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INTRODUCTION 

The Transport Act 2000 (and corresponding legislation in Scotland) requires each local 
transport authority to develop a public transport information strategy. The purpose of 
this paper is to assist local authorities in discharging this duty and to provide advice on 
how a high standard of printed public transport information might be secured. 

A public transport information strategy, together with a bus strategy, will form part of 
the local transport authority’s Local Transport Plan (LTP). Guidance from the DTLR on 
the preparation of full LTPs was issued in March 2000. In short, the guidance 
encouraged local authorities to develop a strategy for ensuring that appropriate public 
transport information is available in their area, through a variety of media, whether 
produced by Local Authorities, operators or others.  

The Transport Act 2000 puts LTPs on a statutory basis and creates a duty for local 
transport authorities (county councils, non-Metropolitan unitary councils and Passenger 
Transport Authorities) to work with bus operators to ensure the availability of local bus  
information, if necessary by stepping in to provide it themselves.  

Timetables also fall within the scope of the Disability Discrimination Act 1995 (the DDA). 
The Act makes it unlawful for service providers to discriminate against disabled people. 
Although transport services fall within the scope of Part V of the DDA, the provision of 
information is a service that is covered by Part III. It is therefore necessary to make 
appropriate arrangements to provide information - to ensure that disabled people, 
including blind and partially sighted people, can access the service. 

Decisions are ultimately a matter for individual local authorities, but this Code of Good 
Practice sets out standards which authorities should aim to achieve, taking into account 
the statutory frameworks of the Transport Act and the DDA. 

This Code of Good Practice is concerned with printed material related principally to bus 
and tram services – primarily timetable booklets, leaflets and maps. It includes advice 
on producing printed material in alternative formats. Whilst the Code’s principles also 
apply to information about train and other public transport services, ATCO is keen to 
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undertake further work with ATOC and others to secure more formal adoption of these 
principles within the other parts of the public transport industry 

A subsequent paper will address the question of roadside information, including displays 
at stops and stations. The provision of telephone and other media-based public transport 
information is being dealt with through the national traveline  project. traveline is a 
national service, currently delivered through more than 20 call centres throughout Great 
Britain, which provides multi-modal public transport information through a single 
national telephone number 0870 608 2 608 (and a national minicom service on 0870 
241 2216). 

This paper has been prepared by ATCO (The Association of Transport Co-ordinating 
Officers) together with CPT (The Confederation of Passenger Transport), ATOC 
(Association of Train Operating Companies), DPTAC (The Disabled Persons Transport 
Advisory Committee) and LTUC (the London Transport Users Committee). 

DPTAC has endorsed this Code of Good Practice, and consider it to be an effective 
update and replacement for the DPTAC Code of Good Practice for Legibility of Bus 
Timetables, Books and Leaflets, produced and published by the Committee in 1996.  

 
1. GENERAL INFORMATION 

1.1 Current printed information for all modes of public transport serving the locality 
should be obtainable at modest cost or no cost to the user at relevant key locations 
(such as staffed railway stations, bus stations, libraries, travel centres, tourist 
information centres, hospitals, health centres, supermarkets, shopping centres and 
enquiry offices), whether run by operators, local authorities or others. As well as bus 
and rail information, it is recommended that information about community transport, 
dial-a-ride and taxis/private hire is included. Exceptions can be made in the case of 
education or works services not available to the public. In the case of heritage railways a 
basic description of the service with an address or telephone number for further 
information may be included, particularly in tourist areas. 

1.2 A single publication should be available for each county/ unitary council or PTE area, 
listing the map and timetable publications available and explaining how to find out about 
service changes and how to contact operators. This publication would also include 
information on taxis, community transport and dial-a-ride services. Information about 
the accessibility of transport (especially trains, buses and taxis) is particularly valued by 
disabled passengers, and this should be included in timetable publications. 

1.3 In order that customers can learn of changes, new timetables must be available at 
least 7 days before services change. 

1.4 Authorities and Operators should co-operate to ensure that service changes are 
advertised as early as possible but at least seven days in advance in at least two of the 
following ways - 

An advertisement in a local newspaper (and in local talking papers where they exist); 
A notice in all bus stop displays on the route(s) affected; 
A notice in all buses on the route(s) affected. 

It is in everyone's interest that this is backed up by information posted on 
neighbourhood or village notice boards, other public information boards or via the 
internet, Teletext etc. Staff in information and telephone centres should be briefed 
thoroughly so that they are able to explain changes clearly. 
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1.5 The information needs of visually impaired people should be considered at all times. 
This includes making printed information available in alternative formats, including large 
print, and the use of local radio, television and talking newspapers to give advance 
notice of service changes. 

1.6 People with learning difficulties, those who are deaf or hard of hearing, and those 
who are deaf and blind, all have different information needs which should be addressed. 
It may be that these people need to be referred to specialist services or to someone who 
has been specially trained to communicate information to such people.  

 
2 PUBLICATIONS 

2.0 PRINT & PAPER 

2.1 Print Style and Size 

Print should be in a simple upright sans serif typeface (such as Gill Sans or Humanist 
521 or New Johnston) of medium weight, with simple but clear character definition. It is 
recommended that light print is avoided.  

For publications which are only to be readily available in one size, it is better to use the 
largest type size that is reasonable in the circumstances, preferably 14 point or larger. It 
is recognised that this will not always be achievable. However, under no circumstances, 
should information be presented with a typeface smaller than 8 point. Every reduction in 
point size will exclude more people. Every effort must be made to incorporate the 
largest possible font size. 8pt is a minimum, and should not be considered to be an 
acceptable norm; it should only be used when all larger possibilities have been shown to 
be unworkable. 

In choosing a particular typeface, it is important that attention is paid to its actual size 
when printed. For example, non-Roman fonts generally give smaller print and may need 
a larger font to achieve the desired result (possibly 16 point to achieve a good ‘14 point’ 
result). Good advice is to use Arial 14 point as the baseline for comparing what is 
required with what is achieved. 

Lower case print is much easier to read and should be used almost exclusively. Clear 
numerals are very important, in particular to avoid confusion between numbers such as 
6 and 8, or 3 and 5, and between o, O and 0. Where emphasis is required, bold type 
may be used.  

Legibility also depends upon text spacing. Increasing the leading between the lines can 
improve clarity. Leading of at least 120% should be used (eg 14 point type with 16.8 
point leading). 

Pocket sized A7 bus and train cards may need to be produced. These often require type 
sizes smaller than suggested above. Where this is necessary, a full timetable meeting all 
the criteria in the Code should also be published. 

Alternative large print timetables are easily produced and must be available on 
request.This is especially important where 14 point has not been possible. There must 
be a note about this, with the note in the same point size as large print material (at 
least 16 point) in all publications, which specifies what is available. This note should 
appear near the front of any books as well as at regular intervals throughout. The note 
should include details of how to obtain the timetable in large print and other alternative 
formats (such as braille and tapes), including a contact telephone number and text 
phone number.  
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2.2 Paper 

It is recommended that good quality white paper be used to minimise "shadow" from the 
opposite side, rather than thin, flimsy or highly reflective paper, which impairs contrast 
and readability.  

2.3 Print Colour 

Print should be either black or in a colour which contrasts strongly with the background. 
Intense blue or brown are acceptable alternatives to black, but red and green should be 
avoided. Printing ink should be selected to optimise contrast. 

2.4 Background 

Grey shading and coloured tints including background pictures, other than pale yellow, 
are best avoided. It is recommended that background colour be used to highlight or 
supplement specific items of information - and not be used as the sole means of 
conveying such information. 

Background colour should not be used if it reduces the contrast of the text. 

2.5 Page Size 

Page size is optional providing all standards within this document (particularly regarding 
print size) are met. 

2.6 Alternative Formats 

Where, for reasons of practicality, it is considered necessary to produce timetables and 
leaflets that do not conform fully to the guidelines on print size set out above, it will be 
necessary to make the same information available in a large print format. No single size 
of print is suitable for everyone who needs a large print document, but most people 
prefer their large print in the range 16 to 22 point.  

Modern technology, particularly timetable databases, can be adapted to assist operators 
and local authorities to produce short runs of large print versions of timetables and 
leaflets in a convenient form.  

The Royal National Institute for the Blind (RNIB) publish an information pack called See 
It Right. To purchase this, contact RNIB Customer Services, PO Box 173, Peterborough 
PE2 6WS (telephone 0845 702 3153; minicom 0845 758 5691; fax 01733 371555).  

Some disabled people have difficulty in turning the pages of conventionally bound books. 
Publishers of timetable books should consider making them available in a spiral binding 
which enables the book to lie flat when the pages are being turned. 

If users request audio versions of timetables, it is usually worthwhile asking the 
customer for detailed information about his or her requirements. This will make it easier 
to present the relevant information in a concise form which is easy to understand. Some 
users prefer CD format to cassette tapes. 

Timetable books and leaflets should always include clear information about how to 
obtain the publications in the alternative formats that are available.  

 
3. TIMETABLES - LAYOUT 
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3.1 Route Number or Identity 

This should always be in large bold print, preferably at the top of the page, as it is the 
first thing the reader will be seeking and it should be in a consistent position on all 
pages in any single publication. Logos are best avoided unless they are explained. 

3.2 Route Heading 

3.2.1 This should be confined to the two terminal points and a selection of the most 
important places on the route, making clear the difference between any routes on the 
same table. A route should not be shown as a complete heading unless it is served by at 
least one through journey each way. 

3.2.2 Route numbers / identities and headings may be reversed out of a boldly coloured 
(or black) panel so long as a strong tonal contrast is provided. 

3.3 Operators  

3.3.1 Publicity should make it clear who operates which journey plus details of how to 
contact operators for lost property, complaints etc.  

3.4 Route Information 

3.4.1 Long lists of streets covered by each route may be a waste of space. Clear maps 
or diagrams showing principal points served is more help. They are particularly useful to 
show routes which split into two or more sections or operate around a loop, and to 
indicate where "hail and ride" applies. 

3.4.2 Too many route variations are confusing if included in one timetable. Use separate 
tables with a summary to back up a common section of route. 

3.4.3 Please also refer to section 4.3 Maps. 

3.5 Days of the Week 

3.5.1 Where the days of operation follow in sequence for each route, they are best 
shown immediately below the route heading in a typeface larger than that used for the 
timing points. Mondays to Saturdays and Daily are shown in the same style as Mondays 
to Fridays. There should be a clear distinction between the way that days of the week 
are presented such as : - 

Mondays to Fridays: in bold lower case:- 

Mondays to Fridays 

Saturdays: in reversed lower case:- 

Sundays: i n lower case, boxed:- 

Saturdays  

Sundays  
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3.5.2 The term Weekdays must be avoided. If a service operates only on certain days of 
the week, add ‘only’, e.g:- Mondays and Thursdays only. This should be backed up by 
day codes over columns or times shown in italics for journeys not operating every day. 
It is essential that such features are always clearly explained. 

3.5.3 If there is no service on a Sunday (or any other day) a clear statement to that 
effect should be made. If a service on other days or at certain times is provided by 
another operator details of this will help passengers and improve their perception of the 
publicity. 

3.5.4 Where services vary on most Bank Holidays this should be made clear in the 
headings (e.g. “Sundays & Bank Holidays” etc.).Make clear which Bank Holidays the 
timetable will (or will not) cover. Where special timetables apply these should be 
included in timetable publications. Where this is not possible, details of when and where 
information will be available should be included.  

3.5.5 If details of Bank Holidays etc are not known at the time of publication a note on 
each timetable so affected should say this and how to obtain information nearer the 
time. 

3.6 24 Hour Clock 

3.6.1 The 24 hour clock is now universal for rail and flight times and should be used in 
bus and coach timetables for consistency and ease of understanding. It should be 
presented without punctuation (eg: 2340, not 23.40) 

However, some users still have difficulty in understanding the 24 hour clock. “2340” is 
not always understood to mean “23.40”, let alone “11.40pm”. A simple explanatory 
diagram should be included. It is important that this issue is well understood by 
information centre and telephone helpline staff, so they can help enquirers understand 
such information. 

3.7 Timing Points 

3.7.1 Authorities and all operators concerned should agree on which points to show in 
timetables and the appropriate name (the “Common Name” in the National Public 
Transport Access Nodes (NaPTAN) database) should be used consistently for each point. 
The general aim should be to identify points between five and ten minutes apart, 
allowing for the fact that principal points (including all interchange locations) must be 
included. The points should also clearly define the route followed. Use Title Case (ie: 
capitalised initial letters, but otherwise lower case letters), with terminals and principal 
points in bold. Where separate arrival and departure times are to be shown at one place 
the name should be repeated. Times should read down a vertical column, never up. 

3.7.2 The preferred format should have timing points displayed down the left side of the 
table followed by columns of timings for journeys. 

3.8 Guidelines  

3.8.1 A horizontal line should be provided across the timetable page, preferably below 
every third line, to act as a guide. Horizontal lines for every line of times should be 
avoided. Vertical columns should always be clearly separated from adjacent times by 
"white space". Vertical lines should not be used unless they have a particular purpose - 
for example to separate blocks of times relating to different days of the week. Where 
segregation is needed, for example to allow for "at these minutes past each hour", blank 
column spacing is more effective. 
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3.8.2 Journeys operating after midnight, and clearly meant to be part of the late evening 
service, would be better shown at the end of the table. Services which run all night 
should be shown with times in strict chronological order through the day - but journeys 
which operate across midnight normally should be shown in full at both ends of the day. 

3.8.3 Timetables showing all journeys individually are more easily understood by most 
people. However, where the interval between journeys is 60 minutes or less throughout 
the whole length of the route, it may be appropriate to save space by using a block of 
“minutes past each hour”, rather than showing the times of each individual journey. It is 
clearer to use the phrase “... then at these minutes past each hour …” with the minutes 
set out, followed by “... until ...” and the time of the last bus to adhere to that pattern, 
rather than “at the same minutes past each hour” or “then every XX minutes”. Even so, 
timetables for frequent urban services (at least every 10 minutes) may take the form of 
times of first and last journeys and show headways for various parts of the day. 

3.8.4 Where a journey does not call at every place shown in the column of timing points 
but calls only at some of them, it is preferable to show this by using a vertical line or 
downward pointing arrow in the column for that journey. This helps the eye to read 
down rather than across. Horizontal dashes, leader dots or blank space should be used 
before the start of short journeys or at the end of them. 

3.9 Notes and Reference Codes 

3.9.1 Operators should take account of the need for clearly understood information 
when designing services. This allows codes to be kept to an absolute minimum. Codes 
that are absolutely necessary should be used consistently in all tables. Users should not 
have to turn over pages to find the explanation of codes. All explanations should be in 
plain unambiguous language. Days of the week should be shown as M Tu W Th F S Su. 

3.9.2 Other standard codes should include:- 

C for change of vehicle/connecting service; N for not (as a prefix), Sch or  for 
schooldays only. These can be used in combinations, for example:- NS for Not 
Saturdays; NTh for Not Thursdays, etc;  

Established local practice should be followed in using codes to describe schooldays and 
school holidays. Consistency is essential. In some areas, S&H is used for Saturdays and 
School Holidays, H for Monday to Friday during school holidays.  

In other areas, there is an established use of the symbol  to mean schooldays, 
preceded by an N to mean Not schooldays and inserted after NS to mean Not Saturdays 
or schooldays.  

The dates of schooldays and school holidays during the currency of the timetable should 
also be set out in detail, for the benefit of the many users who would not otherwise have 
access to such information. 

3.9.3 If other letters are used they should indicate the same thing on all pages of the 
table concerned. The letters I, O, Q, U and V should not be used as they are easily 
confused (eg: with each other, with the figures one and zero or with arrow-heads used 
to denote continuation of timings from another column). 

3.9.4 Standard icons (symbols or graphic codes) should be used on a selective basis. 
They are particularly useful to denote rail stations and tram stops. 

3.9.5 Where a note or symbol applies to a single timing it should be shown to the right 
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of it in bold type. 

3.9.6 Disabled people at a local level need to know how to find out about accessible local 
bus services. In bus timetables, the international wheelchair symbol should be used to 
denote a journey or service operated by a vehicle that meets DDA regulations and may 
be termed wheelchair accessible low floor. Journeys operated by such accessible buses 
should not be indicated solely by symbols intended to show that the bus is accessible by 
passengers with shopping trolleys or child buggies. 

3.9.7 Whatever codes are used, they should be explained clearly, be used 
consistently throughout any publication and not be used for any other purpose. 

3.10 Plain English 

Always use plain English, avoiding technical terms and jargon. Words and phrases like 
“alight”, “set down”, “headway”, “terminal point”, “transfer” and “interchange” are not 
always readily understood and should be explained if they cannot be avoided.  

 
4. TIMETABLES - BOOKS AND LEAFLETS 

4.1 Covers 

4.1.1 The cover of any timetable book or leaflet should make it clear that it is a 
timetable. On leaflets covering specific services, the route number(s) and principal 
places served should be set out clearly on the front at the top. 

4.1.2 Covers may illustrate local attractions or be used to advertise new facilities or 
buses, but the area covered and date of issue should remain clear. Varieties of design 
and colour can be used to identify different areas and draw attention to new issues. Care 
should be taken with the cover design to keep the text legible, by maintaining good 
contrast with the background. Text should not be printed on a graphic background. 

4.2 Layout and Index  

4.2.1 Covers should be in portrait for ease of identification in racks but inside pages 
should be consistent in either portrait or landscape (avoiding changes from one to the 
other within the publication). Always justify to the left except for route numbers in 
headings. For the second language in bilingual publications the preferred method of 
separating the languages in headings is to place each on a separate line. Whilst 
separating the languages by left justifying one and right justifying the other is more 
effective than showing both together separated only by a "/", this can still present some 
problems to visually impaired readers. Avoid long paragraphs and do not split text 
around illustrations. Do not fill a page with print - good spacing is important for clarity - 
and always use plain language. Any listing of routes should always give routes in strict 
alpha-numerical order. 

4.2.2 Timetable pages should be in sequence by route number order. Routes with a 
prefix letter should be in a series before or after those with plain numbers. Where routes 
are grouped together in one timetable out of sequence (e.g: 175 and 275) the full 
heading with a cross-reference should be included where each number would fall in 
sequence. Use of the same route number by one or more operators for different services 
in any given area must be avoided. 

4.2.3 Publications covering several services or a whole area should include an index of 
places served with the appropriate route or table numbers. Where a place is served by 
several routes, separate entries may be shown for the principal destinations available. 
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Publications not set out in pure route or table number order should also include a list of 
contents, including page numbers. 

4.3 Maps 

4.3.1 A map should be included in all timetable leaflets to show the route covered and 
connections to other services. Timetable books should incorporate a detailed route map 
and town plans which indicate the location of bus and coach terminals and other 
stopping places. Alternatively the maps may be available separately. Ideally, the stop 
names (at least for all timing points) should be shown. Local features, interchanges, 
information offices, stations, taxi ranks and train, metro and tram tracks should also be 
included to provide a comprehensive range of public transport information. 

4.3.2 Simplified linear route diagrams are helpful to many users. Appropriate symbols 
(such as the double-arrow to indicate a railway station) or other pictorial images can 
usefully be incorporated, as can information about journey times between timing points. 

4.3.3 Those commissioning maps should be aware of the current legislation regarding 
use of copyright basemaps, roadnames and rasterised GIS information, among others. 

4.4 Other Information 

4.4.1 Include a summary of the route and service changes made since the last book or 
leaflet was issued. 

4.4.2 Take advantage of any empty space at the bottom of a page to convey related 
information such as other services with which the route connects, special ticket details 
or operation under contract to a funding authority - but avoid too much clutter. Non-
essential information should not distract the reader. A certain amount of white space 
helps the eye to find things.  

4.4.3 Local train, metro and tram service timetables or summaries should also be 
included in area publications to give comprehensive public transport information. Failing 
this, mention should be made of the connections available, together with details of 
where times for them are published. 

4.4.4 Add useful information in timetable books, so people know where to contact for 
more information, how to use the timetable, and how to keep it up to date. The principal 
traveline  phone number (0870 608 2 608) and logo (where possible) should be 
featured in all publications, even where there is a local information line available as well, 
so that people learn how to obtain information wherever they are. As traveline  
expands, it will include information that will enable disabled people to find out about 
accessible local bus services. The traveline  textphone number (0870 241 2216) should 
also be shown clearly.  

4.4.5 Include advice on the availability of timetable information in alternative formats 
(e.g.: internet, CD/cassette tape, Braille or by minicom/textphone and other languages).  

4.4.6 Include advice about TRIPSCOPE . This is a telephone based information service 
on all aspects of travel for people with mobility difficulties. TRIPSCOPE operates 
throughout the UK and internationally, and its information and advice are available to 
elderly and disabled people as well as those caring for them. In preparing timetables, 
publishers should contact TRIPSCOPE  at The Vassall Centre, Gill Avenue, Bristol BS16 
2QQ, for up to date information on how best to describe the TRIPSCOPE service. 
Telephone: 08457 58 56 41; E-mail: enquiries@tripscope.org.uk Internet: 
http://www.tripscope.org.uk/  
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4.4.7 Include basic fares information where possible, such as sample fares between 
main centres and validity of return tickets, network-wide tickets, etc. 

5. TIMETABLES - PERIODS OF OPERATION 

5.1 Include the date when a particular timetable started and, wherever possible, an end 
date. The aim should be to include ‘end dates’ on all publications as soon as practically 
possible. On leaflets this is especially valuable, and it also assists if the leaflet states 
what it is replacing. Where timetable books are published on a regular basis an 
indication of when the next edition is due can help. A regular updating service is 
essential. Give details of how to be included on a mailing list to receive updates or 
information in alternative formats. 

5.2 Seasonal variations in a single table can be very confusing. It is preferable to display 
separate tables boldly headed, such as "Until 31 August 2001" or "From 1 September 
2001". 

5.3 Give the dates of schooldays, especially for main term times, whenever they are 
known in advance. In some areas it may be necessary to indicate that school dates are 
unknown or may change; in such cases a telephone enquiry number should be quoted. 

5.4 Do not use "until further notice" unless precise details can be given as to when and 
how such notice will be given. 
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