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ABOUT THIS MANUAL
The Sudbury Trip Reduction Network manual highlights the benefits of alternatives to the drive alone car
trip and outlines the specific steps needed for your workplace to set up, manage, promote and monitor a
trip reduction program. You can develop an effective program for your workplace even if your time and
resources are limited. Developing a trip reduction program provides an opportunity to exercise your
creativity and to perform a positive service for other employees and the community as a whole. 

Part I makes the business case for alternatives to the drive-alone car trip. Part II lists the alternate
commuting options available to your workplace. Part III outlines the basic steps required to develop and
implement a trip reduction program. Part IV describes the measures, including services, incentives,
marketing, facilities/equipment, and policies that could be utilized to encourage alternate commuting
options. Part V looks at various air-friendly actions outside the workplace. Part VI is a workbook that

provides several worksheets and forms that can help in designing and monitoring your program.
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1 MAKING THE CASE
1.1. WHAT IS A TRIP REDUCTION PROGRAM?
A trip reduction program is a set of measures designed to reduce motor vehicle trips to and from the
workplace by promoting the use of commute alternatives such as transit, carpooling, bicycling, walking
and telecommuting.  Measures are meant to make these alternatives more attractive and encourage their
use.  They include: services; incentives; marketing; facilities/equipment; and policies.

Trip reduction programs are as varied as the organizations that implement them.  The potential scope,
objectives, strategies and actions of a trip reduction program are all wholly dependent on an employer’s
physical setting, corporate culture and available resources. 

This guide does not prescribe a specific trip reduction program for every workplace situation. Rather, it
outlines a process for creating a program that is responsive to the needs of an organization and its
employees, and provides a "shopping list" of measures that can play a part in a trip reduction program.

1.2. BENEFITS FOR THE EMPLOYER
"What’s in it for me?" will probably be the first question management at your workplace will ask about the
program.  Some direct benefits to the employer are mentioned in this section.  Other, less direct benefits
are identified in the following sections – they reach the employer indirectly by improving employee
satisfaction, or by making the community a better place to live and work. 

Easier employee recruitment and retention
Not everyone can drive, and not everyone can afford a car.  Over 10 million Canadians don’t have a
driver’s license, and many more choose not to shoulder the financial burden of car ownership.  For these
people, non-driving commuter options are essential to reach a prospective job.  This has become a more
significant issue in the last two decades, as Canadian employers increasingly choose to locate in areas
further away from the downtown core where the quality of public transit service is much lower.  Trip
reduction programs are also seen as a distinct benefit by employees, and make a company a more
attractive place to work.  They can be a real help to workers when they or their employer move locations,
and can help to retain employees who might otherwise have to resign.

Improved employee productivity
Employees who have to meet a bus, carpool or vanpool schedule are more likely to arrive at work on time.
Studies have shown that employees who carpool have a chance to discuss work in a less formal way.
Health-related absenteeism drops as more employees walk or bicycle to work or when telecommuting is
an option, as employees who might otherwise miss work for personal reasons are able to work from home.
Telecommuters can escape office interruptions, and simply get more done during the day.

Improved employee wellness
Driving can be the cause of stress, tension and fatigue that diminishes employee health and productivity.
Happier, healthier employees improve the bottom line.

Reduced parking requirements
A reduction in employee parking demand can mean more parking spaces for visitors.  It can also save
money for employers that either lease parking spaces or maintain and supervise them year-round.

Reduced congestion in and around the worksite
Lower traffic volumes can mean reduced delay and improved safety on both public and private roads.

Reduced facility costs
An effective telecommuting program can reduce the number of employees that a worksite must house on
a given day.  This can translate into real savings in building construction, leasing and maintenance.
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1.3. BENEFITS FOR THE EMPLOYEE
By improving commuter options, you can directly benefit employees who take advantage of them. Even
employees who continue to drive alone to work will benefit by having a "safety net" of options to fall back
on, should they become unable to drive.  The following paragraphs describe some of the benefits available
to users of a trip reduction program. 

Financial savings
The basic costs of driving to work can include gas, vehicle maintenance, vehicle wear and tear, and
insurance premiums. The Canadian Automobile Association estimates that a Canadian commuter who
drives approximately 18,000km/year would pay over $2600 in annual operating costs.  Other costs,
including parking, are in addition to these figures – and monthly parking fees can range from $20 to over
$200 per month.

By comparison, carpoolers can split vehicle operating and parking costs.  Regular carpooling cuts gas
costs by at least 50% for any model of car.  Transit costs are usually less than $1,000 (and typically around
$700) per year.  Commuters who walk or cycle to work usually can keep their costs below $200 per year.
Telecommuters who work from home 6 days a month reduce 30% of work-related gas costs for any car.

Time savings
Commuting by car, except in congested cities with rapid transit systems, is usually faster than other
alternatives.  However, drivers have little ability to make productive use of their time behind the wheel. By
comparison, transit users and carpoolers can make good use of their time on the road by reading, working
or even catching up on sleep.  Walkers and cyclists turn their commuting time into workout time, perhaps
freeing up evening or weekend hours previously spent at the gym.  Telecommuters are the biggest winners
in the time department, by completely eliminating their commute and gaining extra time to spend as they
please.

Better health
Active commuters (walkers, joggers and cyclists) gain all the benefits of regular exercise.  On average,
Canadian cycling commuters ride almost 3 km to and from work, while walkers averaged about 1 km each
way.  Most transit users also walk for part of their trip.

Improved safety
Motor vehicle crashes are a major cause of injury and death for Canadians – in fact; they are the leading
reason for the death of those less than 35 years old.  The risk of fatality for a car occupant is 20 times
higher than for a transit passenger making the same trip.

1.4. BENEFITS FOR THE COMMUNITY
The following paragraphs describe some of the ways that trip reduction programs can benefit members of
the community-at-large.

Better air quality
Air pollution is now a major health concern for residents of many Canadian cities, and a costly burden on
our health care system.  The Ontario Medical Association estimates that air pollution in Ontario will result
in almost 5,800 premature deaths and cost the province almost a billion dollars (2005).  

Reduced climate change
Cars and trucks on our roads account for about 18% of Canada’s total greenhouse gas emissions (GHGs).
Every year, motor vehicles release more than 134 million tones of GHGs into the atmosphere.  One city
bus filled with passengers can take 40 vehicles off the road and keep about 50 tonnes of GHGs out of the
atmosphere each year.  Active commuters don’t generate any GHGs. 

Energy conservation
All commuter options use energy much more efficiently than driving alone, and will help to make our fossil
fuel reserves last longer.  On average a carpool saves 2000 litres of gasoline each year. That’s like
removing the gas used in one year by one of the following: 1.33 Saturns, 1 Ford Taurus, 0.75 of a GMC
Jimmy.
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Reduced congestion 
Congestion is growing in cities across Canada, along with its negative social and economic effects. Each
year, Canadians lose hundreds of millions of hours in personal time to congestion – with significant
consequences for their quality of life. Traffic congestion also slows trucks and other commercial vehicles,
costing Canadian businesses billions of dollars annually.

Lower infrastructure costs 
Building and maintaining roads and bridges is a costly burden that municipalities are finding increasingly
hard to bear without raising taxes. Less traffic means less wear and tear on our road network, and reduced
costs.

1.5. MYTHS AND REALITIES
Employers should bear in mind a few common "myths" and "realities" as they develop their trip reduction
program.

Myths
Myth #1: Trip reduction programs can be effective only at very large work sites.

Studies of existing trip reduction programs have not found any correlation between size of the work site
and success of the program.  Experience indicates that well-designed programs will be effective
regardless of the number of employees at the work site.  The key factors in the success of a program, such
as a good trip reduction coordinator and strong management support, apply for all work sites.

Myth #2: There's no way to implement a successful trip reduction program without good transit
service to the work site.

Clearly, good transit service is an asset.  But many sites have little transit service, or the available transit
does not link employees' homes to the work site.  Such work sites can implement effective programs based
upon carpooling, bicycling, walking, telecommuting, and compressed work week schedules.

Myth #3: The success of a trip reduction program is directly related to the number of measures in
the program and the amount of money invested

Studies of trip reduction programs have found little correlation between the cost of a program and its
effectiveness.  In fact, a well-crafted program that offers a limited number of appropriate measures may
be more effective than an unfocused program which provides a broad range of measures.  The amount of
money invested in a trip reduction program will clearly influence its success.   But other factors, such as
the energy of the trip reduction coordinator, the degree of management support, and the creativity of the
marketing effort appear to be just as important as the cost of the program.

Realities
Reality #1: You need to target your efforts.

The truth is that some commuters are die-hard drive alone; no matter how hard you try, they will never give
up their single occupant vehicle.  Your challenge is to identify those employees who may be persuaded to
use an alternative commute mode, find out what will motivate these employees to make the change, and
provide the necessary measures to accomplish this.  By concentrating on what is achievable, you can
focus your energy and resources where they are most likely to produce positive results.

Reality #2: You have to prioritize.

Few employers have unlimited resources to devote to trip reduction.  You will not be able to implement all
measures.  Be pragmatic.  You need to prioritize and figure out where you can get the most "bang for the
buck."
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Reality #3: Many employees cannot (or will not) use commute alternatives on a full-time basis.

Some employees can use commute alternatives on a full-time basis, but for many employees this is simply
not feasible.  However, they can still make a positive contribution toward the success of your program.
Promote the idea that each employee can be part of the solution by using a commute alternative at least
one or two days per week.  Employees are much more likely to respond if they feel that what you are
proposing is realistic and does not entail a major sacrifice or inconvenience.  Getting a significant
proportion of your employees to use a commute alternative one or two days per week can go a long ways
toward helping achieve the goals and objectives for your workplace.

Reality #4: Carpooling is the backbone of most trip reduction programs.

Most successful programs place a strong emphasis on carpools.  Carpools offer important advantages in
terms of flexibility, versatility, convenience, and cost.  Carpooling is the most realistic commute alternative
for many employees, and it is the most cost-effective mode from the standpoint of the employer.  Since
carpools use existing employee vehicles, they generally require no capital investment on the part of the
employer.

Reality #5: Financial incentives and/or disincentives are the most effective means to achieve a
significant shift in employee commute mode.

Information, encouragement, and support services are important elements of a good trip reduction
program.  They can persuade a certain percentage of employees to use a commute alternative.  But to
accomplish a large reduction in vehicle trips (greater than 5-10 percent), the trip reduction program will
generally need to include some type of financial incentive (e.g. transit and carpooling subsidies) and/or
disincentive (e.g. parking charges).  Financial incentives are also important because they demonstrate to
your employees that management is really committed to trip reduction and is willing to make a financial
investment to achieve it.

Reality #6: Parking management is critical.

If parking is free and plentiful, employees have little motivation to use commute alternatives.  Providing
free parking is like giving employees free gasoline to drive alone.  This undermines the effectiveness of a
trip reduction program.  Many employers are reluctant to deal with the issue of free parking.  However,
parking fees can fully fund a trip reduction program at no net cost to the employer.  Combining parking
fees with a transportation allowance provides the basis for an equitable package of transportation benefits
for all employees.

Reality #7: Your program must minimize "backsliding."

This key point is easy to overlook.  Helping employees continue to use alternative modes is just as
important as getting them to switch in the first place.  Without support and encouragement, employees who
switch to commute alternatives may revert to driving alone.  Recognizing and rewarding current users of
commute alternatives should be an important part of your program.  By minimizing "backsliding" you can
make steady progress in reducing vehicle trips, thus achieving and maintaining your goals and objectives.

Sudbury TRIP Reduction Network
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2 LIST OF COMMUTING OPTIONS
The three types of alternative commuting approaches are GROUP COMMUTING, SCHEDULE
CHANGES, and ACTIVE COMMUTING.  These options are designed to be flexible, allowing each
workplace to choose the combination that best suits its needs and circumstances. 

GROUP COMMUTING
Taking public transit
People tend to switch to buses when they have easy access to stops and stations.  Many people who drive
when they could take transit cite convenience as the main reason for their choice.  Companies can affect
their employee’s choice of transport by offering the following:
• transit tickets, passes, and travel information at work sites
• subsidies and incentives, for example paying for part of the costs of a monthly transit pass
• scheduled shuttle services, bicycles, and company-owned vehicles for work-related travel

Carpooling
Carpooling is most effective when; offices are located in areas that are poorly served by public transit;
groups of employees live within close proximity to each other; work schedules are similar; people are
somewhat flexible with their pick-up and drop-off times; and when cash incentives such as preferential
parking, free parking, direct cash and/or guaranteed ride home programs are offered.

SCHEDULE CHANGES
Telecommuting
Some degree of technological sophistication is needed at the company and among employees.
Employees’ work must allow for communication and data transfer via computers, phones, modems, and
fax machines.  This option is most effective where employees can work with limited supervision.

Flex-scheduling
Adjusting schedules or compressing the workweek reduces employee travel.  In some cases, employees’
hours of travel are outside peak rush hour times; in other cases the number of days that employees work
each week or month are cut.  Co-ordination with direct supervisors and the human resources department
is necessary.

ACTIVE COMMUTING
Walking and cycling
Companies can offer a few key incentives to encourage people to walk or cycle to work.  Providing shower
and change facilities, bike storage and a climate of cultural acceptance will encourage active commuting.

Sudbury TRIP Reduction Network
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3 ACTION STEPS
3.1. GETTING STARTED
So now you recognize the many benefits of planning a trip reduction program at your workplace and you
know the commuting options available to you.  You know that reducing the impact of daily commuting
results in a happier, more productive, less stressed workforce.  You’ve also learned that alternate
commuting modes can lead to reduced absenteeism and turnover, and more successful recruitment.

Now all you need to know is how to get started.  Let this outline be your guide.

1. Develop a work plan:
• Get management approval
• Assign a coordinator or team
• Assess worksite conditions (parking profile, transit access, bicycle facilities such as bike lanes, 

onsite bike parking, and current telecommuting patterns)

2. Distribute the employee survey in this manual.  Revise if necessary.  Attach a cover letter from 
management supporting the program and inviting employees to join.  An example is provided. 

3. Circulate and promote participation in the survey. 

4. Tabulate survey results and analyze commute modes, commute distances, and attitudes toward 
employee participation.  Find out why people drive to work, and what would induce them to switch to 
other options.

5. Based on these findings, determine the measures you will use to promote transportation alternatives.

6. Select appropriate goals, objectives and indicators to direct the program. 

7. Prepare an implementation schedule for the next 12 months.

8. Determine if financial resources exist for promotion and incentives.  Develop a budget.

9. Determine a trip reduction tracking mechanism or mechanisms and monitor results.  This will help you 
determine what modifications to make to improve your program’s results.

10. Plan a launch event.  Distribute posters, brochures and other promotional materials to promote the 
program.  

11. Don’t forget that ongoing promotion is the key to success.  Use the suggestions in this manual to guide 
your promotional activities.

12. Through the trip reduction coordinator make information available on an ongoing basis on carpooling, 
taking public transit, cycling and telecommuting, and the associated measures your workplace 
provides.

3.2. MANAGEMENT SUPPORT
While some trip reduction programs are largely employee-driven, senior management always plays a
crucial role.  At the very least, management must confirm that the commuter options or measures selected
are consistent with its business objectives, and authorize the commitment of time and resources.
Management can also set a positive example by using commute alternatives and promoting the program
to staff.  The various functions that management may be called on to perform are discussed below.

Approve a trip reduction program mandate
Management should provide a clear indication of support for your program.  This is particularly important
if your organization wishes to demonstrate community leadership.



Identify organizational needs and objectives 
By helping your trip reduction program to set directions that are consistent with organizational goals, a
foundation for long-term support is established.

Provide resources
This ensures that your trip reduction program will have appropriate (i.e. sufficient and predictable)
allocations of staff time and money.

Establish policy
Some elements of your trip reduction program may require changes to organizational policy or practice.
Many of these should be put in writing, in order to ensure clarity and equity among employees.

3.3. TRIP REDUCTION COORDINATOR(S)
Once a company has made the commitment to join the Sudbury Trip Reduction Network, it should assign
a trip reduction coordinator or coordinators. 

The coordinator is responsible for setting up and running the program.  Depending on the size of the
organization and the scope of the program, the coordinators’ duties should comprise about 5-10% of a full-
time job.  The coordinator looks at the company’s needs and financial situation before suggesting
measures (e.g., a computer ride-matching service). 

Then, the coordinator promotes the program and provides information to participants as well as on-going
support.  To allow for two-way communication and brainstorming, some organizations create advisory
committees that allow employees to provide valuable input.

The coordinator must have the authority and time to carry out all aspects of the program.  A number of
companies have learned that without sufficient empowerment – the ability to set and win budget approval,
authorize letters to clients (if, for example, employees have the discretion to cancel meetings on high
pollution days), persuade employees to return surveys – the program will be less effective.

The coordinator’s job is straightforward, yet crucial to the success of any program.  The coordinator could
carry out any or all of the following tasks:

• gather information, distribute/collect surveys, post communications
• choose options/incentives most suited to their company
• roll-out options whether they are carpooling, transit subsidies, or telecommuting
•  advertise and market the program to employees in order to create awareness and interest in the program
• assess and report changes in commute patterns
• modify options/incentives

From initial analysis to modification, the coordinator(s) leads the company through these five important
phases and uses the tools that correspond to each phase: Internal Analysis; Goal Setting; Implementation;
Promotion; and, Measurement and Evaluation.

3.4. WORKPLACE ASSESSMENT
To be successful, a trip reduction program must be based on a thorough understanding of your workplace.
Many workplace characteristics will have a real influence on how your employees commute.  Where it is,
what’s around it, what’s in it, and how it operates – each of these will help to define key opportunities and
constraints, enabling you to build a trip reduction program that meets your workplace’s unique needs.
There are three key dimensions of a thorough workplace assessment.

Workplace Location and Setting 
Your workplace’s physical and social environments will be important determinants of the direction taken by
your trip reduction program.  Key issues include geographic location, site accessibility by various modes
(road, transit, active transportation), and support available from external groups.

Sudbury TRIP Reduction Network

7



9

Sudbury TRIP Reduction Network

8
Workplace Facilities and Services 
The facilities and services available at your workplace can also influence employees’ commuting choices,
and missing or inadequate elements can impede the uptake of commuter options.  Key issues include
facilities and services for users of commuter options (walking and cycling commuters, transit users,
telecommuters, carpoolers), parking supply and management, teleconferencing and videoconferencing,
and on-site employee amenities.

Workplace Policies
Workplace policies, whether explicit or implicit, can have a significant impact on a trip reduction program.
Key issues include parking, local business travel, human resources management, telecommuting, dress
code, and work hours.

A comprehensive list of questions that can help to evaluate your workplace from a trip reduction
perspective is included in Section 6.

3.5. EMPLOYEE SURVEY 
Once you have a good understanding of your workplace, it is time to address another critical issue –
namely, commuter behaviour and attitudes.  To develop an effective trip reduction program, you will need
to know how your workplace’s employees get to and from work, why they do so, and what might convince
them to change. 

Employees generally choose their commute mode based upon three key factors: travel time, cost, and
convenience.  These factors are relatively objective; the cost, time and convenience of each mode can be
measured and compared.

However, employee commute decisions are also strongly influenced by subjective factors.  Employees
may be impeded from using commute alternatives by fear of trying a new and unfamiliar mode, negative
perceptions of transit or carpooling, concern about how to get home in an emergency, lack of knowledge
about options, or sheer inertia.

An effective trip reduction program includes measures that improve the time, cost or convenience of
commute alternatives in relation to driving alone, as well as measures that address the subjective factors.

Maximum employee participation in the survey is recommended.  The following strategies can help to
obtain the highest possible response rate:

• Tell managers why the survey is important, and ask for their help in delivering the message to employees.

• Inform staff that a survey will be conducted, for what reason and on what date(s).  Be very clear when 
responses are due.  Thank staff, in advance, for their cooperation and support.  Use official letterhead, 
signed either by the person or person(s) leading the trip reduction program, or by a senior executive.

• Assure respondents that survey information will be held in confidence, and that results will only be used 
in aggregate form.  Let them know that a report on survey results will be made available.

• Offer incentives to complete the survey, such as a small reward to every respondent or one big reward 
through a draw from respondents’ names.

• Remind employees of the deadline for responses, several times if needed.

An employee survey that can help to evaluate your employee’s behaviours and attitudes regarding their
transportation choices is included in Section 6. A sample cover memo to be given with the survey is
included as well.
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3.6. COMMUTER ACTIVITY INDICATORS
The consistent use of commuter activity indicators allows an organization to track changes over time, or
to compare itself to other workplaces or to local averages.  These indicators provide quantitative evidence
of the changes that have resulted from a trip reduction program, and can be used for marketing, reporting
or evaluation.  There are a number of standard ways to express commuter activity.  The following
paragraphs discuss them briefly.

Average vehicle ridership (AVR)
AVR is the ratio of the total number of people arriving at the worksite to the number of vehicles arriving at
a worksite, in a given time period.  A rising AVR means that more people are getting to work without driving.
AVR is expressed in terms of persons per vehicle, and is calculated as:

AVR = Number of persons arriving at the worksite
Number of vehicles arriving at the worksite

where the number of people arriving includes transit riders, cyclists, telecommuters, carpoolers,
vanpoolers, single occupant drivers, and pedestrians.

Single-occupant vehicle (SOV) rate
Commuters who drive alone to work are the principal concern of a trip reduction program. The SOV rate
shows the popularity of driving alone, is expressed in percentage terms, and is calculated as:

% SOV   =   100     X     Number of persons arriving at the worksite by single-occupant vehicle
Number of persons employed at the worksite

Auto occupancy
Auto occupancy describes the popularity of carpooling at your worksite.  A rising auto occupancy means
that more people are carpooling or vanpooling.  Auto occupancy is expressed in terms of persons per
vehicle, and is calculated as:

Auto occupancy    =     Number of persons arriving at the worksite by private vehicle
Number of private vehicles arriving at the worksite

Modal share
Modal share describes the rate of use of different modes by commuters.  It is easy to calculate and can
be clearly illustrated in reports and marketing materials.  Modal share (in percent) for a particular travel
mode is calculated as follows:

% Modal share by mode =    100   X     Number of persons arriving at the work site by mode
Number of persons arriving at the worksite

Vehicle-kilometres traveled (VKT)
VKT expresses the total distance traveled by the private vehicles used by employees in commuting to your
worksite.  VKT is often used as a basis for estimating the air quality and climate change impacts of a trip
reduction program.  It is expressed in vehicle-kilometres per day, and is calculated as:

Daily =  Number of employees who drive to work,  X  Average length of driver trips (km)  X  2 (trips per day)
VKT with or without passengers

3.7. BUDGET
Many trip reduction programs have only small incremental costs for most workplaces.  Others have costs
that are easily absorbed by everyday operations, without the need for special budgets. Still others do,
however, have significant costs.  The magnitude of required resources, and the process by which an actual
budget is set, will vary from one workplace to another.  If necessary, a no-budget option could be
entertained, although such a program is obviously limited in its scope and success. 
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One approach to reducing the uncertainty of cost estimates is through the use of pilot projects to test
measures that have the potential for substantial costs (e.g. telecommuting or vanpooling).  Estimating the
costs and benefits of a large-scale operation is much easier when direct experience has been gained
through a pilot project.  

The kinds of costs that should be considered when approaching budget planning may include:

Employee time
That of the trip reduction coordinator(s) and, if necessary, others involved in the trip reduction program.

Communications
Development, printing and distribution of materials such as websites, flyers and posters, as well as places
to put them such as bulletin boards, information stands or kiosks.

Special events
Table and chair rental, decorations, refreshments, public address systems, invitations.

Incentives
Raffle prizes or other rewards for program participation or survey completion, subsidized parking for
carpools & vanpools (a taxable benefit), subsidized transit passes (a taxable benefit).

Guaranteed ride home program
Contract fees with taxi provider.

New facilities
Bicycle racks or lockers, showers, change rooms.

Telecommuting
Networking and home office equipment, setup and inspection (note that these substantial costs are rarely
attributed to trip reduction program budgets, but rather to special budgets for corporate telecommute
promotion).

Vanpooling
Vehicle lease or purchase, maintenance, licensing, insurance and taxes (note that vanpool operations
typically recover their operating costs from users; non-recovered costs become taxable benefits in the
hands of users).

Parking management 
Installation of parking gates, card readers, ticket dispensers, hanging tags, as well as preferential parking
signs, striping and enforcement.

Computer hardware and software
Little is usually required outside normal office equipment, but examples of "extras" can include survey
software, ridematching software or website development.

Professional development
Membership in relevant organizations, conference attendance and training for the trip reduction
coordinator(s).

Office overhead
Floor space, furniture, telephone, photocopying and so on.
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COST SAVINGS
Don’t forget to budget for cost savings.  The following changes will most certainly result in cost
reductions for your company, some of them quite substantial:

• fewer leased parking spaces
• fewer parking spaces built and maintained
• reduced employee turn-over due to fewer commute hassles
• increased productivity due to healthier, more relaxed workforce
• increased productivity from implementing flexible work schedule

COST RECOVERY
You may also be able to budget for cost recovery opportunities, such as the following:

• increased parking fees
• collection of monthly fares if company vans are used for vanpooling

3.8. SETTING GOALS, OBJECTIVES and INDICATORS
Your trip reduction program should be based on a clear understanding of what it is meant to achieve.  This
understanding is normally expressed using goals, objectives and indicators – goals set a program’s high-
level direction, and objectives allow the quantification of success by measuring indicators.  Goals and
objectives may be changed from time to time, based on lessons learned or changes in circumstance.

Your goals should be linked to the needs and problems faced by the organization and its employees, and
to the benefits that the program is expected to yield.  Goals that are not tied to an actual need or desired
benefit are, in practice, not likely to be achieved.  An initial set of program goals can be created by
reviewing input received to date from employees on the subject of the alternate options and by meeting
with senior management to review challenges that could be addressed through a trip reduction program.

At their most useful, objectives exhibit five key characteristics: they should be specific, measurable,
achievable, realistic and time-bound (or SMART).  Such objectives can provide an excellent foundation for
a trip reduction program.  Some related considerations follow:

• Objectives that are specific and measurable allow your organization to monitor change in a quantitative 
fashion, and adjust course as required.  They also allow you to reflect on changes over time, and 
determine what actions yielded the greatest results.

• It is particularly important that objectives be achievable and realistic so that they reflect actual 
opportunities and constraints.  For example, if a survey indicates that only 25 percent of employees 
would consider commuting by public transit, then it would be unreasonable to set an objective of 30 
percent.  As a guide, it is not uncommon to set an overall objective of reducing the number of employees 
who drive to work by 10 percent.

• Objectives that are time-bound can help the monitoring process.  It may be useful to tie objectives to one 
or more timeframes – for example, one year (short-term), three years (mid-term) and five years 
(long-term).

Two illustrations of how goals, objectives and indicators can relate to each other are given below. 

Goal: Solve parking problem
Objective: Reduce peak parking demand by {quantity} by {date}

Indicator: Peak parking demand (number of vehicles or percentage of employees)
Indicator: Ratio of peak parking demand to parking capacity (%)

Goal: Increase use of non-driving options
Objective: Increase carpooling and/or vanpooling by {quantity} by {date}

Indicator: Average occupancy of arriving cars and vans (persons per vehicle)
Indicator: Number or percentage of employees who carpool or vanpool on an average day
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Another simple form of objective is a "milestone objective," identifying an action to be taken or a
deliverable to be completed by a certain point in time.  This kind of objective is measured using "yes" or
"no" terms, and can be useful for setting targets related to implementation, rather than results.  Examples
of milestone objectives could include the establishment of a ride-matching service within six months, or
the installation of new bike racks next spring.

SAMPLE GOALS, OBJECTIVES AND INDICATORS
GOAL: SOLVE PARKING PROBLEM
Objective: Reduce peak parking demand by {quantity} by {date}
• Peak parking demand (number of vehicles or % of employees)
• Ratio of peak parking demand to parking capacity (%)

GOAL: GENERATE LESS TRAFFIC
Objective: Reduce vehicle trips arriving or leaving in peak periods by {quantity} by {date}
• Number of vehicle trips arriving or leaving in peak periods
• Average vehicle ridership (persons/vehicle) in peak periods

GOAL: INCREASE USE OF NON-DRIVING OPTIONS
Objective: Increase transit ridership by {quantity} by {date}
• Number or % of employees taking transit on average day
• Number or % of employees who use transit occasionally/ frequently/ usually
Objective: Increase carpooling and/or vanpooling by {quantity} by {date}
• Average occupancy of arriving cars and vans
• Number or % of employees who carpool or vanpool on an average day
• Number or % of employees who carpool occasionally/ frequently/usually
Objective: Increase telecommuting by {quantity} by {date}
• Number or % of employees with formal or informal telecommuting arrangements
• Number or % of employees working remotely on an average day

GOAL: KEEP EMPLOYEES HAPPY
Objective: Increase employee commuting satisfaction to {quantity} by {date}
• Number or % of employees satisfied or dissatisfied with commute experience
• Number or % of employees who say commuting needs/habits do not interfere with their work
• Number or % of employees who view commuter options program as a reason not to work elsewhere
Objective: Reduce employee commuting costs to {quantity} by {date}
• Average monthly cost for commuters (observed directly, or estimated based on other data)

GOAL: IMPROVE BOTTOM LINE
Objective: Reduce parking costs to {quantity} by {date}
• Number of parking spaces in operation
• Monthly or annual parking operation and maintenance costs
Objective: Reduce employee absenteeism to {quantity} by {date}
• Average sick days per employee, overall or by commuter type
Objective: Reduce workspace costs to {quantity} by {date}
• Average floor space per employee

GOAL: REDUCE CORPORATE ENVIRONMENTAL IMPACT
Objective: Reduce air emissions from commuting by {quantity} by {date}
• Greenhouse gas emissions (total or per employee) from commuting on an average day
• Air pollutant emissions (total or per employee) from commuting on an average day
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3.9. MARKETING 
Marketing is vital to the success of your trip reduction program.  Good marketing will increase the
effectiveness of each program measure and maximize employee participation in your program.  Your
marketing campaign should educate employees about the true costs of solo driving and promote the
measures that your program offers to encourage use of commute alternatives.  An on-going marketing
effort is needed both to get employees to switch from driving alone to commute alternatives, and to
persuade them to keep using alternatives on a long-term basis. 

Marketing may be the single most important factor in determining the effectiveness of your program.  But
marketing cannot create a successful program by itself; you need to offer tangible services and incentives.

You can use a wide spectrum of activities and media in your marketing effort:

• bulletin board displays
• in-house mail and memos, voice mail, E-mail, etc.
• newsletter articles
• on-site commute information centre
• transportation fair (commuter fair)
• special events (e.g. Commuter Challenge)
• prizes, games, contests, awards
• new employee orientation
• competition between departments or with neighboring employers
• meetings with employees
• T-shirts, commuter mugs, key rings, refrigerator magnets, etc.

Costs
Marketing costs will vary substantially.  If your budget is tight, you can develop an effective marketing
program at relatively little cost.  The key ingredients-- enthusiasm, imagination, a clear theme--are free.
Most companies already have many resources and systems to communicate with employees.  Try to draw
on in-house talent and ideas.

You can also minimize marketing costs by taking advantage of the many free materials available by
coordinating your efforts with regional and national promotional events such as Clean Air Day, National
Commuter Challenge, etc.  Build your calendar of on-site promotions and events around these
regional/national events. 

3.10. MONITORING
Monitoring is critical to the successful, deliberate evolution of a trip reduction program.  

Monitoring can serve to:
• determine which program measures and alternative commute modes are effective
• determine whether the program’s goals and objectives are being met
• demonstrate the results of the program to management
• identify ways to improve the program

Monitoring is essentially a constant process and may be key events at regular intervals, such as monthly
parking counts or annual employee surveys.

MONITORING COMMUTER BEHAVIOUR AND ATTITUDES
Commuting behaviour and attitudes will change over time due to the trip reduction program, unrelated
workplace developments, and other external factors.  To ensure that your trip reduction program continues
to meet the needs of employees, it is important to track changes as they occur. 

The most basic aspect of monitoring is the regular repetition of key measurements taken at the program’s
beginning, such as surveys and ground counts.  This permits a comprehensive comparison of "before" and
"after" conditions. These data collection exercises can be labour intensive, and are typically done monthly
or annually depending upon the amount of labour necessary. 

Several of the most common types of monitoring are described.
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Activity Records
One basic form of monitoring is to track the activities associated with each element of your trip reduction
program.  It is best to track activities on a monthly basis.  Examples of activity records include:

• sales of transit tickets
• number of registered carpools and vanpools
• number of shuttle riders
• number of uses of guaranteed ride home service

Records of Employee Participation
While it is important to track the activities related to your trip reduction program, these activities do not
necessarily translate directly into changes in employee commute mode.  The annual employee
transportation survey provides one means to track changes in employee commute mode.  But to more
closely monitor the effectiveness of your program, you need to monitor employee commute mode on a
more frequent basis.

One good means to track the effectiveness of your program in changing employee commute modes is
through the use of employee participation cards to measure employee participation rates. These cards are
especially useful if your program provides a financial incentive that is based upon the number of times that
employees use commute alternatives (e.g. employees receive a subsidy of $1 per day for each day that
they use a commute alternative).   An example of an employee participation cards is provided in Section 6.

Feedback from Employees
Though less easily quantified than activity records or participation cards, feedback from employees is a
very important type of monitoring.  It provides a good way to determine employee awareness of your
program, get reaction and suggestions regarding specific program measures, etc.  Use a variety of means
to encourage employees to provide comments and suggestions on your program.  Consider holding
quarterly meetings open to all interested employees, forming an employee trip reduction advisory
committee, or offering a special prize to the employee who submits the best suggestion on how to improve
the program.

Some workplaces have conducted focus groups, to enable them to measure staff responses to program
ideas.  There have been examples of managers who learned through these focus group meetings that
employee response to the program was much greater than they thought.  Many employees had changed
their commuting habits, but had simply not bothered to register or claim the incentives that were being
offered.

Keeping the communication channels open is very important, but if group meetings or strategy sessions
seem too onerous, follow-up surveys are an easy alternative and can be of great help. 

MONITORING IMPACTS
A trip reduction program will have important impacts aside from changes in commuter activity. The goals
and objectives of the program will likely identify some of the impacts of interest to an organization, possibly
including:

• Total vehicle mileage reduced
• Gas money saved per employee using an alternate option to change driving habits
• Parking money saved by the company and by employees
• Total productivity improvements per participant
• Total reduced absenteeism
• Total pollutant emissions savings across the company and per participant

Measurement of your workplace’s program success may also include a measure of the percentage of
employees who have not only changed their commuting habits, but their at-work and home-based traveling
habits as well.



16

Sudbury TRIP Reduction Network

15

4 PROGRAM MEASURES
In order to change commuter behaviour, your workplace will have to introduce new ideas, shift old attitudes
and create the desire to try something different.  Commuters are creatures of habit, and people used to
driving their car to work are unlikely to suddenly start cycling, carpooling or taking transit without having
some real motivation in the form of education, opportunity, encouragement, incentives, and possibly
disincentives.  This motivation is delivered in the form of a "basket" of measures.  Even the most ambitious
workplace is not likely to attempt implementation of all the measures that are possible.  It is necessary to
select those measures that make the most sense in any given situation.

It is important to note that optimal results are not always achieved by picking measures that are most
popular among employees, or measures that have worked for another workplace nearby.  By carefully
considering the results of your own surveys and assessments, and by talking with employees and
management, your organization can decide what kinds of changes are needed most.  Then, by assessing
feasibility and acceptability, and by thinking about ways in which different measures might interact with
each other, an optimal group of measures can be identified.

4.1. RUNNING A SUCCESSFUL CARPOOL PROGRAM
Carpooling is an inexpensive, effective way to reduce the number of cars on the road and in your parking
lot.  The main reasons why more people don’t carpool to work are that their schedules don’t permit it, they
don’t like the idea of sharing their car with anyone, or they lack the information to get started.

Carpooling is not for everyone, particularly those with irregular schedules.  But for many people, it is a
viable alternative to the solo commute, and provides many benefits.  In addition to saving money,
employees in carpools arrive at work more relaxed and productive.  With the help of this guide, your
company can provide employees with the incentives and information they need to find partners and get a
carpool started.

Ridematching 
Ridematching means working directly with employees to facilitate the formation, expansion, and
maintenance of carpools and vanpools.  Remember that carpools are a key element in any
successful trip reduction program.  The trip reduction coordinator(s) should help identify and recruit pool
members, provide encouragement, resolve logistical problems, etc. 

Helping employees find potential carpool partners can be accomplished several ways.  Some methods are
simple and some are more sophisticated. 

1. Distribute and collect the one-page carpool survey in this manual.  Keep completed surveys in a binder 
in the coordinator’s office.  Interested individuals can look through the binder to find a match.  Attach a 
postal code map of the area.

2. Create a rideboard by enlarging a map or postal code map of the area.  Employees mark their home 
location with pins, and fill out the one-page carpool survey in this manual.  Completed surveys are kept 
beside the map.  Employees match themselves or enlist the assistance of the trip reduction 
coordinator(s).

3. Create an in-house ridematching electronic database that is accessible to all employees.  Postal codes, 
preferences, etc, would be included and employees can search the database to contact potential 
carpool partners or be matched by the trip coordinator(s).   You could also encourage employees to 
place carpool want-ads in your organization’s newsletter or internal website.

4. Companies can go to www.carpool.ca or www.carpooltool.com.  Initial set-up costs and monthly fees 
for usage are required.  Employees can go online, register and look for potential pool members. 
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Steps to Implement 
1. Assess the potential
Use employee survey data and home zip code information to identify clusters of employees who can
carpool.

2. Stimulate interest
Promote the benefits of carpooling and vanpooling to employees.  Describe the cost-savings, flexibility,
social opportunities and other positive aspects of carpooling.  Highlight the measures that you will offer
(preferential parking, guaranteed ride home program, etc.).  Emphasize ridematching in your new
employee orientation.  Make sure that employees know that the trip reduction coordinators will play an
active role in helping them form pools.  If you have an in-house ridematching system, be sure to promote
this service.

3. Generate ridematching requests
Distribute the ridematching form available in this manual with the employee survey or make ridematching
forms available at key locations around your work site that can be handed in to the trip reduction
coordinator(s).  

4. Provide matches
You can match employees via the regional ridesharing agencies or your in-house system. 

5. Be the catalyst
The trip reduction coordinator(s), must play an active role in ridematching.  Follow-up is critical!  Keep a
list of employees who request a new or an updated matchlist.  Contact these employees one or two weeks
after they receive their matchlists to determine if they've had any success in forming a pool.  Find out if
they have any good leads, or if they have even bothered to use their list.  (If the matchlist produced no
good leads, encourage the employee to request another matchlist based on an expanded search.)  If no
good matches are available at your work site, it may be possible to coordinate with neighboring work sites
to set up multi-employer pools.

6. Maintenance and support
It's important to keep your carpools and vanpools intact in the face of the natural turnover that will occur
as employees change jobs, move their homes, and shift their work schedules.  Maintain a registry of all
carpools and vanpools at your work site, with a designated contact person for each pool.  Check with each
contact person on a regular basis; help troubleshoot any problems, and fill any vacant seats.  Promote the
ridematching site to employees on an ongoing basis to get the best results.

TIPS FOR A SUCCESSFUL CARPOOL
Successful carpooling requires ground rules to be set and agreed upon by all carpool members.

1. Schedule a Meeting
Get together to introduce yourselves and plan your carpool.

2. Determine your Route and Schedule 
Establish the morning pick-up point(s).  Try to choose a mutually convenient meeting place. Either pick up
each carpooler at home, or meet in a central location like a carpool lot.  Designate a place or places to
meet for the trip home.

3. Establish Clear In-Car Policies
The little things can mean a lot, so don’t overlook choice of radio station, leg-room, smoking policy, food
and drinks, starting time on bad weather days, etc.

4. The Golden Rule 
Agree that your carpool serves one purpose only: commuting to and from work.  Do not expect your
partners to make side trips for shopping or errands, unless firmly agreed upon.

5. Agree on Cost Sharing 
Determine how much money will change hands, whether it’s a per kilometre charge or just sharing gas
and parking costs.  Agree when this is to be collected and stick to it.
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6. Create a Back-Up Plan 
Make sure everyone has exchanged work and home phone numbers, and agree on what happens in the
event of illness or delay.

7. Common Sense Stuff
Be prompt and don’t honk.  If the driver is on time and passengers are ready and waiting, there’s no need
for the horn.  Set a waiting time limit and everyone will get to work on time.

8. The Driver’s Seat 
You may want to arrange a permanent driver, or you may prefer to share the driving duties.  If there are
members who wish to alternate driving, decide if you want to alternate on a daily, weekly, or monthly basis.

9. Insurance Coverage 
Check with your insurance agent to make sure you have the proper coverage — most of us do.
If you’re no longer driving your car to work, check to see if your insurance agent offers a discount.

10. Vehicle Maintenance 
Ensure that your vehicle is properly maintained.  A well-maintained car is safe, reliable and comfortable.
It’s also better for the environment.

11. Time to Take Off
Give the carpool a few weeks to get going.  It usually takes a while to work out any "bugs" and to create
a truly great carpool.  If, despite your best efforts, it isn't working - try again with another carpool.

4.2. GUARANTEED RIDE HOME PROGRAM (GRH)
One of the reasons people are hesitant about carpools is they fear they will be stranded by a late meeting,
or will not be able to leave in case of emergency or illness.  This obstacle can be overcome by providing
a guaranteed ride home service to employees. 

There are several options for providing an employee a guaranteed ride home, including subsidized taxi
fare, the use of a company car or rental car, and transit.  The mode for the ride home is often determined
by the length of the ride.  Generally, taxis are better for employees that live less than 20km from the work
site, with car rentals used for trips greater than 20km.  For those employers with numerous vanpools or a
fleet of vehicles, other arrangements can be made.

The GRH program's effect on the number of users per vehicle is indirect because it does not actually
eliminate any vehicle trips to the work site.  However, many employees are reluctant to even use
alternative commute modes for fear of being stranded at work in an emergency. Providing a GRH program
alleviates this concern and could spur more employees into alternative commute modes.

Studies show that GRH services are seldom used, but provide an important incentive for people to join
carpools.  If usage is high, revisit your policies to place an annual limit on usage, or invoke a cost-sharing
agreement with employees.

Costs
Generally, providing a GRH program for your employees is inexpensive because the service is not used
very often.  To further control costs, some employers limit the number of times an employee may use the
GRH incentive, or require a co-payment to ensure that the GRH benefit is not abused.  Co-payment could
be required only after a certain number of uses by an employee.

The cost of a GRH also depends on the criteria for its use.  Some employers allow use of the GRH only
for family emergency situations.  Other employers expand the range of justifiable uses to include overtime,
breakdown of a carpool or vanpool vehicle, and other situations.

For smaller employers, the cost may be as low as $250-$500 per year, or even less. For larger employers
where the service is used more frequently, it could cost several thousand dollars per year.
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Employers can hold down costs by working together to administer a GRH program.  Several employers
joining forces may be able to negotiate reduced car rental rates or taxi fares by having a larger pool of
potential users of the service.  

If you're using fleet vehicles to run the GRH program, the costs involve the extra maintenance required on
the cars plus accelerated depreciation.  Insurance costs may also be affected.

Steps to Implement 
1. Decide on the level of benefits to offer.  You need to determine exactly what benefit you will offer in 

guaranteeing a ride home.  You may choose to offer employees an unlimited number of free rides 
home, or you could limit the total number of trips in a year or require employees to make a co-payment, 
thus reducing the costs.

2. Consider which employees will be eligible.  In developing your program, you need to set eligibility 
criteria.  Will all employees who did not drive to work be eligible, or do you want to limit eligibility to 
those employees that use a commute alternative at least 2, 3, or 4 days a week? Some companies 
require their employees to enroll in their trip reduction program to be eligible for the GRH.

3. Determine valid reasons for use of GRH program.  Providing a GRH usually conjures up images of the 
family emergency that an employee needs to tend to immediately.  However, there are other situations 
where offering a GRH may be appropriate, including unscheduled overtime, a missed carpool or 
broken-down carpool vehicle or bicycle, or an on-the-job injury to an employee. Be sure to clearly define 
the circumstances that qualify for a GRH.

4. Determine mode.  The following modes are possible: taxi, fleet vehicles, rental car, or transit. You 
should involve legal counsel in the selection of an appropriate mode.  There may be certain liability 
issues that arise depending on the choice of the mode.

5. Decide how payment will work.  There are several payment options, depending on the means of 
transportation used for the guaranteed ride home.  For taxis and car rentals, a voucher system could 
be implemented where you supply the employee with a voucher that is valid for cab fare or a car rental, 
and then the taxi or car rental company invoices the employer.  Conversely, the employee could pay 
for the cab fare or car rental and then be reimbursed by the employer.

6. Decide your budget based on resources available and options provided.  As noted previously, GRH 
programs are usually inexpensive to operate.  It is ultimately up to the employer to determine just how 
much money will be spent on a GRH program.  GRH programs become more expensive as more 
situations qualify an employee for a GRH and more options are provided for the GRH.

7. Market your program.  Once you've done the leg-work getting the program organized, you need to 
market it as a service to your employees.  To encourage your employees to use commute alternatives, 
let them know they have the "GRH insurance policy."

4.3. PARKING MANAGEMENT
Parking management involves changing prices and space allocations to meet certain goals. Plentiful and
free or cheap parking encourages everyone to drive.  Promoting carpools should involve changing parking
fees and allocation to benefit high-occupancy vehicles.  Studies have shown that free parking is the
biggest deterrent to carpooling and transit use.

Parking Supply 
By proactively managing the supply and demand for parking, your organization can create a valuable
incentive for commuter options such as carpooling and vanpooling.  It can also create a serious
disincentive for driving.  Employee parking supply is usually determined by a workplace’s specific needs
and influenced by its location, the cost of land, neighbouring land uses, and municipal parking by-laws that
specify minimum and/or maximum parking requirements.

Suburban workplaces typically have large, open parking lots and a number of spaces that exceeds
demand.  By comparison, workplaces in a downtown location may have limited land available and a
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parking supply that fails to meet demand.  This situation often leads to employee parking in adjacent off-
street parking lots or on-street parking spaces, or on-street in nearby residential areas.  Some downtown
employers only provide parking for specific groups such as executives or sales staff.

For these reasons, commuters will have varying perspectives on parking supply and availability.  Those
who work in the suburbs normally expect parking to be available if they commute by car, and may be upset
by an insufficient parking supply.  On the other hand, downtown workers are more likely to view driving as
a discretionary choice, and are unlikely to expect guaranteed parking.

The use of parking supply strategies to enhance your trip reduction program requires careful assessment.
Actions that simply reduce parking supply to less than the level of demand will likely just divert employee
parking to other locations (such as residential streets, which can be problematic), and may create unrest.
It is more constructive to view parking supply reductions as a natural follow-up to successful "carrots" (or
incentives) that have increased the use of commuter options and reduced parking demand, yielding
excess capacity that can be removed without upsetting employees.

However, an organization that expands a facility or moves location entirely may choose to reduce costs by
providing less employee parking than "natural" demand levels would require.  The provision of a lesser
amount of parking may be more acceptable to current or future employees if it is accompanied by a
thorough trip reduction program.

Parking Pricing
Making drivers pay for parking is perhaps the most effective way of getting commuters to re-think their
options.  The vast majority of Canadian employers now provide free parking for employees, thereby
subsidizing automobile commuters.  However, an organization that starts to charge for previously free
parking will face internal controversy and negative employee feedback.  Employers are often unwilling to
charge for parking simply because their competitors don’t and because they expect parking fees to harm
their efforts to recruit and retain employees.  It is possible, however, that some employees may be more
accepting of parking charges if the revenue is used for measures that improve other options, such as a
transit pass subsidy or the addition of showers and change rooms.

At worksites where parking is not free, the provision of a discount for carpools and vanpools can be a very
effective incentive for ridesharing.  Where the parking lot is managed externally, such a discount may have
to be at the employer’s cost, which would create a taxable benefit for the favoured employees.

Preferential Parking 
Preferential parking spaces recognize and reward trip reduction program participants, and create a visible,
permanent reminder of the program itself.  Preferential parking spaces are typically the most convenient
spaces sought after by employees, such as those next to a major building entrance or in a parking garage.

Preferential parking is a particularly strong incentive where the general parking supply is limited, or where
huge parking lots create long walking distances for some drivers.  In small parking lots, the convenience
of preferential parking might only be a small incentive – however, the signage used to identify the spaces
can raise the visibility of the trip reduction program.

In an organization where employee parking is managed externally (such as in a multi-tenant office
building), the trip reduction coordinator will have to negotiate the provision of preferential parking spaces.
This task would likely be easier with the active involvement of other organizations that use the parking lot.

Eligibility 
It is important to clearly define who is eligible to use preferential parking spaces, and to communicate the
eligibility rules to employees.  Traditionally, preferential parking spaces are reserved for carpools and
vanpools.  However, other program participants such as full-time telecommuters (who must visit the
workplace occasionally) or alternatively fueled vehicles can also be included.  These eligibility decisions
must be based on your specific workplace characteristics and program goals.

Eligible employees should have to register in order to use preferential parking spaces, providing the
names of carpool members and the license plate numbers of the carpool vehicle(s).  At least once a year,
the list of registered carpools and vanpools should be updated in order to purge names of people who have
left the company, or no longer meet the eligibility criteria for other reasons.
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The following paragraphs discuss several key issues related to eligibility that frequently arise in trip
reduction programs.

Minimum Occupancy Considerations
The minimum number of occupants required to qualify for carpool parking (usually two or three) is a
fundamental issue.  North American employers commonly use a minimum occupancy of two persons,
providing an incentive for all carpool participants.  Two-person carpools, while not as beneficial as three-
person carpools, still require commitment and offer significant benefits (e.g. a 50% reduction in parking
requirements and environmental impacts).  A two-person eligibility rule also maximizes both the number of
employees rewarded and the number of preferential parking spaces, thus increasing their visibility.

"Part-Way" Carpooling
Drivers who carpool part of the way to work, but drop off their passenger and arrive at work as a single-
occupant vehicle, may ask to be considered as a carpool. For example, many drivers will drop off a spouse
or neighbour on the way to work and arrive without a passenger; such drivers are generally not eligible for
preferential parking because the activity is impossible to verify and monitor.

A variation on this issue occurs when the "part-way" carpool passenger is another employee of your
organization who gets out at a different worksite. In this case, the carpooling activity can be verified and
monitored by confirming directly with the passenger; the driver should thus be eligible to use a preferential
parking space. Mandatory carpool registration will help control this situation, and limit the potential for
abuse.

DESIGN AND SIGNAGE
The following paragraphs highlight some guidelines for the design and signage of preferential parking
spaces.

Number of Spaces
The supply of preferential parking spaces should always meet or exceed demand, as determined through
commuter surveys and/or observation.  The existence of empty preferential parking spaces in a visible
location ensures that no carpool will go unrewarded, and also reminds other drivers of the benefits of
carpooling.

Location of Spaces
Preferential parking spaces should be as close to building entrances as possible.  They may be located
next to accessible parking spaces for disabled persons or high priority customer parking areas.  The most
desirable parking spaces are usually those that fill up first in the morning.

Definition of Spaces
The physical limits of the preferential parking area should be clear.  If possible, designate an entire aisle
or section of the parking lot.  The sporadic placement of single preferential parking spaces all over the site
is frustrating for drivers trying to find an unoccupied space, and can be difficult to monitor.  Some
workplaces choose to number the preferential parking spaces and assign a space to each carpool.

Signage 
The use of signs that clearly identify preferential parking spaces will make monitoring and enforcement
easier.  Employees must recognize the signs and understand what they mean. Signage for preferential
parking areas can either be custom-made or purchased off-the-shelf from sign suppliers.  Special
pavement markings can help to reinforce the nature of preferential parking spaces, but are not legally
enforceable and should only be used in addition to proper signage.
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ENFORCEMENT
Enforcement of preferential parking spaces prevents abuse and maintains the value of the incentive for
intended users.  Once the eligibility criteria are set, related policies are communicated to employees, and
appropriate signage is installed, the success of preferential parking will rely on enforcement.

Effective enforcement is based on having some form of pre-determined and understood "penalty" for
violations.  This penalty could be monetary in nature, or could be achieved through other disincentives
written into corporate policy.  Monetary penalties are more easily enforced if security staff obtains by-law
status and issue municipal parking tickets, or if municipal by-law staff are called in to issue tickets directly.
These tickets can be followed through, when necessary, in a court of law.  Another option is to follow
whatever procedures normally apply to employees who violate corporate policies; applicable penalties
may range from meetings with human resources staff, to suspension.

Effective enforcement will require your organization to address the following issues:

Signage and Definition of Preferential Spaces
Without proper signage, it is not possible to enforce preferential parking.  Employees must be able to
locate and recognize preferential parking spaces.

Clear Communication
All employees must understand the corporate policies related to the use and violation of preferential
parking spaces.

Identification of Eligible Vehicles
Enforcement staff must be able to identify ineligible vehicles using preferential spaces.  Generally
speaking, it is better to identify eligible vehicles with a badge (e.g. a sticker or rear-view mirror "hangtag")
than to manually check license plates against a list of eligible vehicles.  There are several ways to
distribute a badge:

• Give a badge to each registered vehicle.  This allows abuse if a single carpool has several registered 
vehicles (i.e. driving responsibilities are rotated).

• Give a badge to each registered carpool or vanpool participant, and require multiple badges to be 
displayed in vehicles using preferential parking spaces.  This lessens the possibility of abuse, as 
employees may be unwilling to "lend" their badge to a colleague.

• Give a badge to each carpool or vanpool, allowing it to be transferred among different vehicles used
by the carpool or vanpool (where applicable).  This approach also limits the potential for abuse.

Regardless of the approach used, badges should have a time expiry attached and their owners should be
required to renew them on a seasonal or annual basis.  This allows periodic updating and verification of
the carpool or vanpool’s existence.  As well, employees who leave the workplace should be required to
turn in any badge allocated to them.

Regular Monitoring 
Have preferential parking monitored regularly by security or facilities staff, or by the trip reduction
coordinator(s).  The trip reduction coordinator(s) should also monitor the preferential parking registration
system to ensure that only eligible users possess badges.

Follow-Through
Actively pursue any penalties outlined in the preferential parking policy, or they will quickly lose their ability
to deter ineligible users.

Ongoing Communication
Continually remind employees of relevant policies.  Reporting violations as they occur (perhaps monthly)
allows employees to see that the system is actively monitored.
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4.4. INCREASING TRANSIT RIDERSHIP
In many Canadian cities, public transit is the most important alternative to driving to work.  It is the only
mode of travel that provides comfortable, flexible, affordable, year-round travel for persons of all ages and
abilities, and it has several advantages over automobile travel:

• Transit is the safest way to travel in cities.
• Transit is energy-efficient, and is at the forefront of new electric technologies for transportation.
• Transit is affordable, typically serving passengers for less than a thousand dollars per year, and in 

many cases for just a few hundred dollars.
• Transit accommodates persons of all ages and abilities, and is the only practical means of travel for 

thousands of disabled Canadians.
• Transit supports the use of walking and cycling.

Regular transit riders do not need parking spaces.  This means big savings to most employers.  To actively
encourage more employees to use transit, incentives are needed.  Convenient access to frequent transit
may not be available at your worksite.  Larger employers may be able to negotiate with transit authorities
to improve service, particularly in conjunction with incentives.  But for most employers, simpler solutions
can increase transit ridership.

On-site information and sales
Make information available to employees on transit routes, schedules and fares.  The trip reduction
coordinator(s) could provide individualized route information, including transfer locations, schedules and
fares.  Also, by arranging with the local transit provider to sell transit passes and tickets on-site employers
provide a real convenience for transit commuters.  It means that employees do not need to find a store
that sells transit fares and that transit users who usually pay cash fares can save a bit of money by
acquiring tickets easily. 

Trial Use
Encourage trial use of transit to help people overcome their reservations about using transit. Organize a
Transit Day, provide free transit fare, organize a draw using transit transfers, and have some fun.

Publicity
Publicize how much money can be saved by taking transit instead of a car. The CAA says the average
cost of car ownership is over $9,200 per year (2005).

Subsidies
Subsidize transit passes by a certain percentage or dollar amount.  It is a benefit that distinguishes your
workplace from competitors in the race to attract qualified employees; it can also reduce parking costs and
end up saving money for the employer as well as for employees. Note that transit pass subsidies are
considered a taxable benefit in Canada, and that this can reduce the net benefit to employees.

Transit stop amenities
Ensure local transit stops are sheltered and well lit.  If employees know they will be sheltered from the
elements (such as rain, snow, sun and wind), and their safety is not at risk, they will be more likely to take
transit.  If the transit stops serving your workplace lack any of these features, contact your local transit
agency to see what improvements are possible, perhaps by sharing costs with nearby employers.

Moving locations
Finally, think ahead.  If your company is relocating, consider how accessible your new site will be to transit.
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4.5. PROMOTING FLEXIBLE WORK HOURS

AND TELECOMMUTING
FLEXIBLE HOURS
Flexible work hour (FWH) programs provide alternatives to the regular, nine-to-five, 35 to 40-hour work
week. They address trip reduction targets either by shifting the hours during which employees travel to and
from work, or by eliminating some trips altogether.

There are several types of flexible work hour programs. 

Flex time
Employees on flex-time generally choose their own daily work period within company-set limits. The
responsibility is theirs to work their required hours within any given work day, pay period or work week.
Usually, attendance during certain core hours is required to facilitate communication with other employees,
but beyond that, the employees’ work is left up to them, within whatever limits or constraints their employer
decides.

Staggered work hours
In these programs, staggered start and end times are assigned, at 15-20 minute intervals, to whole
departments or individuals within departments. Staggered schedules reduce congestion, not just on roads,
but also in company parking lots and other facilities such as lunchrooms. They also allow the company to
offer an extended customer service day.

Compressed work weeks
A compressed work week schedule permits employees to complete their required number of working hours
in fewer days per week or pay period. Employees may work four 10-hour days instead of five eight-hour
days, or work nine days out of 10. Compressed work weeks contribute to trip elimination by removing
vehicles from the commute altogether on days those employees take off.

Steps to Implement
1. Select the program(s) that can work within your organization.

2. Solicit management support for and decision on further consideration of a program or 
set of programs.

3. Involve employees (collective agreements may be affected).

4. Refine selected program(s).

5. Set flexible work hour policies and procedures.

6. Review operational needs of each work unit.

7. Determine employee interest.

8. Program implementation.

9. Initiate promotion/orientation sessions.

10. Address individual concerns and hardships.

11. Start the program(s).

12. Monitor the program(s) and make adjustments as needed.

Considerations for Implementation
Instituting a flexible work hours program has much greater implications for change in your workplace than,
for example, extending preferential parking to carpools. For this reason, venturing into such a program
should be a cautious and careful process. 
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One sensible early step for the trip reduction coordinator(s) is to form an in-house steering committee of
representatives from senior management, unions, legal counsel, accounting and the employee group to
be involved. Review any labour code regulations that might have an impact on what flexible work hour
programs coincide with legal standards and practices. The job of this committee is to review the
alternatives on both policy and practical levels. Its recommendations should be drafted as company policy.

Here are some issues to consider:

Accountability
Special considerations should be given to accounting for employee performance - what constitutes proper
conduct should be clear from the beginning.

Bandwidth
Determine what time the company workday officially begins and ends. A longer bandwidth - the time span
during which employees may be on the job - may enable employees to commute outside of rush hours.

Banking Hours
Decide whether employees may credit or debit hours from day to day. Will the program allow employees
to vary the number of hours worked each day as long as they work the requisite number of hours within
each pay period?

Core hours and days
Specify the hours when all employees must be at the worksite. These hours should take into account the
need for company-wide meetings, or interaction with the public.

Coverage
Ensure all necessary coverage for phones, reception, cooperative tasks and public interaction to
compensate for scheduled absences. Failure to do so is one of the most common reasons why FWH
programs are discontinued.

Employee choice
Decide how much flexibility the program can offer employees. Although employee choice of arrival and
departure times generates strong program satisfaction, it can also make programs more difficult to monitor.

Monitoring
Before full-scale implementation, put each program to at least one six-month trial. Have the committee
review the results and make any necessary adjustments. Conduct periodic surveys to gauge employee
attitudes about the program. Supervisors’ memos detailing productivity, absenteeism and overtime
statistics are also good monitoring tools.

TELECOMMUTING
Rather than bringing employees to work, why not bring the work to employees?  Instead of commuting by
car, employees can "commute" by telephone while working at home.  Telecommuting usually involves
selected employees working at home one or more days per week on a regular basis. 

Telecommuting is gaining popularity as more and more employers and employees realize the benefits.
Part-time telecommuting programs are the most likely to succeed.  Telecommuting can work for many
types of jobs and tasks and at all levels of a company.  Some of the job tasks suitable for telecommuting
include: phone work, reading, writing, editing, data entry, data processing, data coding, and research.       

Benefits to employers include employees’ increased productivity due to fewer distractions, decreased
absenteeism, increased morale, and decreased turnover since the employer can accommodate employee
needs, as well as a competitive advantage in recruitment.

Telecommuting reduces employee commutes, costs and stress.  Employees come to the workplace for
meetings, for consultation with colleagues and supervisors, to use corporate files and office equipment,
and to deliver completed work.
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Is there interest in your company among employees and management?  How much additional equipment
would need to be purchased to make home offices operational?  Is there sufficient work that can be done
independently with minimal supervision?  Once questions such as these are answered, your company may
be ready to move ahead with a telecommuting pilot project.

Costs 
The primary costs to the employer to implement a telecommuting program include:

• staff time for design, oversight, and evaluation
• training telecommuters, supervisors, and managers 
• equipment purchase or lease (phones, computers, fax machines, etc.) 
• phone costs

Equipment needs will depend upon the employee and their job.  In many cases employees have all the
necessary equipment at home already.  In other cases, employees may be willing to pay for all or part of
the equipment costs in exchange for the benefits of telecommuting and personal use of the equipment
(e.g. a computer) at other times.  Employers could arrange for discounts through dealers or vendors.  A
pool of portable laptop computers for all telecommuters may be an option as well.

Only frequent telecommuters and those who use the phone extensively (particularly with a modem) may
need a second phone line.  Start up costs per telecommuter can be as low as $0 to $50 for a telecommuter
who only needs office supplies and maybe an answering machine and can use their existing phone. 

Start-up costs for employees that need computer equipment may be $1,500 to $3,000.  On the high end,
costs could be $3,000 to $7,000 for computer equipment, modem, software, fax machine, a second phone
line, and more.  Monthly costs will largely depend upon the amount of phone charges.  Costs could range
from next to nothing to $200 per month in overhead and services.
Telecommuting can reduce costs to employers.  Many organizations find that telecommuting increases
productivity.  Reported productivity increases often average from 10 to 20 percent and can be as high as
40 percent. The monetary benefits of these improvements are difficult to quantify, but are significant.

Telecommuting can reduce costs to employers.  Many organizations find that telecommuting increases
productivity.  Reported productivity increases often average from 10 to 20 percent and can be as high as
40 percent. The monetary benefits of these improvements are difficult to quantify, but are significant.

Some telecommuting programs can result in reduced office space requirements, perhaps savings from
$1,500 to $6,000 per year.  Telecommuting can improve employee retention, which can save employers
money.  The cost of recruiting and training a new employee may range from $20,000 to $25,000 and can
be significantly higher for some professions, such as a skilled programmer. 

Steps to Implement 
Listed below are suggested steps for establishing a telecommuting pilot project:

1. Prepare a telecommuting proposal and obtain management support.  To help prepare the proposal, 
establish an implementation committee and define pilot program parameters.  Develop policies and 
procedures.  As part of the policy, develop selection criteria for participants and evaluation criteria.  
Determine equipment and technology needs and develop resource and reference material.

2. Recruit and train voluntary participants (how to assign work, manage without direct supervision, deal 
with distractions from home, use required technology, etc.). If this is a pilot project that will be 
evaluated, select a control group to use as a basis for comparison.

3. Lay out relevant information for co-workers, customers and families.

4. Solicit and assess feedback from participants as pilot proceeds. The evaluation can include written 
surveys, interviews, or focus groups.  Analyze and prepare the results of the evaluation and present to 
management.

5. Monitor the program and make adjustments to policies where necessary.  Develop plans to implement 
full-scale telecommuting.  Obtain approval from management to expand and formalize the program.  
Depending on your company’s structure, think about including representatives from human resources, 
information technology, labour relations, corporate communications, and facilities management.
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4.6. ACTIVE TRANSPORTATION
Active transportation refers to any means of travel that is human-powered.  For commuting purposes, the
most common forms of active transportation are walking, jogging, cycling, and in-line skating.  Other forms
include wheeling (wheelchair use), ice skating, cross-country skiing and paddling (canoeing or kayaking).

Providing parking to employees is expensive.  In comparison, facilities that encourage employees to cycle
to work are extremely inexpensive and offer additional benefits, such as healthier employees.

Establish a secure area for bicycles outside or inside.  Outdoor bike racks may not offer enough security
for serious cyclists.  Survey the cyclists before you choose a bicycle parking system. Good design and
appropriate location are the two main considerations.

Consider a fenced, covered area outside, or outdoor bike lockers.  Some employers provide indoor, locked
bike rooms.

Provide a change area, and consider showers for those who cycle, run or walk to work.  You may also
provide cyclists and walkers with access to nearby fitness centre facilities.  Is there enough room in a
washroom to add a shower stall?  If there is not enough demand to justify these facilities, you may want
to look into converting an underused store room into a bike storage or locker room.  Offering a place to
dry wet clothes is also important to cyclists.

In addition to providing facilities for cyclists, there are other incentives to consider:

Subsidies
Offer a cash subsidy that can be put toward purchasing a bicycle, repairs, or bicycle commuting
accessories.

Credits
Allow cycling or walking "credits" to be exchanged for time off.

Certificates/Milestones
Tally the kilometres clocked by cycling or walking employees, and offer certificates when they reach
milestones like "I cycled across Canada on my way to work."

Maps
Many municipalities publish cycling maps, which outline recommended cycling routes, and offer
safety tips to urban cyclists. If these are not available, your company could make up your own
maps of the area.

4.7. REWARDS
Everyone likes to be rewarded when they do something right, and building rewards into your trip reduction
program makes good sense – they promote positive behaviours, and visible rewards can both identify role
models and promote the program itself.  Launch-related draws and prizes can help people over the hurdle
of trying something new.  Other prizes keep momentum going later in the program.  The rewards can be
based on employee patterns and the measures chosen.  The following paragraphs describe several
different ways of allocating rewards.

Milestone or Loyalty Programs
Just as credit card companies and airlines have increased market share and improved profits by creating
loyalty programs for consumers, so can your trip reduction program benefit by rewarding participants for
their dedication and persistence.  There are a number of ways of doing so, depending on an employer’s
size and corporate culture, the number of participants, and budgetary resources; it is common to reward
participants for the duration or consistency of their participation, or for reaching milestones such as some
number of kilometres traveled by their mode of choice.

The creation of a reward program typically requires some means of tracking participation; the most
straightforward method of doing so requires participants to "register" and then report their commuting
patterns on a regular basis.  Remember that keeping track of this information can be time-consuming
(depending on the number of participants) for the trip reduction coordinator and perhaps inconvenient for
the participant.
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Participation Incentives
Employees can be encouraged to complete a commuter survey or participate in a special event if they
know that they could win a desirable prize by doing so.  Promising a smaller reward to every participant
could also be effective.  Sponsors can often be found to donate prizes in exchange for mentioning their
name.

Personal Recognition
By selecting worthy participants to be recognized for their accomplishments (whether it is someone’s first
bike commute, or their thousandth), you can personalize your commuter options program in the eyes of
all employees, provide a positive role model, and give someone their "fifteen minutes" of fame.  Note that
not everyone likes to be singled out in this manner, so be sure to check with them first.  There are many
different kinds of rewards that your program can offer to employees and your corporate culture and
financial resources will help to determine what might be appropriate. 

Premiums
Small gifts given as rewards for accomplishment, or through random draws, can be customized with logos
(e.g. of the employer, the trip reduction program and/or other sponsors) and are frequently linked to the
reason for giving (such as umbrellas for walkers, rain ponchos or bike tune-up gift certificates for cyclists,
and keychains or travel mugs for carpoolers).  There is room for creativity in awards possibilities.  Consider
awards for most entertaining carpooler, best driver, longest and shortest distance commute, most unusual
method of transportation, and so on.

Here are other suggestions for prizes your workplace could offer:
• free movie passes
• gift certificates at music or book stores
• mugs, t-shirts and other custom items featuring the company logo, or the trip reduction identity
• goods and services from local retailers
• discounts on CAA memberships, or other travel-related prizes

Discounts 
Merchants will sometimes offer discounts (e.g. coupons) in exchange for a little promotion, while those in
particularly competitive businesses may do so just for the potential of gaining a new customer.

Time Off
Allowing regular trip reduction program participants the chance to leave an hour early on a designated day
each month, or to take an entire afternoon off once each quarter (or even each year) is a reward with no
cash cost to most employers, but one that is highly visible and envied by non-participants.

Financial Incentives
Money talks – and while free parking is a common and powerful incentive to drive to work, financial
incentives for other commute modes are rare.  One challenge is that free employee parking, which is a
taxable benefit in theory, is usually not taxed due to the difficulty of assessing its value.  On the other hand,
free or subsidized transit passes, vanpool fares or cycling equipment are all easily valued and are
therefore more likely to be taxed as benefits.  The idea of a transportation allowance negates this
imbalance, whereby an employer gives all employees a monthly cash amount (taxable benefit) for
commuting purposes, then recoups some of the cost by charging drivers a fee for parking.  The financial
effect on drivers is minimized, while non-drivers end up with cash that they can use for transit fares, bicycle
maintenance, walking shoes or their share of carpool gas and parking costs.  Some of the employer’s cash
expense would be taxed into the government’s hands, just as it would if all employees were given an
equivalent salary increase. 

4.8. SPECIAL EVENTS
Special events can be an important part of your trip reduction program.  They can attract attention, add
excitement, and provide an opportunity to celebrate your successes. 

Some special events are organized on a national, provincial or local scale by external groups. These
events may focus on employers as major participants, or they may simply provide a chance for employees
to join up.  External events can be good for corporate morale and public relations by encouraging
competition against others, and much of the "legwork" is often done by external organizers whose job it is
to make it easy for employers to participate.
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Other special events are more internal in nature, such as campaign launches or parties to celebrate
achievements.  These increase employee awareness and provide photo opportunities for newsletters and
promotional materials.

Some special events that can be part of your trip reduction program are:

Canadian Environment Week and Commuter Challenge
Canadian Environment Week and the Commuter Challenge both take place during the first week in June.
Canadian Environment Week is a national event that raises awareness of key environmental issues, with
a website at http://www.ec.gc.ca/e-week/.  The Commuter Challenge is a friendly competition between
Canadian communities to encourage the use of sustainable modes of transportation to and from work.  In
each community, one or more non-profit organizations, government groups and transit agencies organize
local events.  Employers are provided with promotional materials and information on how to register and
record employee participation.  A website has been established at www.commuterchallenge.ca that
provides direct links to local events, many of which have their own websites.

Clean Air Day 
Since 1999, this event has been proclaimed by the Government of Canada on the Wednesday of
Environment Week, in the middle of the Commuter Challenge.  Each year, promotional materials using a
special theme are developed by Transport Canada, Environment Canada, Health Canada, the Canadian
Urban Transit Association, the Federation of Canadian Municipalities and private-sector sponsors.  See
Environment Canada’s website at www.ec.gc.ca/cleanair for more information.

Cycling Events
Many cities offer an annual celebration of the joys of cycling. For example:

• Toronto’s Bike Week is organized by the City of Toronto in late May or early June.
• In Vancouver, the non-profit group BEST (Better Environmentally Sound Transportation) manages Bike

Month, an event that lasts the entire month of June.
• In Montreal, a one-week Bike Fest takes place in late May or early June. Visit 

http://www.velo.qc.ca/feria/index.lasso for more information.
• In Sudbury, the Minnow Lake Community Action Network hosts the Minnow Lake Days Festival, including

a bicycle rally "Tour de Sudbury" in late July. See www.minnowlake.ca for more information. 

Earth Day
Each year, April 22 is celebrated around the world as Earth Day.  See www.earthday.ca for more
information, including an employee’s action pack containing several project ideas for workplaces. 

Car Free Day 
Each year on September 22, International Car Free Day is celebrated by over 100 million people in about
1,500 cities around the world.  The first major Canadian event was co-sponsored in 2001 by the City of
Toronto and the Sierra Club of Canada.  Since then, several Canadian cities take part with local actions.
See www.carfreeday.ca for more information.

Transportation Fairs
These events can be organized by individual employers, municipalities or other groups, and serve as a
way to educate employees about different kinds of travel.  A small transportation fair could take place over
a lunch hour, while a large fair could last an entire day.  A transportation fair could include static exhibits,
staffed booths, demonstration sessions, workshops or lectures.  Ideas of exhibits include bicycle
equipment vendors, bicycle maintenance demonstrations, walking and running equipment vendors, fitness
training organizations, electric vehicle demonstrations, ridematching and vanpooling booths, and transit
information kiosks.  If a lobby, cafeteria or other on-site space is used, the only significant costs to an
employer would involve food or entertainment provided as an added attraction for employees.

Internal Challenges
A fun way to raise awareness of commuter options, and to encourage employees to try something new,
can be a corporate commuter challenge between different employee groups (e.g. departments, work units,
floors) to see who can achieve the highest participation rate, the most "green" kilometres traveled, or the
fewest car trips on a given day or week.  In this kind of activity it is usually very important for management
to provide active support and lead by example.
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Commuter Breakfasts
A fun way to reward trip reduction program participants, and to send a message to non-participants, is to
organize a special workplace breakfast (or even coffee and muffins) for active commuters, carpoolers and
transit users.  Encourage walkers and cyclists to come in their commuting gear, and have carpool
participants include a creative name for their carpool or vanpool on their name tags.

Neighbourhood Coffee Breaks
One method of identifying possible carpool participants is to host a series of coffee breaks for employees
living in specific geographic areas. ("This Wednesday it’s the South End/New Sudbury area") It’s often
surprising how many employees live virtually next door to each other, but don’t know it – especially in
larger organizations.  This can be a fun way of breaking down carpool barriers.

Lunch and Learns
Organize a lunch-time speaker or workshop on any given number of topics related to active and
sustainable transportation.  Examples include bicycle maintenance and/or safety workshops, vehicle
maintenance tips for carpoolers, or an informal presentation from the local transit authority. 
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RIDEMATCHING
TRIP REDUCTION INITIATIVE EXPLANATION EXAMPLE

PARKING
TRIP REDUCTION INITIATIVE EXPLANATION EXAMPLE

Parking Charges Employees pay a daily,
weekly or monthly fee to
park at their workplace.

Parking fees can vary
depending upon the
number of occupants in a
vehicle. (For example,
single occupant vehicle
$300/month, 2-person
carpools $200/month, 3-or
more person carpools
free).

Reserved/Priority High Occupancy
Vehicle (HOV) Parking

Carpools are given
guaranteed (reserved) or
priority parking at
workplace parking
facilities. 

In most cases, HOV
parking is located in high-
demand areas, such as
closest to the entrance to
the workplace. 

High Occupancy Vehicle 
Free Parking

Car/vanpools do not pay to
utilize the workplace
parking facilities. 

Employees may choose to
provide free parking to all
HOVs or only those with a
certain minimum number of
occupants.

Employees can either use a
company car to get home,
or use the services of a taxi
or car rental company for
free or at a reduced rate.
The employer can stipulate
the maximum number of
times an employee can use
this program.

Ridematching service Employers help employees
find carpool partners. 

Employers compile surveys
and let employees match
themselves; create a
rideboard map; use
internet-based ridematching
such as www.carpool.ca or
www.carpooltool.com;
purchase ridematching
software for an in-house
database.

Guaranteed Ride Home Employees who do not drive
to work alone are guaranteed
a ride home in case of an
emergency (i.e. personal or
family illness, etc). 

4.9. SUMMARY OF WORKPLACE TRIP 
REDUCTION INITIATIVES
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Employees may
telecommute daily or one
day a month, depending
on the nature of their job
and company policy.

Employees receive a subsidy
to cover expenses
associated with cycling to
work.

TAKING TRANSIT
TRIP REDUCTION INITIATIVE EXPLANATION EXAMPLE

Onsite Transit Fare Purchase Transit tickets can be
ordered, paid for, and picked
up by their employees at
their workplace. 

Transit Subsidy
An employer pays for a
portion of transit tickets or
passes. 

Subsidies may be a certain
percentage, or dollar
amount.

New Transit An employer works with its
local transit system to
introduce a new transit route
that facilitates employee
access to the workplace.

The new transit service
may be a service for the
exclusive use of a specific
company’s employees or
available for the general
public as well.

Shuttle Service An employer provides a
shuttle service between the
workplace and transit
facilities.

WALKING/CYCLING
TRIP REDUCTION INITIATIVE EXPLANATION EXAMPLE

Bike racks, showers, lockers Secure bike parking facilities
are provided along with
showers and lockers. 

Cycling Subsidy

Bike parking facilities may
range from outdoor bike
racks to indoor locked bike
rooms or cages. 

Employees may receive a
subsidy to put toward
cycling equipment (such as
panniers) and bicycle
maintenance.

SCHEDULE CHANGES
TRIP REDUCTION INITIATIVE EXPLANATION EXAMPLE

Compressed Work Week Employees are allowed to
work more hours in fewer
days than the usual eight-
hour per day schedule.

Employees may work
"4/10," that is, four ten-
hour days per week. Or
they may work nine days
out of ten, and so on.

Telecommuting Where suitable and feasible,
employees do company
work from their homes with
the help of technology (fax,
e-mail, phone, etc.).
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OTHER INCENTIVES
TRIP REDUCTION INITIATIVE EXPLANATION EXAMPLE

Transportation Allowance Employees receive a
specific amount of money to
put towards their
transportation costs (bus
pass, car/vanpooling fee, or
parking fee).

In some cases the
subsidy is only given to
employees using
alternative modes, while
in other cases it is given
to all employees
regardless of the method
of transportation they use.

Rewards Employees are rewarded for
their participation in the
program through a draw or
prizes.

A draw for all employees
who participate in the survey;
Prizes for the department or
individual who has made the
most "green" kilometres in
an alloted amount of time
(six months).

Promotion/Events Different forms of program
promotion and/or various
events are held at the
workplace to encourage
employee participation in the
trip reduction program and
raise awareness of
transportation and
environmental issues.

Fairs or special promotions
may be held during Earth
Day, Clean Air Day, etc.
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5 WHAT YOU CAN DO AT HOME     
INFORMATION FOR EMPLOYEES

Reducing the amount we drive alone is critical if we want to clean up the air and protect the climate.  For
a thorough list of things you can do, check out www.climatechange.gc.ca, but here are some ideas to get
you started.

Get Active
We’ve all heard the advice to walk more, cycle more, take transit more.  What we may not have
heard are all the benefits that come with driving less.

• It’s healthier. Most Canadians feel they need more exercise.  Walking, cycling and taking transit
can help you get active.

• It saves you money. The CAA says it costs over $9,200 a year to own and operate a car (2005). Why 
not lengthen the life of your car by regularly leaving it at home? You may be able to avoid buying a 
second family car.  You can save thousands of dollars a year.

• It’s faster.  In heavy traffic, cycling is generally faster than driving.  Parking is quick and costs
nothing.  Even in average traffic, driving is only slightly faster than cycling.

• It allows you to relax and let someone else do the driving.  If you carpool or take transit, you’ll
likely arrive less stressed than if you drive alone.

Buying a New Vehicle
Fuel prices will increase in the future, as will smog and climate change.  Evaluate how big a vehicle you
really need and remember: vans and SUVs consume more fuel than do cars.  In fact, large sport utility
vehicles can consume twice as much fuel as a compact car, costing hundreds of extra dollars each year.

Most new cars, vans and trucks carry a new EnerGuide label — much like the ones you may be used to
seeing on appliances.  Visit http://oee.nrcan.gc.ca/energuide for more details.  The labels tell you how
much fuel the vehicle uses per 100 km, in both highway and city conditions.  If the label is not displayed,
ask the sales person to show it to you.  Vehicles are more efficient if they have the following characteristics:

• 4-valves per cylinder
• direct injection
• 2-wheel drive

Driving Habits 
A "cold" engine — one that hasn’t been used in several hours — pollutes more than a warm engine.
Where possible, combine vehicle trips instead of taking several individual trips. Your driving behaviour can
reduce fuel consumption by up to 20%.  Here are some tips for saving fuel:

• Reduce speed. The most efficient highway speed is 90 km per hour.  Every kilometre per hour over 
90 wastes one per cent of your vehicle’s fuel.

• Remove unneeded accessories (a roof box increases fuel use by about 25%).

• Close windows at high speeds.  Try turning up the fan instead.

• Avoid using your vehicle’s air conditioner.  It uses a lot of gas, especially at the beginning of a trip.

• Turn off the engine if you are stopped for more than 30 seconds.  Idling for 10 minutes a day can 
produce about a quarter tonne of CO2 emissions each year and cost you about $70 in wasted fuel.

• If you keep your tires properly inflated and keep your vehicle well maintained, you will save about 
10% on fuel costs.
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Where you buy gasoline is important too
Gasoline mixed with ethanol — a renewable fuel made from grain — is sold at certain Canadian gas
stations.  By using mixed fuel, you are helping reduce the amount of pollution in the air that causes smog
and climate change.

It’s Where you Live
Choose your next home wisely.  In real estate, the motto is "location, location, location."  It’s no accident
that some of the most desirable neighbourhoods have amenities, such as stores, schools, community
centres, parks and transit, close by.  Getting around by walking and cycling is valuable from a quality of
life perspective, as well as from health and environmental points of view.



WORKPLACE ASSESSMENT FORM
Name of Company: ___________________________________________________________________

Workplace Coordinator(s): 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
(names)

Person(s) conducting assessment: 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
(names) 

Assessment conducted on: _____________________________________________________________
(month) (year)

-------------------------------------------------------------------------------------------------------------------------------------------
1. WORK SITE DESCRIPTION
a.) Buildings at Work Site: ______________________________________________________________

(number)

b.) Approximate hectares/acreage: _______________________________________________________
(hectares/acres)

c.) Managing company (if applicable): _____________________________________________________
(name)

2. EXISTING PARKING DESCRIPTION
a.) Parking Availability

YES NO # 
i.) Company owned on-site spaces ____ ____ ____________
ii.) Company leased on-site spaces ____ ____ ____________
iii.) Company owned off-site spaces ____ ____ ____________
iv.) Company leased off-site spaces ____ ____ ____________
v.) Other off-site parking available ____ ____ ____________

(e.g. street parking or other public lots)
vi.) Preferential parking for carpools ____ ____ ____________

b.) Parking Costs Cost

i.) For leased spaces, cost to employer per parking _____________
space on site x # of spaces

ii.) For leased spaces, cost to employer per parking _____________
space off-site x # of spaces

iii.) Amount of employer parking subsidy (if any) _____________

iv.) Parking cost to employees _____________



c.) Is road access to your workplace convenient?____________________________________________
___________________________________________________________________________________

d.) Is it congested, and if so at what times?_________________________________________________
___________________________________________________________________________________

e.) Is the available parking supply greater than, equal to or less than the demand?
___________________________________________________________________________________

3. TRANSIT ACCESSIBILITY
a.) How far is it from your worksite to the nearest transit stop?
___________________________________________________________________________________

b.) Is the nearest bus stop safe, secure and comfortable? Does it include a shelter/lighting, etc? 
___________________________________________________________________________________
___________________________________________________________________________________

c.) What are the fare options for transit users?
___________________________________________________________________________________
___________________________________________________________________________________

d.) How much does a transit trip cost if paid by cash, ticket or pass? What is the monthly or annual cost
for transit users?
___________________________________________________________________________________
___________________________________________________________________________________

e.) What transit routes serve your workplace? When do they operate, and what are the 
service frequencies? List them here.  

Route # Hours of Operation Frequency of Service Distance from Site
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________    
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________
_______ ________________ ____________________ _______________

f.) Can employees obtain transit service information and buy tickets or passes onsite?
If not, where is the nearest location to do so?
___________________________________________________________________________________
___________________________________________________________________________________

g.) Does your local transit authority work with employers to offer transit passes through payroll
deduction?
___________________________________________________________________________________
___________________________________________________________________________________

4. BICYCLE ACCESSIBILITY 
a.) Check if available or not available at this site: 

YES NO #
i. Bicycle racks ____ ____ ______
ii. Clothes lockers ____ ____ ______
iii. Showers for cyclists ____ ____ ______
iv. Bicycle paths/lanes to site ____ ____ ______

YES NO
b.) Is the worksite conveniently located for cyclists? ____ ____
c.) Are there traffic lights nearby to facilitate site access? ____ ____



5. PEDEDSTRIAN ACCESSIBILITY YES NO
a.) Are there sidewalks/walkways near the worksite? ____ ____
b.) Are the sidewalks/walkways well lit? ____ ____
c.) Is the area a heavy vehicle traffic area? ____ ____

d.) Are there crosswalk and signals for pedestrians? If so, how many and where?
___________________________________________________________________________________
___________________________________________________________________________________

6. ON-SITE SERVICES
a.) Which of the following non-related work amenities are provided at your worksite? Check the
appropriate distance:

Service On-Site Within Walking Distance Not Available
On-site cafeteria ______ ___________________ ___________
Take-out restaurant ______ ___________________ ___________
Deli ______ ___________________ ___________
Child care facilities ______ ___________________ ___________
Bank ______ ___________________ ___________
ATM Machine ______ ___________________ ___________
Postal Services (personal) ______ ___________________ ___________
Dry cleaner ______ ___________________ ___________
Video rental ______ ___________________ ___________
Photo developing ______ ___________________ ___________
Convenience store ______ ___________________ ___________
Grocery store ______ ___________________ ___________
Other (specify) ______ ___________________ ___________
___________________________________________________________________________________

7. COMMUNICATIONS
a.) Which of the following means exist to communicate with employees? 

YES NO
i.   Newsletters (hard copy or electronic) ____ ____
ii.  Bulletin boards (real or electronic) ____ ____
iii.  Pamphlet stands ____ ____
iv. Internal website (intranet) ____ ____
v.  Regular meetings ____ ____

b.) Do all employees have access to the World Wide Web?____________________________________
___________________________________________________________________________________

c.) Do all employees have an email account and access to a workstation?
___________________________________________________________________________________
___________________________________________________________________________________

8. WORKPLACE POLICIES 
a.) What is the corporate policy on working hours?
___________________________________________________________________________________
___________________________________________________________________________________

b.) Do any employees work staggered hours, flexible hours, or compressed work weeks?
___________________________________________________________________________________
___________________________________________________________________________________

c.) What commuting-related information is given to new hires? If none, what opportunities exist to do so?
___________________________________________________________________________________
___________________________________________________________________________________

d.) What is the dress code, and how flexible is it?
___________________________________________________________________________________
___________________________________________________________________________________



EMPLOYEE TRANSPORTATION SURVEY
Please take a few minutes to fill out this survey and return to (name) by (date).

Name of Company: ___________________________________________________________________

Name of Employee: ___________________________________________________________________

Workplace Coordinator(s): 
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
(names) 

-------------------------------------------------------------------------------------------------------------------------------------------
Check the answers that apply.

1. How do you usually travel to work?
___Drive alone ___Bicycle
___Take transit ___Walk all of the way
___Carpool ___Other_______________________________

2. How long does it take you to travel from:
a) home to work? ___________minutes/hour(s)
b) work to home? ___________minutes/hour(s)

3. When do you typically:
a) arrive at work? ________________am/pm
b) depart from work? _____________am/pm

4. How many days a week do you arrive and depart at the same time? _______days

5. a) Do you travel for work during your business day? _____yes     _____no

b.) If yes, how often? _____________________________

c.) Which of these means have you used?
____walk ______taxi
____own car ______transit
____company vehicle ______other ____________________________

d.) How long are most work trips? ____________________________________

6. How would you prefer to travel between work meetings/appointments?
____transit ______walk
____personal car ______cycle
____use of company vehicle ______taxi



7. Which of the following may affect your personal commuting schedule?
______drop off/pick up spouse/partner ______personal activities (gym, classes)
______drop off/pick up children ______errands
______other _________________________________________________________________________

8. If you drive to work, what type of vehicle do you drive?
Skip to Question 13 if you take the bus. Skip to question 14, if you take another mode. 
____sub-compact/compact (Neon, Civic)   _____mid-size (Taurus, Camry)
____Full-size/Minivan (Caravan) _____Sport utility/Pickup Truck
____Other___________________________________________________________________________

9. What was your main reason for driving to work today?
____need car for work ____car is cheaper
____car is faster ____car is more convenient and private
____convenient public transit not available ____irregular work schedule
____need car for errands/transporting other family members
____want car for emergencies

10. How many people were in your vehicle? (check one only)
____one (drove alone) ____two
____three ____four
____five or more

11. Where did you park?
____employee parking lot/garage _____other nearby parking lot/garage
____other___________________________________________________________________________

12. How much did you pay for parking today?____________________________________________
(If you pay monthly, estimate the daily cost. If you share the costs, indicate your portion.)

13. a) If you take transit how do you pay your fare?
______monthly pass _______tickets
______cash

b.) If you buy tickets how many do you buy at a time? _____________________________________

c.) Where do you buy your tickets?_____________________________________________________

14. What would encourage you to share a ride to work? (check up to four choices)
____Lower parking rates for carpoolers _____Prizes, draws, contests for carpoolers
____Higher parking rates for those who _____More flexible work hours

drive alone _____More fixed work hours
____Reserved parking close to building _____Use of company car during day
____Free parking for carpools _____Child care facilities at/near work
____Company subsidy for carpoolers _____Help finding carpooling partners
____Change of work shift _____Guaranteed ride home in event of emergency
____Not having to drive _____I do not want to carpool at this time
____Other___________________________________________________________________________

15. What would encourage you to ride the bus to work? (check up to four choices)
____Bus stop close to work site _____More flexible work hours
____Sale of bus passes at work _____More fixed work hours
____Company subsidy for bus riders _____Bus route and scheduling information
____Change of work shift _____Child care facilities at/near work
____Guaranteed ride home in event of emergency _____Use of company car during work day
____Prizes, draws, contests for bus riders _____I do not want to ride the bus at this time
____Other___________________________________________________________________________



16. What would encourage you to walk, bicycle or jog to work more often than you do now? 
(Check up to four choices)

____Secure, convenient bike racks _____Bicycle lockers
____Showers and clothing lockers _____Bicycle route maps
____Seminars on riding/walking/jogging/safety _____More fixed work hours
____Guaranteed ride home in the event of an emergency _____More flexible work hours
____I do not want to walk, bicycle or jog at this time
____Other___________________________________________________________________________

Comments or suggestions:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

Thank you for completing this questionnaire. Your participation is greatly appreciated.



EMPLOYEE TRANSPORTATION SURVEY
Sample Cover Memo for Survey

To: ALL EMPLOYEES
From: [President/Manager name]
Subject: Participation in Sudbury Trip Reduction Network
Date: [Date]
Action: Return attached transportation survey to [your supervisor or manager] by [time], [date]

I am pleased to announce that [company name] is about to embark on a Trip Reduction program, through
the assistance of Clean Air Sudbury. This program is our way of showing our employees that we are
committed to meeting your transportation needs. [Name of trip reduction coordinator(s)] will be in charge
of the program. 

The first step in developing such a program is research. Attached is an Employee Transportation Survey.
The information it requests will provide [name of trip reduction coordinator(s)] with the information
necessary for developing a realistic and customized trip reduction plan for our company.

Survey results will be used for the purpose of program planning and implementation only. They are strictly
confidential.

I will be completing my Employee Transportation Survey [when], and I urge you to do the same.

[signed]
President & CEO
[name]



CARPOOL QUESTIONS
If you are interested in finding potential carpool partner(s), 

please fill in the following information.

Postal Code: _____________

Work hours

Days of the week:____________________________________________________________________

Start time:___________________________ Finish time: _____________________________________

Worksite location: ____________________________________________________________________

Would you consider carpooling to work?
___regularly ___occasionally
___not sure ___no

Which carpooling options would you prefer?
___to be the driver ___to be the rider
___to share the driving ___no preference

___________________________________________________________________________________
Nearest major intersection to home

___________________________________________________________________________________
Neighbourhood (if rural use closest town)

___________________________________________________________________________________
Work phone number

We will be in touch with you once the survey results have been compiled.



MONTHLY PARTICIPATION CARD
Use this card to record your alternative transportation trips during October.

Please record when you 
W = Walked, WP = Walked Partway, B = Biked, C = Carpooled, BU = Bused to your workplace in October (roundtrips only).

Return to the trip reduction coordinator by the end of the first week of November.

Monday

Tuesday

Wednesday

Thursday

Friday 

October 1-7 October 8-14 October 15-21 October 22-28 October 29-31

Pollutants include: sulphur dioxide, nitrogen dioxides, volatile organic compounds, particulates, carbon monoxide, and carbon dioxide.



MONTHLY POLLUTANT CALCULATOR
A few months after the program launch, have each participating employee complete this calculator for
evaluation and promotion purposes. Use this information to keep employees and management up-to-date
on progress toward your goals. You may try to “cross Canada” (7,821 km) by keeping a tally of employees’
kilometre columns, and showing the total distance “traveled” on a map of Canada. Each month, you can
circulate the calculator again, and add to the map your company’s progress. 

Employee Name:_____________________________________________________________________

Alternate mode Total km/week

Round trip
distance in

km from home
to work (approx.)

Average savings
per km (grams) 

TOTAL reduction in
pollutants (grams)

Bike/Run/Walk
and

Telecommute

Local Transit

Carpool

X = X 240 =

X = X 200 =

X = X 120 =

Number of
times/week
(average)



Clean Air Sudbury is a non-profit, community group striving to improve 
local air quality and reduce greenhouse gas emissions.

Clean Air Sudbury
933 Ramsey Lake Road
Sudbury, ON P3E 6B5

T: (705) 675-1151, x5079 

F: (705) 675-4838

E: dsirola@mirarco.org


