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1. Introduction 
 
In early 2017, Southampton City Council (SCC) was awarded £2.2m from the 
Department for Transport’s Access Fund to deliver its bid titled “Southampton: 
Driving our Cycling Ambition into Local Towns, Schools, Colleges and Workplaces”. 
The Access Fund project runs between April 2017 and March 2020 and will build on 
‘My Journey’ the City Council’s sustainable travel brand. 
 
Over the 3 year duration, SCC and its project delivery partners will strive to increase 
levels of walking and cycling to replace shorter journeys made around the city by car. 
 

The project focusses on three corridors into the city from Totton (in the West), 
Eastleigh and Chandlers Ford (in the North) and Hedge End (in the North East).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
SCC is working with local businesses and employers to offer a range of advice, 
support and incentives that will encourage more staff and customers to use public 
transport, active travel and car-sharing initiatives for their commute and business 
travel. 
 
What is the purpose of the grant?  
SCC are committed to improving air quality, reducing congestion on our roads and 
empowering people to make informed travel choices, which can have a positive 
impact on their health and well-being.  
 
We are offering businesses in Southampton the opportunity to apply for funding to 
support sustainable travel measures in their organisation.  
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2. Background 
 

A Workplace/Company Travel Plan is...  
a strategy for managing the travel generated by your organisation, with the aim of reducing 
its environmental impact. Travel plans typically combine measures to support walking, 
cycling, public transport and car sharing. These are reinforced with promotion and 
incentives and by the management of workplace parking. Travel plans also include action to 
reduce the need to travel, such as Flexible Working, Work from Home, Teleconferencing etc. 
They can focus on both commuter and business travel.  
 
 
The council priorities are: 

1. Southampton has strong sustainable economic growth 
We want to build on Southampton’s unique sea city location and excellent transport 
links and continue to grow the local economy, bringing investment into the city and 
increasing employment opportunities for local people. 

2. Children and young people get a good start in life 
We want Southampton to be a city where parents, families, communities and 
services work together to make sure children and young people get a good start in 
life. Ensuring that children and young people get a good start in life is crucial to 
enabling them to go on to fulfil their potential and become successful adults who are 
engaged in their communities. 

3. People in Southampton live safe, healthy, independent lives 
We want Southampton to be a city that is recognised for its approach to preventing 
problems and intervening early. We want our residents to have the information and 
support they need to live safe, active, healthy lives and to be able to live 
independently for longer. 

4. Southampton is an attract modern city where people are proud to live and work 
We want to build on Southampton’s vibrant and diverse cultural offer to make our 
city a great place for businesses, visitors and residents. This means making sure that 
Southampton is green, attractive and easy to get about for our residents, visitors and 
investors. 

 
 
Match funding explained 

I. Businesses with 0-15 employees will receive 100% grant funding, subject to meeting 
all sections of the grant application and meeting the grant terms and conditions. 

II. Businesses with 16-50 employees will receive 75% grant funding, subject to meeting 
all sections of the grant application and meeting the grant terms and conditions. The 
applicant will agree to fund 25% of the grant related works.  

III. Businesses with 51+ employees will receive 50% grant funding, subject to meeting all 
sections of the grant application and meeting the grant terms and conditions. The 
applicant will agree to fund 50% of the grant related works. 
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3. Guidance  
 
In order to be eligible for a Southampton Workplace Access Fund Grant of up to £5k, your 
organisation must satisfy the following: 
 

3.1 Eligibility criteria 
 Be located within the Southampton City boundary 

 Your organisation/business must be located along the three Access Fund Corridors, 
as indicated in the web links below. 
http://www.southampton.gov.uk/roads-parking/transport-policy/sustainable-
transport-fund.aspx 
http://www.southampton.gov.uk/policies/sustainable-transport-proposal_tcm63-
397778.pdf 

 Be a member of and attend a minimum of two ‘Southampton Travel Plan Network’ 
meetings a year. 

 Conduct an annual staff travel survey and share the results with the My Journey 
Access Fund Team at Southampton City Council 

 Be implementing a Workplace Travel Plan, which is approved by your Chief 
Executive, Senior leadership team or equivalent 

 Actively promote and participate in any My Journey Access Fund Team sustainable 
transport campaigns (e.g. Bosses on Bikes, Love to Ride, free adult cycle training, 
Cycle Savvy Pit Stop events etc.)  

 Employ more than 10 members of full/part-time staff.  

 Are properly constituted and can demonstrate that their practices and structures are 
representative of all relevant interests and are clearly accountable to users, 
beneficiaries and members. 

 Can demonstrate the proper conduct of their officers both general and financial and 
that they keep proper books of accounts together with full written records indicating 
how any grant monies are used. 

 Adhere to all equalities legislation and work in line with Southampton City Council’s 
Equality Policy. 

 
The grant scheme is not open to schools or colleges with adopted travel plans.  
 

3.2 Your application must demonstrate: 
 That the scheme aims to improve access to the site by sustainable modes of 

transport and/or reduce Single Occupancy Vehicle use to the site 

 That the scheme supports your organisation’s Travel Plan  

 The availability of match funding 

 That the scheme will be delivered by Friday 21st November 2019. 

 That a robust monitoring and review process is in place to reflect the success of the 
initiative and the overall Travel Plan 

 Plans for maintenance as applicable 

http://www.southampton.gov.uk/roads-parking/transport-policy/sustainable-transport-fund.aspx
http://www.southampton.gov.uk/roads-parking/transport-policy/sustainable-transport-fund.aspx
http://www.southampton.gov.uk/policies/sustainable-transport-proposal_tcm63-397778.pdf
http://www.southampton.gov.uk/policies/sustainable-transport-proposal_tcm63-397778.pdf
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 That the application is supported by your Chief Executive, Senior leadership team or 
equivalent 

 A willingness to communicate effects of scheme to other organisations (e.g. through 
Southampton Travel Plan Network, My Journey website case studies and SCC Clean 
Air Network.  

  

3.3 What you may apply for 
This funding is for practical solutions which would support more staff to travel 
actively/sustainably to work. Such as: 

 Cycle facilities (parking, lockers, showers or changing area) 

 Improved lighting for pedestrian routes to public transport 

 Improved cycle/pedestrian routes / crossings 

 Improved shower facilities or lockers 

 Purchase/installation of on-site Electric Vehicle charging point(s) 

 Cycle training, Bike Doctor/ Bike Maintenance sessions for staff 

 Car Sharing scheme for your staff 

 YoBike corporate membership for staff 
 

3.3.1 Possible grant uses  
Cycle facilities 
Employers could provide suitable changing and shower facilities, which would help increase 
the appeal for people to comfortably travel into work, particularly for those who travel large 
distances. A useful guidance document for employers from Transport for London: 
Workplace cycle parking guide (http://content.tfl.gov.uk/Workplace-Cycle-Parking-
Guide.pdf) 
 
Improving pedestrian/cycle routes 
‘Making Space for Cycling’ explains the different ways of thinking that is needed when 
considering upgrading/installing pedestrian/cycle routes. 
http://www.makingspaceforcycling.org/  
http://www.makingspaceforcycling.org/MakingSpaceForCycling.pdf 
 
Cycle training 
These registered cycle training providers deliver National Standard (Bikeability) training in 
your area. Cycle training can often cost £20-£30 per hour. The following training providers 
have been used by other local businesses/organisations:  

 Southampton Cycling Instructor - Greg Vint 
southamptoncyclinginstructor@gmail.com 

 CycleWise - Dilys Gartside 
Cyclewisesouthampton@gmail.com 

 123CycleRight - Vincent Licence 
info@123cycleright.co.uk 
 

The following link will enable you to ‘find a training provider near you’, click on the below 
link and then type in your Local Authority (e.g. Southampton). https://bikeability.org.uk/ 
 

http://content.tfl.gov.uk/Workplace-Cycle-Parking-Guide.pdf
http://content.tfl.gov.uk/Workplace-Cycle-Parking-Guide.pdf
http://www.makingspaceforcycling.org/
http://www.makingspaceforcycling.org/MakingSpaceForCycling.pdf
http://www.southamptoncyclinginstructor.co.uk/
mailto:southamptoncyclinginstructor@gmail.com
http://www.cyclewisesouthampton.co.uk/
mailto:Cyclewisesouthampton@gmail.com
http://www.123cycleright.co.uk/
mailto:info@123cycleright.co.uk
https://bikeability.org.uk/
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Bike Maintenance sessions 

 Southampton Bike Kitchen offer a free bike workshop run Wednesdays 6-8pm 
https://Southamptonbikekitchen.wordpress.com 

 Monty’s Bike Hub offer a variety of free bike maintenance and bike repair workshops 
www.montys.org.uk/bike-hub 

 Contact RideRide as they offer a number of bike maintenance courses for all levels. 
Sessions are normally 2hours and cost £30 per person attending. www.rideride.co.uk 

 
Electric Vehicle charging points 
Thirty new electric vehicle charging points have been installed in five of Southampton City 
Council’s multi-storey car parks. The council plans to introduce further charging points 
across the city via contractor Joju Solar Ltd who have been procured through the Hampshire 
County Council’s OJEU-compliant Southern Region Electric Vehicle Charging Point 
Framework. If your business wishes to purchase and install EV charging points on your 
premises, then why not apply for a grant to do so.  
 
Car sharing scheme 
Southampton City Council has a new car sharing scheme. There is a free online public 
service. However, businesses are creating sub-groups, which are closed to the public and 
allows their staff to communicate with colleagues and share the commute to and from 
work. Creating a sub-group can cost between £6.5k-£9k in the first year, but the cost will 
come down in year two as the sub-site web build was completed in year one. 
 
Smarter driving courses 
The Blue Lamp Trust was established to promote and enhance community safety in 
Hampshire. Their Eco Safe on the Road Training is one hour long and requires a minimum of 
6 candidates per training day. Please contact them for a quote. 
https://www.bluelamptrust.org.uk/Driver_Training/eco_driving.php  
 
This is not an exhaustive list, you may have other ideas…… 
 
 
 
 
 
 
 
  

https://southamptonbikekitchen.wordpress.com/
http://www.montys.org.uk/bike-hub
http://www.rideride.co.uk/
https://www.bluelamptrust.org.uk/Driver_Training/eco_driving.php
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3.4 What would not be considered 
 Any scheme which is considered to be in conflict with the aims of promoting 

improved sustainable transport access or equal opportunities 

 Any scheme which compromises other sustainable transport initiatives 

 Any scheme which would be required in any way to fulfil Disability Discrimination Act 
requirements 

 Any scheme which is specifically required to fulfil planning obligations 

 Any scheme which includes maintenance costs 

 Information provisions schemes, marketing campaigns. 

 Any scheme’s employee salaries 

 Ongoing maintenance and running costs of pre-existing activities (e.g. rent, electric, 
gas & water) 

 Facilities for workplaces outside Southampton and the three Access Fund Corridors 

 Video/Audio conferencing equipment/facilities 

 Office furniture or equipment, including computers 

 Any revenue purchases 
Grant money cannot be used: 

 to pay for trips, holidays and expeditions 

 towards religious or political activities, i.e. activities where the key purpose is to 
promote a religious or political doctrine, mission or another form of proselytising. 

 For work or events that have already taken place or for equipment that has already 
been purchased or building works which have been completed. 

 For core funding from groups and organisations whose activities fall within the 
responsibility of another public body e.g. Health. However, contributions to jointly 
funded projects may be considered. 

 For core funding from groups and organisations whose activities fall within the 
responsibility of schools to fund.  However, contributions to jointly funded projects 
may be considered. 

 From organisations with sufficient free reserves not held for a specific purpose to 
cover 12 months running costs. (Free reserves are funds controlled by the 
organisation and do not include restricted funds provided for a certain purpose). 

 To subsidise contracts (whether with the council or anyone else). 

 For large capital projects 
 
 

3.5 Applications will be judged on the following: 
 Appropriateness of objective, i.e. supports sustainable travel and improvement of air 

quality 

 Demonstration of compliance with ‘Eligibility criteria’ set out in 3.1 on page 5 of this 
document  

 Ability of scheme to achieve objectives 

 Commitment of organisation to scheme and objectives 

 Capacity and commitment to monitor impact of scheme and a workplace Travel Plan 
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3.6 Successful applications 
Applications will be judged by a panel consisting of 3 members of the Southampton City 
Council Transport Policy Team. 
 
Successful applicants will be notified by Friday 20th September 2019. Notification will be in 
the form of an award letter and Legal Agreement, which must be signed and returned to 
Southampton City Council by Friday 4th October 2019. Schemes must be delivered by Friday 
21st November 2019.  Grant invoices MUST be received by Friday 5th December 2019. 
 
Note: If you are considering applying for a Workplace Access Fund Grant, please ensure: 

1. Any company legal officer/representation has reviewed our Legal Agreement (draft 
copy can be provided upon request), before you submit your grant application. In 
the past this process can take time and has caused delays in our grant process. 

2. Any internal finance officer/procurement department has adequate notice that your 
grant invoice MUST be submitted by Friday 5th December 2019. 

 
Terms and conditions of grant allocation will be forwarded with award letter notification. 
Grant will be paid on receipt of an invoice together with proof of expenditure in accordance 
with the application, e.g. dated receipts for the purchase of cycle storage and its on-site 
installation. 
 
The application  
In order to apply for the Southampton Workplace Access Fund Grant, please complete in 
full the application form and return to: 
 
Workplace Access Fund Grant  
Workplace Travel Plan Team  
Transport Policy 
Southampton City Council 
1st Floor, Civic Centre  
Southampton 
SO14 7LY 
 
 
 
Alternatively, please scan your completed grant form and email a pdf copy to 
workplaces@myjourneysouthampton.com 
 
 
The closing date for receipt of the application is Friday 6th September 2019. 
 
 
Any queries 
 
If you have any queries regarding the application process please contact Leon Girling  
on 023 8083 3837 or by email Leon.Girling@Southampton.gov.uk. 
  

mailto:Leon.Girling@Southampton.gov.uk
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4. Southampton Workplace Access Fund Grant application 
4.1 Business contact details 
 

Name of organisation applying for the grant?   

Organisation full address:   

Organisation postcode:   

Company registration no.   

Name of lead contact for grant application:   

Job title of lead contact:   

Lead contact’s email:   

Lead contact’s telephone no.   

 
 

Privacy Notice 
Southampton City Council is collecting this information in order to award and monitor grants and 
you may be contacted using the details provided, if further information is needed in order to do so.  
 
In performing this service, the council may share your information with other organisations or 
departments, but only when it is satisfied that it is necessary to perform a public task, or to exercise 
its statutory duties to do so. 
 
The council may also share your personal information for the purposes of the prevention, 
investigation, detection, or prosecution of criminal offences, but will not share your personal 
information, or use it for this, or any other purpose, unless provided for by law.  
 
More detailed information about the council’s handling of your personal data can be found in its 
privacy policy, available online at http://www.southampton.gov.uk/privacy or on request. 

 

Freedom of Information Act 
The Freedom of Information Act 2000 gives members of the public the right to request any 
information that we hold. This includes information received from third parties, such as, although 
not limited to, grant applicants, grant holders, contractors and people making a complaint. 
 
If information is requested under the Freedom of Information Act we will release it, subject to 
exemptions; although we may consult with you first. If you think that information you are providing 
may be exempt from release if requested, you should let us know when you apply. 

 
 
 
 
  

http://www.southampton.gov.uk/privacy
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4.2 Your organisation 
 

4.2.1 Total number of employee?   

4.2.2 Total number of staff on site grant used for?   

4.2.3 How many full-time staff?   

4.2.4 How many part-time staff?   

 

4.3 Staff Travel Survey  
 

 
Travel mode 

 How do your staff most commonly 
travel to & from work. 

Actual staff no. 

 How do your staff most 
commonly travel to & from 

work. 
Actual staff no. 

Walk     

Cycle     

Bus     

Park & Ride     

Park & Walk     

Train     

Car (Single Occupancy) Driver     

Car share – driver     

Car share – Passenger     

Ferry     

Taxi     

Motorcycle/scooter     

Total    % 
 

4.3.1 When was your staff travel survey completed (dd/mm/yyyy)?  [     /          /  ] 
 

4.4 Site audit 
 

4.4.1 Does your organisation own the site your 
grant will be used for? 

YES  NO  

 

4.4.2 How many spaces are there on site for the following: 

a) Standard car parking   

b) Disabled car parking    

c) Parking for car sharers   

d) Motorcycle parking   

e) Bicycle parking   
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4.4.3 Is the car parking on your site managed (e.g. permit system, 
essential users only or parking charges etc.) 

YES  NO  

If yes please provide details: 

 

 

 
 

4.4.4 If there is bicycle parking on site, how many of these spaces are: 

a) Covered YES   NO  

b) Secure YES   NO  

c) Lit YES   NO  

d) Near to the main entrance YES   NO  

 
 

4.4.5 Are there shower and changing facilities available for cyclists to use? YES  NO  

 
 

4.5 Your policies and strategies 

Date 

a) Do you have an Equal Opportunities Policy?  YES    NO  

b) Do you have a Safeguarding Policy?  YES    NO  

c) Do you have a Car Park Policy?  YES    NO  

d) Do you have a Sustainable Travel Policy?  YES    NO  

e) Do you have an Employee allowances Policy?  YES    NO  

f) Do you have a Travel Expenses Policy?  YES    NO  

g) Do you have a Smarter Working Policy?  YES    NO  

h) Do you have a Workplace Travel Plan?  YES    NO  

 
If you answered YES, please provide the date it was written and approved by senior leadership. 
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4.6 Changing Travel Behaviour  
 

4.6.1 Does your organisation offer any incentives for staff to walk or cycle? YES  NO  

If yes please provide details: 

 

 

4.6.2 Does your organisation offer any incentives for staff to travel by 
public transport? 

YES  NO  

If yes please provide details: 

 

 

4.6.3 Does your organisation offer any incentives for staff to car share? YES  NO  

If yes please provide details: 

 

 

 
 

4.6.4 Does your organisation run a Personal Travel Planning (PTP) Service for 
staff? 

YES  NO  

If yes please provide details: 

 

 

 
 

4.6.5 Are new employees provided with information on how to 
travel to the site by all modes of transport? 

YES  NO  

If yes please provide details: 
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4.7 Transport Issues  
 

4.7.1 What are the main transport issues that your organisation faces at this site (E.g. parking 
problems, access to the site, cost of business travel, lack of cycling facilities, no local bus service)? 

 

 

 

 

 

 
 

4.7.2 Has your staff take any steps to tackle/address these issues? YES  NO  

If yes please provide details: 

 

 

 
 

4.8 Your grant award 
 
4.8.1 Please describe the scheme, its aims and objectives and how it will support your 
organisation’s travel plan in no more than 150 words. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Aims, Objectives and how it will support your Travel Plan: 
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4.8.2 Please complete the following table with detailed costing for the proposed schemes. 

We require 3 quotes for all physical schemes of work to be submitted with your 

application. 
A signed statement that confirms match funding must also be attached. 
 

Quote 1 

Itemised list and total 
cost of each scheme 

(£s) 
 

Amount of grant 
applied for  

(£s) 

Amount of match 
funding secured  

(£s) 

Timescales 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

Quote 2 

Itemised list and total 
cost of each scheme 

(£s) 
 

Amount of grant 
applied for  

(£s) 

Amount of match 
funding secured  

(£s) 

Timescales 
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Quote 3 

Itemised list and total 
cost of each scheme 

(£s) 
 

Amount of grant 
applied for  

(£s) 

Amount of match 
funding secured  

(£s) 

Timescales 
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4.8.3 Please state how the scheme and Travel Plan will be monitored and reviewed 

in no more than 50 words. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.8.4 Funding summary 
 

Total Workplace Access Fund grant applied for? £ 

Contribution to be paid by your organisation/business? £ 

 

4.9 Sign off 
 
I understand the criteria for this application and confirm that the information supplied in 
this application is accurate. 
 

Full name:   

 

Job title:   

 
   

Signature:   
 

_______________________________________ 
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Please return your completed grant application form to: 
 
Email: workplaces@myjourneysouthampton.com 
 
Post:  
Workplace Access Fund Grant  
Workplace Travel Plan Team  
Transport Policy 
Southampton City Council 
1st Floor, Civic Centre  
Southampton 
SO14 7LY   
 
by Friday 6th September 2019. 

 
 
Also enclose: 
 

 Copy of Travel Plan and Action Plan 
 Signed statement confirming match funding (see page 17) 
 3 quotes for physical schemes of work 

 
Please attach additional sheets if required, numbering points as applicable and marking with 
the name of your organisation. 
 
 
Note: Successful applicants will be encouraged to share their progress at future Travel 
Plan Network meetings. 
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Organisation Declaration 
 

  Southampton Workplace Access Fund Grant Programme  2019-20                   
 

This statement confirming match funding is made between: 
 

1. Name of organisation:   

2. Address:   

3. Postcode:   

 
And  

Southampton City Council, Civic Centre, Southampton, SO14 7LY.  
 

A. We (above item 1.) will work with Southampton City Council’s, Transport Policy Team to 
implement a Workplace Travel Plan and will seek advice and support on how this will be 
drafted, monitored and reviewed. The Travel Plan will focus on our company site as listed 
above in item 2 & 3.  

 

B. We acknowledge that our Travel Plan MUST contain the following: 

 A site audit 

 Identify travel/transport issues 

 Undertake a staff travel survey 

 Set objectives and targets 

 Create an action plan 
 

C. We acknowledge we MUST undertake an annual travel survey with our employees to 
establish how they most commonly travel to and from work, and share the data with SCC . 

 

D. We MUST review the progress of our travel plan. 
 

E. We commit to sending representation to a minimum of two Travel Plan Network meetings a 
year. 
 

F. We commit to promoting and participating in the My Journey Access Fund teams active 
travel campaigns (e.g. Bosses on Bikes, Love to Ride etc.) 

 

G. We acknowledge all conditions listed within this grant application and sign this declaration 
accepting those terms. 

 

MATCH FUNDING DECLARATION 
On behalf of ______________________________________ (company name), I hereby declare that we 
will provide match funding to support the purchase of products, services, incentives, and measures 
linked to our travel plan as indicated in our grant application form, if our application to 
Southampton City Council for funding is successful. 
 
Signatory’s name:  ____________________________ 
 
Signatory’s job title:  ________________________________ 
 
Date:   ________________________________ 

 


