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Tourist Signing Procedure
APPROVALS

	All approvals are maintained and controlled in the policy approved by committee on the 18th November 1999, stored S:\T&PPS\Active\Team area\Transport Policy\1TRAFFIC&SAFETY\General and Policies\Tourist Signs Policy
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1. purpose
To be used to supply instructions and guidance  for preforming a recurring activity  associated with applications for Tourist Signing within the local authority  and to  provide a consistent approach when executing a task, ensuring that every person who performs this task does so in the same way every time that it is performed.  

2. DEFINITIONS

· TSRGD - The Traffic Signs Regulations and General Directions 2002– The current TSRGD has the force of law and prescribes what traffic signs can legally be used on UK public roads. Before installing signs not prescribed by TSRGD, a highway authority must seek and obtain DFT approval.
· Chapter 7, Traffic Signs Manual - The Traffic Signs Manual provides detailed guidance to local authorities, to consultants and to the Highways Agency and their agents on the correct use of traffic signs and markings.  The aim is to ensure that the correct signs are used for any given circumstances, in the right position and at the appropriate size, and to achieve a consistent approach across the country.
· Local Authority-  The  local authority is the  organization that is officially responsible for all the public services and facilities in a dedicated area, 

· Applicant – Appointed representative/point of contact from the establishment requesting work or signs on the highway. 
· DFT – Department of Transport.
3. RESPONSIBILITIEs
Local Authority – 

The information on a sign has to be balanced against the impact on the environment; new signs in conjunction with other traffic/road signs can have a cumulative detrimental impact on the area particular in the case of conservation and rural areas. 

For road safety purposes, it is important that drivers are not overloaded with signage and that individual signs do not contain more than the minimum information required to reach the destination.
Applicants- 

Are expected to advertise their establishments, opening times, location and accessibility by road and if possible by public transport.  This might be done but not restricted to the internet, tourist brochures, other literature, and may be required as supporting evidence to an application.
4. PROCEDURE
4.1 Procedure
· Acknowledge receipt of application and application fee. 

· Pass payment to finance team with correct income code for payment allocation.

· Identify area and allocate to Traffic Management Bath or Rural Officer

· Process application and check qualifying criteria is met, as stated in the approved policy

· Carry out site inspection to check existing signage and identify appropriate location for new sign and identify if post is required

·  Should a new post be  required, apply to GIS team for utility stats (additional fee of £34 per set, cost to be covered by applicant)
· Sign design to TRSGD and Chapter 7 guidelines

· Letter of response to applicant containing (if approved, ‘form of agreement’), location plan, sign design and request for payment of associated costs.  

· Save copies of all correspondence and drawings to relevant T file. S:\T&PPS\Active\Team area\Transport Policy\1TRAFFIC&SAFETY\Traffic Management\Post specific\Area Rural or Bath

· Upon receipt of applicant response and appropriate fees, raise works order with Term contractor and send by email copies of the utility stats, sign design and location plan. 

4.2 Process Flow 
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5.  Finance Details
1. There will be an initial, non-refundable application fee of £100+ VAT for the assessment of all applications.
2. Should the application be approved, the applicant will be charged the full cost of the supply and installation of the signs, plus a fee of £150 or 10% of the supply/installation costs (whichever is greater) to cover the detailed design and ongoing administration costs. 

3. Should the signs need to be replaced due to theft or damage, the applicant will be charged the full cost of the replacement plus a fee of £75 or 10% of the replacement costs to cover administration costs. 

4. Applicants will be required to sign a form of agreement covering points 2 and 3, should their initial application be approved.

6. applicable REFERENCES
· Tourist Signing (Brown Signs) Policy 1999.
· Department for Transport Circular Roads 3/95
· West of England Joint Policy 2009 - Draft
Copyright Bath & North East Somerset Council All rights reserved.  May not be reproduced without permission. 
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