but has proven useful at increasing community involvement and identifying all travel issues.

5 	 Undertake traffic and pedestrian counts

Another possible investigation method is to carry out traffic and pedestrian counts. These counts provide a useful 
baseline of travel activity and involve counting the number of:

cars parked in the streets around the school•	
bikes in the bike stand•	
vehicles travelling past key points around the school•	
students and adults walking past key points around the school.•	

If traffic and pedestrian counts are to be used for assessing the impact of travel plan policies over time, they should 
be carried out at least twice yearly to take account of seasonal fluctuations.

Tip: an easy student survey can be carried out over a week by doing a hand count of each class.

2  Phases of a school travel plan  >>  2.2  Data collection phase continued...
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6 	 Compile and analyse data

All the information from the surveys and any other consultation should be analysed. In recording the routes walked and 
cycled by children, each road and street is assigned a separate tally sheet to give an individual profile of use and problems.

The main objectives are to identify the:
number of children using each road•	
number of children crossing intersections at peak times•	
hazards or safety concerns.•	

After this information is summarised, it’s possible on a GIS map to identify the most frequently used routes and 
intersections, and assess appropriate travel options and issues that should be resolved (eg addressing major hazards).

7 	 Carry out site assessment and review relevant school documents  
such as school policy and procedures

The site assessment provides a description of the school’s physical environment in terms of its travel related facilities 
and infrastructure. It also outlines the school’s travel policies.

The following are the key elements of a site assessment:

A plan of the school and surrounding road networks – this locates the school within its environment and 
how it fits within the surrounding road network. This plan should also include information on bus, cycle and pedestrian 
routes, car parking areas and their designation, and any traffic problems arising from the school journey. Mention 
should also be made of current planning applications or construction work, including start and completion dates.

School entrance description – this description of the ‘school gate’ includes information relating to housing, 
parking, vehicles, pedestrians, road markings (eg clearways) and other road users.

Crossing the road – it is useful to locate any school crossing patrols and other crossing facilities, and observe 
how these facilities are being used by children, as well as record any issues for people crossing the road where there 
are no crossing facilities. Police education officers could be consulted regarding information about school patrols, 
as they train the school traffic safety teams.

School travel policies – the site assessment should also include an analysis of any current school policies that 
may impact on the travel plan. For example, policies regarding school uniform should be reviewed to ensure uniforms 
are appropriate for children who want to walk or cycle to school.

8 	 Prepare a school travel report

The school travel report details all the transport and road safety issues identified in the data collection phase. The report 
format should organise the data to be easily interpreted and used by the working group to develop the action plan.

A draft of the report is discussed with the school community.

The following report format is suggested as a guide:

Introduction – outlining the purpose of the report and how the data was gathered, and noting the response rate.

Modes of travel – summarising the various modes of travel and percentage of children using these (graphs are 
an effective way of presenting this information).

Danger spots/key sites – summarising the key sites (eg intersections and crossing points). Highlighting danger 
spots and describing the dangers (maps and photos are particularly useful).

Road safety issues – summarising concerns from the perspective of children, parents/caregivers/wha-nau/community.

2  Phases of a school travel plan  >>  2.2  Data collection phase continued...
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2.3  Action planning phase
2.3.1  Overview

Table 7 How to generate actions to address identified transport issues and establish action plans

Objectives

The objectives of the action planning phase are to:
develop an action plan that uses engineering, education, enforcement and policy interventions to address •	
the identified issues
ensure the action plan is acceptable to the school community and council, and is achievable.•	

Steps

Create the working group, and identify roles and responsibilities (formalise commitment).1.	
Formulate an action plan with the school and community.2.	
Seek feedback from the school community and stakeholders on the action plan.3.	
Finalise the school travel plan, and share with the school community and stakeholders.4.	

Indicative timeframe

Coordinators have found that the working group usually needs to meet two to four times over a period of a 
couple of months to discuss the data and develop an action plan. This may take longer if issues or solutions 
require further technical input or are more complex.

2  Phases of a school travel plan continued...
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2.3.2  Steps
1 	 Bring together the working group

It’s the coordinator’s role to bring together the working group members and clarify the group’s purpose and an 
agreed way of working together. Working group membership need not be fixed, as it may be useful to bring in 
specialist input at various points.

The groundwork for the formation of the working group will have taken place by this time. Key stakeholder groups 
need to be clear about the overall programme design, and the respective roles and responsibilities of each of the 
group involved.

A typical working group has about six members and is likely to include:
the school travel plan coordinator•	
the lead teacher/school liaison staff member (and/or principal)•	
board representatives•	
the police education officer (from time to time) •	
a traffic engineer from the local council (from time to time) •	
any other person the school deems appropriate (eg parent representative, student representative, road safety •	
coordinator, parking enforcement officer, iwi representative, representatives of community groups).

Tasks for the working group include:
prioritising the travel and road safety issues faced by the school community, using the travel survey results, •	
onsite assessment and other information
ensuring the agreed strategies are approved by relevant authorities (eg principal and board of trustees,  •	
and local council)
ensuring approved strategies are implemented•	
liaising between the working group and wider stakeholder groups •	

The purpose of the initial working group meeting is to:
clarify the working group’s purpose•	
set up a schedule of meetings for the programme’s duration•	
allocate administrative roles within the group (eg chair, note taker, and responsibility for circulating notes and reports)•	
setting up a working schedule for the group.•	

2 	 Formulate an action plan by

reviewing the data report, results of any consultation and any coordinator recommendations•	
reaching agreement on the priority issues•	
exploring all possible solutions.•	

3 	 Seek feedback from the school community and stakeholders on the action plan

After a draft action plan has been developed, notify the school community that a draft school travel plan is available 
and that the working group is keen to gain feedback before finally approving it. 

Four weeks is usually allotted for feedback from the school community and other stakeholders. The working group 
then meets to finalise the school travel plan and begin implementation. The working group needs to remain flexible 
about the proposed actions and be prepared to alter the draft plan.

2  Phases of a school travel plan  >>  2.3  Action planning phase continued...
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4  Finalising the school travel plan, and communicating it to the school community and stakeholders

The working group should meet to fi nalise the action plan and compile the overall school travel plan. While the plan 
forms the body of the school travel plan, it is also useful to include background information and supporting materials 
(eg school policies, monitoring tools). The school travel plan is then usually tabled at the next board meeting for 
approval, and subsequently circulated to appropriate interested groups.

A school travel plan document can be detailed, or very simple and straightforward. 

Suggestions for inclusion are:
Introduction•	

location and description of the school (possibly including maps) −
school catchment area and number of students −
school ethos and vision. −

Body•	
policy background/why the school travel plan is necessary −
aims identifi ed in the set-up phase −
expected benefi ts (including who will benefi t and how) −
reference to school travel policies −
who is involved in the project (school, community and other stakeholders) −
survey and consultation results −
current travel patterns (local and any links with regional or national patterns) −
key issues and obstacles that have been identifi ed. −

Action plan•	
what the school is doing already −
what else the school community can do (action plan in table format) −
selected measures to be implemented (prioritised) −
safety considerations. −

Monitoring and evaluation•	
how the plan will progress and the changes to be monitored −
the targets and indicators to be evaluated −
the frequency of the monitoring −
how the changes will be reported. −

2 Phases of a school travel plan >> 2.3 Action planning phase continued...
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2.4 Implementation and monitoring phase
2.4.1 Overview

Table 8 How to implement the actions specifi ed in the action plan and maintain the momentum 
of the school travel plan

Objectives

Facilitate the implementation of all aspects of the action plan.•	
Formally review the action plan with the working group, signing off  the tasks that have been completed.•	
Inform the school community of the impact of the implemented strategies.•	

Steps

Launch action plan.1. 
Implement engineering, education, enforcement, encouragement and school policy strategies.2. 
Review or update.3. 
Continue or adjust implementation.4. 
Prepare annual report, and decide ongoing implementation and monitoring requirements.5. 

Important themes

Important themes include:
reviewing the implementation of the strategies as the programme progresses•	
maintaining a commitment to implementation and adjusting strategies where necessary•	
empowering the school to address future travel and road safety issues.•	

The main body of the programme draws to a close in this phase. A key role for the coordinator is to prepare 
the school to address future travel and road safety issues without the coordinator’s intensive involvement.

Indicative timeframe

The implementation and monitoring phase can span at least one year but may extend beyond this if major 
engineering measures are planned.

2 Phases of a school travel plan continued...
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2.4.2  Steps
1 	 Launch action plan

Implementation begins with announcing or launching the school travel plan. Some schools choose to launch  
the plan with their community by holding an event.

Some ideas to consider are: 
holding the launch during a regular assembly•	
involving students in the launch •	
inviting VIP guests, such as the mayor•	
announcing the commencement of the school travel plan through the school newsletter or a special flyer. •	

2 	 Implementation

This part of the programme is when the bulk of strategy implementation takes place. The activity undertaken will 
depend on the nature of the issues identified and the education, engineering, enforcement, encouragement and 
policy strategies chosen to address the concerns or actions.

The coordinator may have a range of tasks, such as:
overseeing the implementation process•	
undertaking tasks allocated in the action plan•	
convening the ongoing meetings of the working group•	
reviewing and updating the action plan with the working group at regular intervals•	
ensuring all stakeholder groups are updated on programme progress, as necessary•	
identifying and removing obstacles to programme implementation•	
organising milestone celebrations in conjunction with the working group.•	

Implementing travel plan measures may take longer than set out in the action plan. The working group will need 
to meet regularly (usually at least once a term and maybe more frequently in the initial stages) to monitor progress. 

3 	 Review the travel plan

At this stage of implementation, most strategies are well underway. The working group should ensure that:
any loose ends can be identified and properly attended to•	
a plan is in place for completing any strategies that haven’t been implemented (eg major engineering works)•	
annual travel surveys are carried out•	
there is a clear plan in place for the continued implementation of ongoing strategies (eg annual education •	
of children on the correct use of a crossing facility)
any future role for the coordinator is clarified.•	

4 	 Continue or adjust implementation

The travel plan should be a fluid document that adapts to changes in travel issues and patterns.

A record should be kept of all actions and note how each initiative has helped (or failed) to achieve the aims and 
objectives of the plan. This will help identify best practice for future modifications and adaptations of the travel plan.

If the evaluation has identified areas where no change has occurred, then the related school policies and measures 
need to be revised.

For example, if new parking controls at the school gate haven’t decreased the number of cars parking illegally 
(and dangerously) during pick-up and drop-off times, parking policies need to be revised (eg a new policy could 
be instigated where the council is notified of illegally parked cars and owners receive a ticket).

2  Phases of a school travel plan  >>  2.4  Implementation and monitoring phase continued...
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5 	 Ongoing monitoring

Ongoing monitoring is managed by the school once the major work of the working group is completed. In some 
cases, the school travel plan coordinator will continue overseeing this role.

Monitoring is likely to focus on the issues addressed in the action plan, and any incomplete or ongoing strategies:

Light monitoring
This is appropriate when the action plan has been implemented smoothly and the impact has been high. For example, 
it may be agreed that a council staff member talk with the school every six months and/or the lead teacher/liaison 
staff member. It may also be useful to maintain six-monthly contact with other key members of the working group, 
eg the council traffic engineer or road safety coordinator.

Intensive monitoring
This is appropriate where there have been problems with implementation, or where the school is in an area of high 
development or rapid change. It may be agreed that the coordinator takes a more active monitoring role. 

2  Phases of a school travel plan  >>  2.4  Implementation and monitoring phase continued...
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3 Resources for the coordinator

3.1 Travel survey information
3.1.1 Overview of the survey process
Timing and frequency of all surveys

The initial surveying of all three groups (students, parents/caregivers and staff) should occur early in the school 
travel plan development process, as this provides important base information for determining some of the plan’s 
content and targets. Ideally, the students should all be surveyed in the same week to ensure that any external factors 
affecting responses (eg weather, roadworks, special events, time of the term) are the same for the entire population. 
Similarly, the parent/caregiver and staff surveys should coincide with the student surveys so any bias due to external 
factors can be minimised. However, it may be necessary to provide parents/caregivers with a wider window of 
opportunity for completing the survey.

The first of the follow-on surveys would generally occur one year after the plan has been initiated. It is suggested 
that student surveys be conducted in the same week of every term to capture seasonal variability. It may be possible 
to consider including only one or two classes at each year level to establish the seasonal trends. 

The student surveys

The student surveys will need to be quite simple in their structure and content.

Who should be surveyed?

Surveying the entire school population is current best practice, as children of different ages travel to school by 
different means. It also gives good, statistically reliable information to supplement the parent/caregiver surveys if 
their response rate is not so good. When undertaking surveys, it’s worthwhile noting the weather conditions on the 
days that surveying is undertaken, as this may influence the mode of transport used.

Suggestions 

How should the survey be conducted?

The most challenging aspect of the student survey is how to carry it out.

Consider adding a column to the record sheet/online format of the survey or a separate question that asks students 
to note down any before- or after-school activities they have on each day. 

Note: there have been concerns that asking children to recall how they usually travel to and from school on a given 
day may be too much to ask of them. 

For younger children, there are a range of possibilities

The survey may be completed during class time, using the hands-up method, eg ‘How did you come to school 
on Monday? Hands up those who walked to school. Now, hands up those who rode their bikes.’ It could be done 
on a daily basis for the entire week, eg on Monday morning ask about Monday and on Tuesday morning ask about 
Monday afternoon and Tuesday morning.

For eight to 10 year olds – it may be possible to have them complete the questionnaire themselves, either all 
in one sitting or each day, with the help of their teacher and possibly another adult (such as the school travel plan 
coordinator or parent).

For years 7 and 8 and secondary students – it should be reasonably straightforward to explain what they 
are being asked to do, to remind them that on different days they may have activities that affect how they travel 
to or  from school, and to have them complete a survey form for the entire week, either online or on paper.

Teachers of year 7 and 8 students can consider the survey as part of their unit on statistics, assisting all the classes 
to gather the information for the survey and analysing the data for the whole school. 
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3.1.2 The parent surveys
Who should be surveyed?

Every wha-nau or household with children attending the school should be included in the survey notification (if online) 
or distribution (if printed).

How should the survey be conducted?

In schools where newsletters are online or are generally distributed via the children, questionnaires can be included 
with the regular weekly or fortnightly newsletter.

3.2 Sample implementation strategies
Implementation strategies may include a combination of the following.

3.2.1 Engineering or road treatments
Engineering strategies are very important in the school travel plan model because they have a high potential 
to provide lasting positive impact. Consider all available measures to enhance pedestrian/cyclist safety when 
developing engineering strategies. 

Possible engineering treatments can include:
a range of pedestrian crossing or cycling facilities•	
speed reduction devices•	
road markings•	
improvements to facilities and signage.•	

Some environmental problems requiring engineering treatments may occur within the school grounds (eg, developing  
a drop-off and pickup bay, providing multiple gateways to a school or making changes to the car parking area). 
The school or the Ministry of Education is primarily responsible for finding the resources to address these issues.

3.2.2 Enforcement activities
The enforcement strategies specified in the action plan will depend on the problems identified. 

Enforcement strategies are likely to be appropriate in situations where:
traffic speeds are consistently above limits•	
cars are not stopping for pedestrians on pedestrian crossings•	
there are parking infringements impinging on child safety•	
where other unacceptable and unsafe driver behaviours have been identified. •	

Most councils have parking officers who can enforce parking infringements. Police can carry out other enforcement 
strategies as part of their normal duties.

3.2.3 Policy
The school will need to update or formalise its policy and procedures on travel to and from school. 

School travel policies to support safe and active travel choices could include, for example, the following types 
of policies:

All children living within 2km of the school will be encouraged to walk safely to school and measures to assist •	
them will be introduced.
Children over 10 years of age may be permitted to cycle to school. (The police offer recommendations regarding •	
proficiency requirements to ensure safety.)
Measures to encourage safe cycling will be introduced and appropriate facilities will be provided on site.•	
No on-site parking space for student drop-offs will be provided and the local council will be approached to control •	
parking within 500 metres of the school gates.
Safe travel will be promoted as part of school activities and linked to the curriculum of the school.•	

3 Resources for the coordinator  >>  3.1 Travel survey information continued...
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Our contact details
If you have any questions please email safeschooltravel@nzta.govt.nz 
For general enquires, or more information: 

Useful websites

www.nzta.govt.nz 
www.feetfirst.govt.nz 
http://education.nzta.govt.nz

National Office

Victoria Arcade 
44 Victoria Street 
Private Bag 6995 
Wellington 6141 
New Zealand
Telephone: 64 4 894 5400 
Fax: 64 4 894 6100

Whangarei

Level 1, ANZ Building 
16 Rathbone Street 
PO Box 1899 
Whangarei 0140 
New Zealand
Telephone: 64 9 430 4355 
Fax: 64 9 470 2390

Auckland

Level 11, HSBC House 
1 Queen Street 
Private Bag 106602 
Auckland 1143 
New Zealand
Telephone: 64 9 969 9800 
Fax: 64 9 969 9813

Hamilton

Level 4, BNZ Building 
354 Victoria Street 
PO Box 973, Waikato Mail Centre 
Hamilton 3240 
New Zealand
Telephone: 64 7 958 7220 
Fax: 64 7 957 1437 

Tauranga

405 Cameron Road 
PO Box 430, Seventh Avenue 
Tauranga 3140 
New Zealand
Telephone: 64 7 927 6009 
Fax: 64 7 578 2909 

Napier

Level 2, Napier Library Building 
22 Station Street 
PO Box 740 
Napier 4140 
New Zealand
Telephone: 64 6 974 6500 
Fax: 64 6 974 5529

Level 3, Dunvegan House  
215 Hastings Street 
PO Box 972 
Napier 4140 
New Zealand
Telephone: 64 6 974 5520 
Fax: 64 6 974 5529

Whanganui

Level 1, Seddon House 
Park Place 
PO Box 345 
Whanganui Mail Centre 
Whanganui 4540 
New Zealand
Telephone: 64 6 349 6520 
Fax: 64 6 345 7151

Palmerston North 

Level 3, 43 Ashley Street 
PO Box 1947 
Palmerston North Central 
Palmerston North 4440 
New Zealand
Telephone: 64 6 953 6396 
Fax: 64 6 953 6203

Wellington

Level 9, PSIS House 
20 Ballance Street 
PO Box 5084, Lambton Quay 
Wellington 6145 
New Zealand
Telephone: 64 4 894 5200  
Fax: 64 4 894 3305 

Blenheim

Marlborough Roads 
Level 1, The Forum 
Unit 2.4, Market Street 
PO Box 1031 
Blenheim 7240 
New Zealand
Telephone: 64 3 520 8330 or 
0800 MARLRDS (0800 627 573)  
Fax: 64 3 577 5309 

Christchurch

Level 5, BNZ House 
129 Hereford Street 
PO Box 13364, Armagh 
Christchurch 8141 
New Zealand
Telephone: 64 3 964 2866 
Fax: 64 3 964 2855

Level 7, Pacific Brands House 
123 Victoria Street 
PO Box 1479 
Christchurch Mail Centre 
Christchurch 8140 
New Zealand
Telephone: 64 3 963 3200 
Fax: 64 3 365 6576

Dunedin 

Level 1, AA Centre 
450 Moray Place 
PO Box 5245, Moray Place 
Dunedin 9058 
New Zealand
Telephone: 64 3 951 3009 
Fax: 64 3 951 3013


