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Simple to use

A new online form has been designed to provide a consistent way of submitting new ward 
transport requests

Provides the right information first time

The form gathers the details needed to help assess requests more effectively, reducing the 
need for follow-up emails and requests for further information

Better visibility and management 

Requests are securely recorded and managed by officers through a single end to end 
process, improving the management and tracking of requests from submission through to 
outcome

WTB & CPB
Online form introduction
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WTB & CPB
Where to access the online form
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The form will be easily accessible in the members area of the intranet



WTB & CPB
Online form – Introduction page
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 The Introduction page explains the purpose 
of the form and what information will be 
needed before submission

 Uses the same look and feel as other 
Council online forms, providing a familiar 
experience



 Submit new issues for investigation

 You only need to tell us about each 
issue once to avoid duplication

WTB & CPB
Reporting new issues
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 The online form is intended for 
reporting issues within your ward 
boundary

 Issues outside your ward can easily 
be raised by the relevant ward 
member

WTB & CPB
Issues within your ward
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 Where a ward has multiple 
members, requests should be 
agreed by all ward members before 
submission to prevent any delays

WTB & CPB
Ward member agreement
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 Providing detailed information helps 
the request to be assessed more 
efficiently

 You can include things like what is 
happening, how often, who is 
affected and where it’s located

WTB & CPB
Providing issue information
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 Share any ideas or suggestions you 
might have for resolving the issue

 Suggestions are optional and will be 
considered as part of the 
assessment process

WTB & CPB
Resolving the issue
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 Easily upload files you think are 
relevant, such as photos of the 
affected site or location

 Photos, documents or 
correspondence can help provide 
additional context

WTB & CPB
Uploading evidence
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WTB & CPB
Final check before submitting
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 An easy to follow ‘Check your answers’ page 
allows you to review your answers before 
submission

 Return to any section to update information 
if needed



 Receive instant confirmation that your 
request has been successfully submitted

 A unique reference number is provided to 
help track the request

 A confirmation email is automatically sent for 
your records

WTB & CPB
Confirmation
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• Requests are securely transferred into the 
Council’s case management system

• All request details and supporting evidence 
are stored together in one place

• Having everything in one place helps officers 
assess, track and manage requests 
efficiently

    

WTB & CPB
What happens next?
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