Corporate SmartRider Policy Template

Remove this page once you have completed your policy.

Background information

Public transport can be a good option for some business trips, like staff travel to a client meeting or training workshop, depending on location. Corporate SmartRider cards make this an easier choice – providing a ready to use and cheaper alternative to cash fares.

SmartRider cards store value that can be used to pay for travel on Transperth buses, ferries and trains. Fares using SmartRider are 15 to 25% less than cash fares depending on how value is added (cheapest with autoloading from a nominated bank account or credit card). Corporate SmartRider cards are those purchased by an employer for staff use for business trips (not for commuting between home and work). They can be bought and managed for a whole workplace or for a section.

Use this template to create a policy to set up and manage Corporate SmartRider Cards for your organisation.

Using this template

This template offers a guide for you to start to create your Corporate SmartRider policy. It can be adapted as needed to suit your workplace. 

The template is formatted to guide you, with prompts including:

· Policy headers – listed in green

· Instructions (to be removed from final document)– provided in red

· Example of content – written in italics and to be used as needed

· Spaces to insert specific information – highlighted in yellow

Three simple steps to creating your policy:

1. Draft: Use the template as a framework and do further research where necessary

2. Consult: Circulate the drafted policy to relevant people for comment, such as the Finance manager. This will ensure the policy is relevant and easy to understand. .

3. Approve: Make sure the policy is finalised and signed off by management. All existing and new employees should then be informed of the policy.

Resources

TravelSmart to Work brochure - Public Transport
TravelSmart Workplace fact sheet - Promoting Public Transport

Transperth website – for more information on Smart Rider cards

Corporate SmartRider Policy

	Purpose of policy

Provide a brief introduction on the purpose of the Corporate SmartRider policy document.

The insert organisation name Smartrider Policy encourages the use of public transport for local business travel. When travel is required to or in and around the workplace, or to suburban centres, public transport can often prove to be the most effective method. To encourage employees to use public transport, insert organisation name makes prepaid Corporate SmartRider cards available for their use when travelling for business. 

	Objectives

List the objective/s of the policy

· To enable more employees to use public transport for work/business trips

· To enable the use of public transport as a cost effective, convenient mode of transport

· To support broader insert organisation name travel plans/employee health or sustainability initiatives

	Policy Commitments

Provide information on any related policy/plans that relate to the Corporate SmartRiders

This Corporate SmartRider policy is consistent with the organisation’s policies and plans, in particular: e.g.:
· The workplace travel plan which aims to promote active travel by employees/ reduce the organisation’s carbon footprint by reducing car travel and encouraging the use of transport alternatives, including public transport.

· Insert related policy name and insert related procedure requires the use of public transport for business when practicable.

	Responsibility

Provide Outline what the organisation is accountable for providing and what staff are responsible for.

Insert organisation name will:

· Ensure Corporate SmartRiders always have a minimum of $30 loaded to guarantee the card will cover the maximum return fare (currently $22)OR Establish automatic transfer of value to the Corporate SmartRider cards (autoload) so they are always have credit

· Make the SmartRider register available to employees during all working hours

Employees will:

· Accept and follow all Guidelines for Use (below)

· Sign the card out and back in on the SmartRider Register (see below)

· Return the card at the earliest convenience

	Procedure/Guidelines

Outline who the policy applies, any procedures for using the cards and guidelines around use. {Add, alter and delete examples as appropriate according to organisational requirements.}

This policy applies to all employees at the insert organisation name. All employees are permitted to use the Corporate SmartRiders in accordance to the below guidelines.   

Card may be used for:

· Work related meetings off site

· Travel to work events off site and out of normal working hours

Card may not be used for:

· Travel between home and work (commuting)

· Trips during work hours unrelated to work requirements

· Travel outside of work hours for voluntary trips, such as work social events

Cards may be collected from the insert person responsible/location. Employees are expected to sign the registry before taking a card. See Attachment 1 below.

	Communication of policy

Outline what the organisation will do to circulate and distribute the policy. 

Insert organisation name will ensure that:

· All existing and new employees are informed of this policy

· This policy is easily accessible to all staff 

· Staff are informed when there is a change to the policy and are empowered to actively contribute and provide feedback

· Staff are informed when an activity is being held that relates to this policy

	Monitoring and review

Make a commitment to review the policy an appropriate amount of time after its implementation and annually thereafter. Outline who the effectiveness of the policy will be assessed. 

· This policy will be reviewed 6/12 months after implementation

· The review will be informed by feedback from workers, relevant committees and management

· The review will determine if the policy objectives have been achieved and if there are any issues/opportunities to address that may enable more effective implementation of the policy 

	Name:
	Manager:

	Signature:
	Signature:

	Date:
	Date:

	Date of next review:


Attachment 1SmartRider Register

Our SmartRider cards are provided for work-related travel, e.g. to meetings. For accountability and to track how well they are being used, this simple register has been prepared. When taking a SmartRider card please fill in details below. Please remember to sign when you return the card.

	Card Number
	Date
	Name
	Trip purpose and destination
	Returned (signed)

	e.g. 9999 9999 9
	15/2/2012
	John Smith
	Meeting – w/ Organisation, Suburb and return
	

	
	
	
	
	

	
	
	
	
	


