Travel Policy

 

Scope
This policy and its appendices apply to all travel undertaken on official business and paid for by the XXX.

 

Aim
The travel policy will

· be a control instrument for more cost-effective, environmentally-sound and safe travel 

· create conditions for a safe and secure working environment for our employees in connection with business trips 

· minimise the risk of other road users coming to any harm during our business trips. 

 

Responsibility
 

Supervisors
Everyone in a supervisory position is responsible for ensuring that the policy is being complied with by his or her staff. This means that s/he shall

1. ensure that all employees under him or her are aware of the content of the policy and its appendices and follow up that it is being complied with  

2. ensure that these employees are sufficiently informed about safe and environmentally-sound traffic so that they understand the aim of the policy and can set a good example  

3. formally approve and regularly follow up business trips undertaken by these employees. 

Employees
Every employee is responsible for ensuring that his or her own business trips are conducted in an economically, safe and environmentally-sound way in compliance with the travel policy.

 

Efficiency
Travel shall be planned, approved, booked and carried out in the order given below. This is necessary if travel behaviour is to be cost effective, safe and environmentally sound while considering what the activity at hand requires as well as and the capacity and particular needs of individual employees.

· The possibility of conducting a virtual meeting (via video or telephone) shall be considered prior to deciding to travel. 

· For meetings that demand travel, the person calling it must be able to justify why the meeting cannot be virtual. 

· Travel must be planned as far ahead of time as possible. 

· Employee travel plans must be approved ahead of time by the immediate superior. Urgent travel can be approved afterwards in a revised travel plan. 

· Bookings and travel must comply with the travel policy appendices entitled ”Guidelines and Agreements for Business Travel at the SRA”, ”Minimum Requirements for Cars used on Official Business” and ”Guidelines for Meetings”. 

 

Safe and environmentally sustainable
The road safety and environmental stipulations serve a dual purpose. On the one hand they are important to the safety, environment and health of all road users. On the other, they show that the SRA is setting a good example as the principal road sector authority by ensuring that the travel conducted under its own auspices is as safe and environmentally sound as possible.

· Knowledge
All employees shall know how each and every individual can contribute to safer and more environmentally-sound traffic through their actions in different situations. 

· Creating values
All employees shall understand the importance of safe and environmentally-sound transports. It is equally essential that everyone understands how important it is to set a good example so that every individual through his actions, both on official duty and in private, helps fulfil the road safety and environmental goals in society. 

· Action
All employees shall, through their actions, use their knowledge when planning and carrying out their travel. The ambition is to make our travel continuously safer and more environmentally sound. In those cases where there is a conflict of interest between different goals, a balance must be made based on what the activity at hand requires and the local conditions.

