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FOI Ref: 6646
Category(ies): Trust - Car Parking
Subject: Parking for Children and Young People with Cancer
Date Received:  06/10/2022
[bookmark: _GoBack]
	[bookmark: _Hlk66456130]Your request:

	Our response:


	I’m writing to request that under the Freedom of Information Act, the NHS Trust or NHS Foundation Trust (the Trust) provides the below information. 

Please provide the response via email, providing any relevant documentation as attachments.  

	1. A copy of the Trust’s parking policy 

	


	1. Details of the price of car parking per hospital site within the Trust 

	Up to 30 mins	Free
30 mins – 1 hour	£2.10
1 – 2 hours	£3.20
2 – 4 hours	£4.60
4 – 6 hours	£5.70
6 – 24 hours	£7.00


	1. Confirmation of how the Trust has implemented both the mandatory and voluntary elements of the “NHS car parking guidance 2022 for NHS trusts and NHS foundation trusts”, including;  

1. whether parents and/or carers of children and young people (up to age 25) with cancer are offered free parking/parking exemptions
 
1. whether parents and/or carers of children and young people (up to age 25) with cancer are offered parking concessions and details of the financial value of these
 
1. whether young people (17-25) with cancer are offered free parking/parking exemptions 

1. whether young people (17-25) with cancer are offered parking concessions and details of the financial value of these
 
1. whether any free parking/parking exemptions or concessions apply to inpatient/active treatment visits, visits to attend follow-up appointments (i.e. not undergoing active treatment), or both 
	




	
a. Free




b. Free




c. Free



d. Free




e. Free





	1. If yes to any items in point 3, how many parents and/or carers of children and young people (up to age 25) with cancer and/or young people (17-25) with cancer have been offered free parking/parking exemptions or concessions, provided per category (free parking/exemption, concession); 

0. per financial year since 2017 (2017/18, 2018/19, 2019/20, 2020/21, 2021/22, and 2022/23 to date) 

0. per hospital site within the Trust 

	We do not record how many are given

	1. Details of how the Trust shares, communicates and displays information about free parking/parking exemptions and/or concessions, their eligibility, how to access them and their financial value 

	On our intranet and on all payment machines

	1. Confirmation whether car parking within the Trust is owned and managed by the Trust or is owned and managed by a private company, and if so what company 

	Owned and managed by the trust

	1. Details of how many complaints the Trust has received from parents and/or carers of children and young people (up to age 25) with cancer and/or young people (17-25) with cancer regarding car parking charges or regarding the information the Trust provides about car parking charges; 

2. per financial year since 2017 (2017/18, 2018/19, 2019/20, 2020/21, 2021/22, and 2022/23 to date) 

2. per hospital site within the NHS Trust or NHS Foundation Trust 

	None

	1. Details of any other travel-related support provided by the Trust which is available to parents and/or carers of children and young people (up to age 25) with cancer and/or young people with cancer, including;  

0. how children and young people and their parents or carers are informed of the support that is available to them 

0. how the support is accessed/applied for
 
0. the financial value of the support and whether this is provided up-front or requires a claim to be paid back to the recipient  

0. the duration of the support and type of care this applies to (e.g. inpatient/active treatment, follow-up/outpatient etc.)  
	






a. By department staff


b. Via a form completed by the ward
	

c. Provided straight away



d. Continuous
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1. [bookmark: P1]
INTRODUCTION

The provision and effective management of parking services is an important function that is undertaken by The Rotherham NHS Foundation Trust (TRFT).  It is evident that where such management is lacking it can lead to traffic system congestion, damage to the grounds and gardens, damage to other vehicles and frustration to all site users, as well as having the  potential to inhibit access to fire and emergency service vehicles.

The Trust implemented a parking management regime in 2004 which included charging for all parking facility users and specifying the provision of designated patient, visitor and staff parking facilities. It also included a pay on foot parking management system to the Trust’s main public parking facilities, pay and display system to all other areas and introducing a payroll charging system for all staff who wish to bring their vehicle on Trust owned properties.

The Government’s intention is to integrate support for healthy environments through the introduction of well managed transport services and the communication of travel alternatives to single occupancy car use.

The Trust Travel Plan outlines measures to reduce reliance on the car, and particularly single occupancy car journeys, promoting healthier and more environmentally friendly modes of travel.

This Parking Policy is designed to assist in the management of traffic and travel to and from hospital managed sites in an environmentally responsible manner.

Health and Social Care Act 2008

This policy contributes to the Trust’s compliance with the regulations of the Health and Social Care Act 2008 (Regulated Activities) Regulation 2014, notably:

· Regulation 15: Premises and Equipment

Care Quality Commission Fundamental Standards:

The Trust recognises and accepts the responsibilities outlined by the Care Quality Commission Fundamental Standards and this policy will contribute to compliance with required standards set by the Regulator in respect to its key questions and Key Lines of Enquiry (KLOE). 

NHS Premises Assurance Model (NHS PAM)

The Trust recognises and accepts the responsibilities and requirements set out within the NHS Premises Assurance Model (PAM).

· Safety Domain – Compliance

Safety Domain Self- Assessment Question (SAQ SS7 – Transport);

· Patient Experience Domain – Compliance

Patient Experience Domain Self-Assessment Question (SAQ P4 Car parking & Access).

This policy will contribute to compliance with these requirements.




NHS Car Parking Guidance 2021 for NHS Trusts and NHS Foundation Trusts

The current (2020 to 2021) NHS Standard Contract [Service Condition 17.10] requires that NHS trusts and NHS foundation trusts must comply, where applicable, with NHS car parking guidance. From 1 January 2021, they must ensure that any parking facilities at the provider’s premises for service users, visitors and staff are available free of charge to those groups and at those times identified in, and otherwise in accordance with, that guidance.



2. [bookmark: P2]PURPOSE AND SCOPE

This Parking Policy will ensure that the Trust’s parking management system contributes to the requirements set out in the Trust’s Travel Plan and help managers to respond flexibly to local issues related to parking and traffic management.



2.1 [bookmark: P2_1]Purpose

2.1.1 The purpose of this policy is to ensure that staff, patients and visitors have access to Trust owned properties.

2.1.2 To improve the quality of, and access to, parking for staff, patients and visitors at all Trust owned properties.

2.1.3 To contribute to the fair, efficient and effective management of parking facilities; balancing the competing interests of staff, patients and visitors.

2.1.4 To provide guidance on the use and charging structure for the parking facilities at the Trust, together with conditions for use, assistance with, and exemption from the charges for patients, visitors and staff.

2.1.5 To support the aims and objectives of the Trust’s “Transport Plan”. 



2.2 [bookmark: P2_2]Scope

2.2.1 The policy covers parking management at all parking facilities owned or managed by the Rotherham NHS Foundation Trust, though the Trust does not control premises that they do not own. Where the Rotherham NHS Foundation Trust holds a lease (RCHC) for a premise, then the management will be in conjunction with the landlord as the duty holder or employer; they cannot devolve their respective duty holder responsibility that may arise from the management of parking facilities.

2.2.2 [bookmark: P2_3]This Policy applies to all Trust employees, patients, visitors and those employed via external Contractors as well as staff working at premises owned, or occupied by the Trust and forms part of TRFT’s management arrangements under the Health and Safety at Work Act 1974 and in meeting CQC Fundamental Standards and NHS Premises Assurance Model (NHS PAM) Safe domain prompt questions.


2.3 Environmental Aims

2.3.1 The Parking Policy is designed to assist in the management of vehicles on Trust owned properties in an environmentally responsible manner.  It compliments and supports the principles and objectives that are set out in TRFT Travel Plan:  Its aims are to:

· Provide a framework for the effective management of vehicles on Rotherham NHS Foundation Trust grounds and parking facilities.

· Support effective Health Service delivery and patient access to services.

· Ensure the safety of pedestrians, road users as well as users of the Trust’s parking facilities.

· Reduce the risk of damage to property.

· Support the principles and objectives that will be set out in TRFT Travel Plan.  E.g. promote more environmentally ways of getting to and from work.



3 [bookmark: P3]DEFINITIONS AND ABBREVIATIONS



3.1 [bookmark: P3_1]Definitions

3.1.1 Travel Plan
A travel plan is a package of practical measures designed to influence transport to an individual site or within an organisation.

3.1.2 National Planning Policy Framework
The National Planning Policy Framework was first published on 27 March 2012 and was updated in July 2021. This is a key part of our reforms to make the planning system less complex and more accessible, to protect the environment and to promote sustainable growth.

3.1.3 Transport Assessments (TAs)
Where a new development is likely to have significant transport implications, a Transport Assessment (TA) should be prepared and submitted with a planning application for the development. It will then be used to determine whether the impact of the development on transport is acceptable. TAs are normally produced by developers and are used by decision makers in the planning process.



3.2 [bookmark: P3_2]Abbreviations

CCTV			Closed Circuit Television

CQC			Care Quality Commission

DRG			Document Ratification Group

DVLA			Driver and Vehicle Licensing Agency

HTM	 		Health Technical Memorandum

KLOE			Key Lines of Enquiry

NHS PAM		National Health Service Premises Assurance Model

PGME			Post Graduate Medical Education

RCHC			Rotherham Community Health Centre

RFT			Rotherham Foundation Trust

SAQ			Self- Assessment Question

TA			Transport Assessment

TRFT			The Rotherham NHS Foundation Trust



4 [bookmark: P4]ROLES & RESPONSIBILITIES

		Roles

		Responsibilities



		Board of Directors

		The Board recognises the need to provide and maintain parking facilities as part of its Estates Strategy and is committed to establishing and maintaining an incremental improvement in parking services, standards and security that it provides to all users.

The Board of Directors are responsible for governing parking facilities at Trust premises and for ensuring that tariffs are reviewed in line with the Trust’s other business interests.



		Chief Executive

		The Chief Executive has overall responsibility for the Trust’s management and control of parking and will ensure that within the priorities set by the Trust, there are adequate resources allocated to meet parking objectives.

Under delegated authority from the Chief Executive, the Director of Estates & Facilities will ensure the application of this policy and that adequate procedures and systems are in place.



		Executive Directors, Directors and Senior Managers

		Executive Directors, Directors and Senior Managers will ensure that, as far as is reasonably practicable, Parking, Travel Planning and accessibility related procedures will be communicated to all staff, patients and visitors locally.  Such procedures will require regular monitoring, review and updating as necessary.

Responsible for ensuring that this policy, procedures and systems to control and manage staff parking is upheld at all times, specifically in:

· Ensuring consistency of policy application across Trust owned premises.

· Supporting any action to be taken to address irresponsible parking by ensuring that staff park only in designated parking areas.



		Director of Estates & Facilities

		The Director of Estates & Facilities is responsible for the management of parking, and the application of procedures & systems, including access control and relevant regulations.  Day to day management of site - specific parking facilities will be delegated to the Security Manager/Travel Co-ordinator.

The Director of Estates & Facilities is to ensure that regulations governing parking and tariffs set are reviewed on a regular basis in line with National Standards and the Trust’s business interests; all regulation and tariff changes are to be approved by the Board of Directors prior to implementation.

Where new developments are planned or undertaken at any of the Trust sites, then the Director of Estates & Facilities in association with the Travel Co-ordinator are to ensure that Traffic Assessments are undertaken in accordance with the National Planning Policy Framework.

Where, due to a new development or major refurbishment, an area of the Trust site is handed over to a main contractor, the parking of contractors’ vehicles within the contractor’s compound will be exempt from Trust parking charges.



		Travel Co-ordinator

		The Travel Co-ordinator has overall responsibility for the administration and management of parking and travel related activities throughout the Trust; ensuring that a Trust Travel Plan is developed, approved and published in accordance with the NHS car parking guidance 2021 for NHS trusts and NHS foundation trusts.

The Travel Co-ordinator is to ensure that local, written procedures are developed and put into place that details the process of applying for, authorising and issuing Trust parking permits.

The Travel Co-ordinator is responsible for developing, reviewing and publishing appropriate parking regulations, Terms & Conditions and where applicable parking tariffs ensuring that they are approval by the Director of Estates & Facilities as well as the Board of Directors.

The Travel Co-ordinator is to put measures in place to ensure that the Regulations governing parking at Trust premises is prominently displayed to staff, patients and visitors.

The Travel Coordinator, together with the Security Manager and Estates & Facilities Health & Safety Advisor, will ensure that, where appropriate, risk assessments are undertaken in respect of parking at Trust owned sites.

Where new developments are planned or undertaken at any of the Trust sites, then the Travel Co-ordinator will liaise with the Director of Estates & Facilities to ensure that Traffic Assessments are undertaken in accordance with the National Planning Policy Framework.

Where training requirements are identified in respect of roles set out in the Policy, the Travel Co-ordinator will be responsible for co-ordinating such training. The travel co-ordinator is also responsible for ensuring that all staff involved in the administration of parking at The Rotherham NHS Foundation Trust receive appropriate training.



		Contracted Security Manager

		The Contracted Security Manager has responsibility for the effective implementation of the Parking Policy and the day to day operational administration and management of parking and travel related activities throughout the Trust. 

The Contracted Security Manager is to ensure that there are local, written, operational procedures in place that detail the day to day operational administration of the Trust’s Parking facilities, together with action required when parking regulations have been contravened.

The Contracted Security Manager is responsible for ensuring that the pay on foot and pay and display parking equipment remains serviceable and for reporting any failures of equipment to the Estates helpdesk and Travel Co-ordinator.

The Contracted Security Manager is responsible for ensuring that all staff involved in the management of parking at The Rotherham NHS Foundation Trust have received appropriate training.



		Security Staff

		The Trust employs security staff whose prime function is to provide a physical presence on the hospital grounds and premises and to take initial action regarding matters of security and safety and further to take action in emergency situations.

Security staff will enforce/ensure parking regulations, Terms & Conditions and the administration of the Trust’s Parking facilities are undertaken in accordance with appropriate Operational Procedures, Regulations and Terms & Conditions as well as acting as the focal point for enquiries when a failure to comply with parking regulations has been identified. 

Security staff required to administer and manage parking at The Rotherham NHS Foundation Trust are to have received appropriate training.

All notable parking incidents observed by, or reported to, the Trust’s Security staff are to be investigated and where appropriate recorded on the Trust’s DATIX Reporting System.  Where appropriate, and in accordance with Data Protection regulations, images from CCTV footage should be accessed to dispel any controversy regarding circumstances.

Security staff are responsible for the day to day operational management of parking and travel related activities throughout the Trust; carrying out parking facilities management and providing control for Hospital traffic and parking and enforcement of this policy.  Their task is supported by the Trust’s Closed Circuit Television (CCTV) system.

The role of Security staff in respect of Parking Management on site is:-

· To be responsible for seeking resolution of day-to-day parking problems.

· To ensure that people park in the correct place and pay the agreed rate.

· To give advice and assistance to staff, visitors and contractors on parking arrangements and associated costs.

· To apply restrictive measures/notices where applicable and necessary.

· To inform staff of the procedures in registering car details.

The registration of all vehicles on designated sites needs to be strictly enforced in order to better protect the property of the Trust, its staff, patients and visitors.  Supporting the Trust’s wishes to preserve as safe, convenient and secure a facility as it can for the benefit of all users.



		Trust’s Parking Admin Office

		The Trust’s Parking Admin Office is responsible for administering parking applications from staff, approving and issuing staff parking permits in accordance with current, written, procedures. This is situated within Estates & Facilities on Level D, Junction 3.



		Trade Union Representatives

		Trade Union Representatives will provide practical support, advice and assist members within TRFT.



		Estates & Facilities Health & Safety Co-ordinator

		The Estates & Facilities Health & Safety Co-ordinator will, as part of a regular risk review programme, review the safe operation of Parking facilities and their environment; reporting any observations as appropriate to the Travel Co-ordinator and on the Trust’s Incident reporting systems DATIX Reporting System.



		Ward / Department / Service Managers

		Ward/Department/Service managers are to be aware of the requirement for members of staff who work at designated sites and wish to bring their vehicle on to the Trust grounds to have their vehicle registered with the Parking Admin Office.  They are responsible for notifying all new staff members how to access the Trust’s Parking permit system and how to view the current Trust Parking Policy and other relevant documents.  Ward/Department/Service Managers are responsible for reviewing and approving applications for preferential spaces, these are reviewed annually.

Ward/Department/Service managers will be expected to promote and encourage, where appropriate, local transport, accessibility and travel arrangements that support and contribute to the Trust’s environmental and sustainable aims, objectives and priorities; as well as informing patients, carers and visitors, of the Trust’s concessionary parking schemes as detailed within paragraph 1.4 of Appendix 1.



		Trust Employees

		When Trust employees park a vehicle at any of the Trust’s premises they are required to comply fully with the Trust’s Parking Policy.  Where parking regulations are in place at a location where staff park a vehicle, then staff are to obtain an appropriate Trust Parking Permit from the Parking Admin Office within the Estates Department, Level D, Junction 3

Where Trust employees park a vehicle at Trust premises they are to be aware of, and observe, parking regulations as detailed within this policy and specifically at Appendix 1.



		Trust Leaseholder, Tenants and Contractors

		When Trust Tenants, Leaseholders and Contractors, together with their respective members of staff, park a vehicle at Trust premises they are required to comply fully with the Trust’s Parking Policy.  Where parking regulations are in place staff at a location where Tenants, and Contractors (and staff) park a vehicle then they are to obtain an appropriate Trust Parking Permit from the Parking Admin Office within Estates & Facilities Department.

Where Tenants, Contractors (and staff) park a vehicle at Trust premises they are to be aware of, and observe, parking regulations as detailed within this policy and specifically at Appendix 8.



		Head of Health & Safety and Compliance (Estates)

		The Trust’s Head of Health & Safety and Compliance (Estates) will be responsible for reviewing and commenting, where applicable, on the document’s Health & Safety technical content and for providing the author with technical direction in respect to appropriate Health & Safety legislation.



		Health and Safety Committee

		Members of the Trust’s Health and Safety Committee will be responsible for reviewing and scrutinising the policy document providing a Trust perspective and direction in respect of its Health & Safety content and for approving the Policy document prior to its submission to the Trust’s Document Ratification Group.

The Health and Safety Committee is responsible for the management of issues that have been escalated from by the Travel Co-ordinator.  Where the responsibility falls out of the Committee remit the issue is to be escalated to the appropriate Committee

The responsibilities of the Health & Safety Committee include:

· Review and approve the Travel Plan as developed by the Trust’s Travel Co-ordinator. 

· Implement and/or recommend procedures/equipment to enable policies to be successfully implemented and monitored.

· Manage the way that this policy supports and contributes to the Trust’s Environmental Aims, Objectives and Priorities.

· Ensure provision of suitable training to staff at all levels of responsibility. 

· Exception reporting of incidents and audit outcomes.

Escalate issues to relevant committees above this committee.







5 [bookmark: P5]PROCEDURAL INFORMATION



5.1 [bookmark: P5_1]Parking at Trust Sites

5.1.1 Where parking at designated Trust sites is governed by charges and permits; procedures governing vehicle registration, availability and issue of permits together with the details on charges are covered at Appendix 1. This covers:

· Public Parking

· Staff  Parking



5.2 [bookmark: P5_2]Vehicle Sharing Scheme

5.2.1 The Rotherham NHS Foundation Trust offers, as part of its parking environmental strategy, a vehicle sharing scheme to help the environment and to reduce employees’ monthly parking charges. Further details are available at Appendix 2 as well as being included on the Application Form that staff use to apply for a Staff Parking Permit and are available from the Parking Admin Office within the Estates Department.



5.3 [bookmark: P5_3]Parking Administration at Trust Sites

5.3.1 The manner in which parking at Trust sites is administered is detailed at Appendix 3.  This covers:

· Charges & Refunds.

· Parking Availability.

· Sanctions imposed; Failure to Comply with Parking Terms and Conditions



5.4 [bookmark: P5_4]Parking Management Payment Schedule

5.4.1 Where parking at designated Trust sites is governed by charges and permits the management and scope of the charges is detailed in the Payment Schedule at Appendix 4.

5.4.2 Where parking at designated Trust sites is governed by charges then these charges will apply on a 24 hours 7 days per week basis including bank holidays.



5.5 [bookmark: P5_5]Terms & Conditions governing the use of Trust Parking Facilities

5.5.1 In order that all users of the Trust’s Parking facilities are aware of the acceptable parking standards determined by the Trust and the consequences of failing to meet these standards it is necessary to provide publicly available Terms and Conditions; which set out the requirements and acceptable standards together with the associated penalties when they are not met.

5.5.2 Terms and Conditions have been drawn up and are detailed at Appendix 8. The Travel Co-ordinator will ensure that the Terms and Conditions are prominently displayed at the Trust’s Parking facilities as well as on the Hub.



5.6 [bookmark: P5_6]Use of Closed Circuit Television Systems

5.6.1 [bookmark: P5_7]A Closed Circuit Television (CCTV) system is used by The Rotherham NHS Foundation Trust contributing to the safety of its patients, visitors and staff at TRFT owned sites.  Providing the viewing of CCTV images is undertaken in strict accordance with both the Data Protection Act 2018 and the Trust’s Data Protection Policy, it is possible to use such images to confirm the circumstances surrounding notable parking incidents.


5.7 Abandoned Vehicles

5.7.1 Vehicles believed to be abandoned will be treated as Trust property and may be disposed of accordingly.  The Trust Security Manager will check with the DVLA to see if there is any excise duty covering the vehicle. A sign will be affixed to the vehicle informing the owner that they have 28 days to remove the vehicle or claim ownership after which the vehicle will be disposed of as Trust Property.
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[bookmark: P7]

7 ASSOCIATED POLICIES/PROCEDURES/DOCUMENTATION etc

· Trust's Security Policy

· Trust's Health & Safety Policy

· Trust's Fire Safety Policy

· Trust's Data Protection Policy

· Trust's Travel Plan

· Trust's Contractors' Briefing Procedures

· Trust's Incident and Serious Incident Management Policy

· Trust's Mandatory and Statutory Training Policy

· [bookmark: S1_A1]Trust's Managing Attendance Policy


APPENDIX 1

[image: A picture containing drawing

Description automatically generated][image: The Rotherham NHS Foundation Trust RGB BLUE copy.jpg]









PARKING AT THE ROTHERHAM NHS FOUNDATION TRUST SITES



1. PUBLIC PARKING



1.1. Permission to Park

1.1.1. Public parking will be provided primarily for patients and visitors adjacent to the main entrances to the Hospital and RCHC. Patrons of public parking facilities must follow the requirements of these parking facilities which are either “Pay on Foot” or “Pay and Display”.  These parking facilities will be regularly monitored by the Security staff to ensure that they are being used appropriately.

1.1.2. Access to all Trust premises, including parking facilities, is by permission of The Rotherham NHS Foundation Trust and all parking is to be in strict  accordance with this Policy and, in particular, the Terms and Conditions as shown in Appendix 8. In accordance with British Parking Association guidance these Terms & Conditions will be displayed upon the entry to the Trust and via the Trust’s public website.



1.2. Charges

1.2.1. Certain designated sites within The Rotherham NHS Foundation Trust implement parking regulations & charges; operating both “Pay on Foot” and “Pay and Display” parking systems for members of the public. Charges will be regularly reviewed in line with the Trust’s other financial interests and published in the Trust’s respective parking facilities.



1.3. Exemptions

1.3.1. Requests for exemption from public parking charges may be made in respect of patients and visitors where certain exceptional circumstances may exist.  Such requests will be submitted in writing to the Travel Co-ordinator who will review each submission on a case by case basis.



1.4. [bookmark: S1_A1_P1_4]Concessionary Parking

Weekly Parking Pass (Appendix 5)

1.4.1. A weekly parking pass in available at a concessionary rate for those family members or carers who have an individual in the Hospital for a period longer than 7 days.  These are to be issued by a senior member of staff within the ward who must advise the Reception Desk/Security Office, by completing a Trust's Parking Concessionary Proforma located at Appendix 5, that the patient’s stay in hospital is likely to be in excess of 7 days.

Free Parking Pass (Appendix 6)

1.4.2. Free parking will be available for:

· Patients who are required to attend frequent Outpatient clinics (3 times a month or more),

· Parents with children who are inpatients.

· Macmillan Cancer Support patients.

Detailed regarding free parking are shown at Appendix 6 and are again to be issued by a senior member of staff within the outpatient department, the Ward or Service who must advise the Reception Desk/Security office, by completing a free parking authorisation proforma located at Appendix 6.

Blue Badge Holders (Appendix 7)

1.4.3. There is an opportunity for blue badge holders, who use hospital Services on a frequent basis, to be provided with a blue badge holders Trust car pass.  Where this is applicable a senior member of staff from the ward/departments/service/clinic should provide the blue badge holder with a Blue Badge Car Pass Application Form located at Appendix 7.



2. STAFF PARKING



2.1. Registration

2.1.1. Certain designated sites within The Rotherham NHS Foundation Trust implement parking regulations & charges; operating a parking permit system for staff.  As a condition of being permitted to use The Rotherham NHS Foundation Trust parking facilities at these designated sites, Trust staff are required to register their vehicle (including motorcycles) with the Estates Department (Parking Admin Office) (Ext 4006), Level D, Junction 3 and to pay the appropriate fee or subscribe to the payroll deduction scheme, as appropriate.  Details of the regulations governing the administration and management of The Rotherham NHS Foundation Trust Parking facilities are at Appendix 3.

2.1.2. Staff located at a Trust managed site that operates a permit to park system and wish to bring their vehicle onto site will be required to register their vehicle in accordance with paragraph 2.1.1.

2.1.3. Registration of staff for parking permits is normally undertaken as part of the offer of employment procedure.  An Application Form for Staff Parking is usually included in a new employee’s starter paperwork.  Application Forms are also available from the Estates Department (Ext 4006).  A Staff Parking Application Form is also available on the Trust’s intranet.

2.1.4. Registration assists Security staff in the event of an incident or occurrence (e.g. an accident or lights being left on) while vehicles are unattended.  The Estates Parking Admin Office must be advised of any change of vehicle registration on ext. 4006.

2.1.5. Registration does not confer any rights to the owner and, following appropriate procedures and with appropriate authority; staff may be excluded from driving or bringing vehicles onto Trust property.  Vehicles enter and park on Trust property entirely at the owner’s risk and owners of unregistered vehicles may be required to remove them from Trust property.

2.1.6. On completion of vehicle registration staff will be required to sign as having received a copy of the Terms & Conditions governing staff parking.



2.2. Charges

2.2.1. Staff parking charges will be administered in accordance with charges set out at Appendix 3.

2.2.2. When staff designated parking facilities are full, staff will enter/exit Pay on Foot parking facilities using their barrier fob.  In Pay and Display areas staff will display their Trust parking permit.



2.3. Permits, Barrier Fobs/Cards and Passes



Permits

2.3.1. On registration, staff will be issued with an appropriately coloured parking permit which must be displayed on the passenger’s side of the vehicle’s windscreen.

· Red parking permit - (Line Manager’s Approval – preferential spaces)

· Yellow parking permit – staff

· Purple parking permit – Value Card

· Pale Blue parking permit - residences



Barrier Card

2.3.2. On registration, a card will be issued  which will allow entry to dedicated staff parking facilities.  Only when dedicated staff parking facilities are full will staff with yellow parking permits be allowed to enter the Trust’s Pay on Foot and Pay and Display parking facilities.

Staff are not permitted to use the following Pay and Display parking facilities between the hours of 7:00am – 7:00pm:

· Day Surgery

· Renal Unit

These areas are strictly for patient use only during these times.



Preferential Spaces

2.3.3. A barrier pass is primarily intended to allow specific post holders to carry out essential business needs effectively. This may include senior management, consultants, visiting practitioners, staff with mobility issues and those who need to make frequent off site journeys.  A barrier pass and a red parking permit will be issued when a staff parking application is approved by line management.  The permit must be displayed at all times.



2.4. Rotherham Community Health Centre (RCHC) Parking

2.4.1. A barrier pass will be issued to all staff but will be limited to 30 minutes onsite parking. Upon application to the parking office the post holder will be issued a permit for alternative offsite parking unless they fit the below criteria and it is authorised by their line manager;

· post holders to carry out essential business needs effectively. This may include senior management, consultants with responsibility for other sites, visiting practitioners, staff with mobility issues and those who need to make frequent off site journeys.

· Community staff who attend site frequently throughout the day and is in a patient facing role that requires the use of a vehicle to attend patients’ home addresses– the permits offer a maximum of 4 hours parking.



2.5. Mobility Permits

2.5.1. Staff members who hold a blue disabled parking badge should be identified prior to commencing employment and will be permitted to park in a designated disabled parking space, but will still need to register their vehicle with the Estates Parking Admin Office.  A staff parking application form should be completed and returned to the Travel Coordinator along with a copy of the individual’s blue disabled parking badge.

2.5.2. Under the Equality Act the Trust has a commitment to ensure that those who have mobility impairments have every possible assistance in accessing Trust premises for the purposes of employment and its business; parking bays for the mobility impaired are located as near as possible to the most appropriate entrance of the Trust building, having due regard for:

· Restrictions and directives of current legislation.

· The health and safety of persons with mobility impairments and other users of the premises.

· The number of people requiring access to these facilities.

2.5.3. Staff with mobility issues are allocated spaces according to their need. They do not pay the increased fee as parking is now free for all blue badge holders. If the staff member only has a short term issue and Occupational Health support their move into a preferential car park they will be moved at no extra cost.

2.5.4. Whilst there is no limit on the number of parking bays allocated for the mobility impaired; the minimum that the Trust provide will comply with current legislation.



2.6. Return and Loss of Parking Permits, Passes, and Cards

2.6.1. Permits, Passes, and Cards remain the property of The Rotherham NHS Foundation Trust and must be returned to the Travel Coordinator or Parking Admin Office when:

· The permit holder ceases to be employed by the Trust.

· Payment for the permit ceases.

· The permit is revoked for whatever reason.

· The permit is no longer required for any other reason.

2.6.2. If a parking permit, barrier pass, or card is lost, misplaced or stolen; such a loss must be reported on the Trust’s incident reporting system, DATIX Reporting System as well as to the Travel Coordinator or Parking Admin Office as soon as possible.

2.6.3. It is prohibited to alter, tamper, duplicate or forge in any way the Trust’s parking permits.  This will render the permit invalid and may result in action being taken in accordance with the Trust’s Disciplinary procedures.



2.7. Data Protection

2.7.1. Personal data collected for the purposes of parking registration will be processed in accordance with the Trust’s Data Protection Policy and Data Protection Act 2018.

2.7.2. Data supplied will be stored and used in accordance with the Trust’s Data Protection Policy and used solely to enable the Trust to:

· Identify the owners of vehicles which contravene this Policy

· Contact the owners of vehicles where necessary.

· Assist in any criminal/ road traffic Investigation.

2.7.3. In circumstances set out in the Trust’s Data Protection Policy and Data Protection Act 2018, personal details may be disclosed to relevant authorities.



2.8. Terms & Conditions

2.8.1. Staff employed by The Rotherham NHS Foundation Trust using Trust Parking facilities will be granted permission to do so on the strict understanding that they observe and adhere to the Terms and Conditions as detailed at Appendix 8 as well as this Policy.
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CAR SHARING SCHEME REQUIREMENTS



1. CAR SHARING SCHEME



1.1 Introduction

1.1.1 In line with the Trust environmental policies and Travel Plan a Car Sharing Scheme has been established in order to assist in reducing the volume of traffic visiting the Hospital and to encourage a shift away from single occupancy vehicle journeys where safe to do so.

1.1.2 The main benefits of joining the scheme:

· Pay a reduced monthly fee.

· Reduce number of cars coming onto Trust sites.

· Actively support the Trust’s Environmental Policies and Green Travel Plan.

· Allow users to take turns leaving their cars at home.

· Enjoy company to and from work.

· Result in significant financial savings for the individuals involved from sharing transport costs.

In addition, members will be demonstratively supporting the Trust’s environmental policies.



1.2 General Conditions

1.2.1 To become a member of the scheme staff are required to complete a registration form and pay the monthly fee. Both the driver and passenger must be Trust employees, though there is no requirement that they be based at the same Trust site.

1.2.2 To join the scheme an applicant MUST specify who their passenger will be. The name (s) of passenger(s), where the passenger is working must also be entered on the form.  The passenger(s) must also sign the form to declare that they are a regular traveller in the vehicle for which a permit is being applied for.

1.2.3 To qualify to become a member of the scheme the passenger must travel in the vehicle entered on the scheme as follows:

· Full time staff/Part-time staff:

· On at least 50% or more of planned incoming and/or outgoing journeys.



1.2.4 
Notes:

· If a passenger leaves the Trust during the period of the permit the driver will be permitted to continue with membership until the end of that pay period.

· If car-sharing partners use each other’s vehicles on a “rota” each driver will be required to purchase a permit for their vehicle and pay the appropriate fee.

· It is the permit holder’s responsibility to inform the Trust Travel Co-ordinator of any changes recorded on their application form which may affect their membership of the scheme.

· The Car Sharing Application Form is available from the Estates Department, Jct 3, D Level.  The Staff Car Sharing Application Form is also available on the Trust’s intranet.



1.3 Fees

The relevant monthly fee will be reduced by 40% for car share membership.
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APPENDIX 3 TO

PARKING POLICY







ADMINISTRATION OF THE ROTHERHAM NHS FOUNDATION TRUST  PARKING FACILITIES







This is a stand-alone document which allows parking charges and figures to be reviewed and adjusted in line with cost of living indicators











Link to Appendix 3 to the Parking Policy
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THE ROTHERHAM NHS FOUNDATION TRUST

PARKING MANAGEMENT PAYMENT SCHEDULE

Available on the Hub

		Group

		Eligibility Criteria/Reason for Issue/Problem

		Recommendation

		Exempt/Pay/Partial



		Partners Carer

		A weekly parking pass in available at a concessionary rate for those family members or carers who have an individual in the Hospital for a period longer than 7 days, £1.00 per day giving unlimited access to pay on foot and pay and display facilities is available on request from the Hospital’s Main Reception Desk & Security.

Senior ward staff/Departments must advise Security/Estates/ Hospital’s Main Reception Desk that the patient’s stay in Hospital is likely to be in excess of 7 days, and provide the following information on the approved Trust form provided:-



Name of Patient

Ward/Department

Date

Registration No.

Authorisation (both signature and printed)

		On receipt of the information the Security/Estates/Hospital’s Main Reception Desk will issue a permit for a period of 7 days.  Further extensions can be issued if required.















N.B.  Permits are not transferable and under no circumstances may they be handed to others.  Abuse of the system will result in the facility being withdrawn.

		Partial



		Parents/ Outpatients

		A parking concession pass in available for free rate for those parents or carers who have a child as an inpatient and Senior ward staff / Departments must advise Security/Estates/ Hospital’s Main Reception Desk via a signed concessions form.

		On receipt of the information the Security/Estates/Hospital’s Main Reception Desk will reduce the charge to zero.

		Exempt



		Outpatients

		A parking concession pass is available for free rate for all patients who attend Outpatients clinics frequently (3 times per month) and Senior ward staff / Departments must advise Security/Estates/ Hospital’s Main Reception Desk via a signed concessions form

		On receipt of the information the Security/Estates/Hospital’s Main Reception Desk will reduce the charge to zero.

		Exempt



		Relatives Called in At Short Notice

		Relatives called in at short notice to attend a patient or parents requested to stay with children.

		Will be afforded free parking.

		Exempt



		Blue badge Parking

		Drivers displaying a Valid EU Blue Disabled Parking Badge

		Where available Park in appropriate disabled parking spaces, situated around the Trust displaying Blue badge. Visitors staff can apply for a pass to allow entry into designated parking areas by contacting the estates office on rgh-tr.estates.access@nhs.net or showing their badge to security staff upon request at the exit barriers.

		Exempt



		Patients Receiving Income Support

		Patients receiving income support and attending a clinic or those accompanying a patient under 16 years of age (dependent)

		Refund from cashiers on the production of a pay on foot receipt or pay and display ticket.

		Exempt



		Motorcycles/cycles

		Patients, visitors or members of staff arriving on a motor or pedal cycle.

		Motor and pedal cycles may park free in the appropriate signed parking areas.

		Exempt



		Community staff

		Anyone who leaves site frequently throughout the day and is in a patient facing role that requires  the use of a vehicle to attend patients home addresses– the permits offer a maximum of 4 hours parking

		Requires Line managers authorisation, prior to submitting application to the estates admin team.

		Exempt



		Apprentices

		Receiving only an apprenticeship wage.

		General parking pass issued for sole use in the Trust’s main public parking facility.

		Exempt



		Special Visitors

and VIPs

		Special Visitors Parking eligible for pay on foot or pay and display can be issued to departments on submission of a case to the Security Manager.  Examples of Special Visitors are those attending for charitable reasons, VIP etc.

		The issue of such passes is at the discretion of the Security Manager.  A log of all such passes is to be held by the Security Manager.

		Exempt



		Major Incident (Majax)

		Hospital has declared Major Incident (Majax) in progress.

		In the event of a Majax the current allocation of staff and visitor parking facilities will stand, however:-

· Pay on foot and pay and display charges will not apply to staff.

· Staff overspill will be accommodated in the pay on foot parking facility.

· The parking facility designated for use by PGME will be designated for official use only.

		Exempt



		Volunteers

		Provide unpaid service to the Trust.

		Use Pay on Foot parking facility and pay daily rate then claim back/or claim bus fares back via Volunteers Manager

		Exempt



		Patients for Medical Staff teachings

		Patients are brought in for medical staff training.

		Use Pay on Foot parking facility and pay daily rate and claim back/or claim bus fares back via cashiers.

		Exempt



		Clergy

		Visiting patients on the wards.

		Depressing the communication button (buzzing) on the intercom located at the barrier and speaking to security for entry to parking facility.

		Exempt



		Staff on Long Term Sickness - Refunds

		Refunds will be granted to members of staff on prolonged periods of sickness. The staff member can retain their pass during the period of sickness in order that they can attend hospital appointments, HR meetings and to stay in touch with colleagues. It is the individuals responsibility to inform estates when they return to work so that salary deductions can be reinstated.

		Estates Department, on receipt of an e-mail from the individual’s line manager  seeking a temporary cancellation of parking charges and when confirmed by HR that the staff member is classed as on long term sick as per trust policy, Estates will suspend an individual’s parking salary deductions until the individual returns to work, with any payments relating to the period of sickness refunded. 

		Partial



		Maternity Leave

		Staff on maternity leave could be away from the Trust for up to 12 months The staff member can retain their pass during the period of leave in order that they can attend hospital appointments, HR meetings and to stay in touch with colleagues. It is the individuals responsibility to inform estates when they return to work so that salary deductions can be reinstated.

		Estates Department, on receipt of an e-mail from the individual staff member seeking a temporary cancellation of parking charges and, when confirmed by HR, that the staff member is on maternity Leave as per trust policy, Estates will suspend an individual’s  salary deductions until the individual returns to work, with any payments relating to the maternity leave being refunded.

		Partial



		Staff on Suspension

		Refunds will be granted to members of staff suspended from work as part of an investigation that is managed in line with the Trust’s Disciplinary Policy.

		Estates Department, on receipt of an e-mail/letter from the individual’s line manager   seeking a temporary cancellation of parking charges and when confirmed by HR, that the staff member is classed as suspended as per trust policy, Estates will suspend an individual’s parking salary deductions until the individual returns to work, with any payments relating to the period of  suspension refunded.

		Partial



		Full time Trust staff

		Employed directly by the Trust.

		Pay fee attributable to their grade/contracted hours.

		Pay



		Split site working/ Including home working

		Employed directly by the Trust

		If your base address shown on ESR for your substantive role does not have parking charges, (including home working) but your role requires you to work across sites where there are charges for  the equivalent of 0.1 WTE or more but not greater than 0.25 WTE  on a rota  basis ( does not include attendance at meetings) then you are entitled to the split site tariff.

		Partial



		Part time Trust staff

		Employed directly by the Trust

		Pay fee attributable to their grade/contracted hours. If working five days or less per month staff can choose if they would prefer a salary deduction or value card.

		Partial



		Contractors

		Contractors working on site

		Use pay on foot, where daily charges will be incurred.

		Pay



		Conference Parking

		Essential that course/conference organisers to liaise with the Security Manager on large conferences.  A dedicated area or areas may be in some instances be identified by the Security Manager and this information passed on to delegates by the course organisers.

		All conference attendees will be directed on the day, by Security staff to obtain a pay on foot ticket within the Trust’s main public parking facility.

Conference organisers may purchase a block of spaces at the normal daily rate on behalf of their attendees; special parking permits will be issued to the organisers.

		Pay



		Locum Doctors

		Contractor paid by the Trust

		Locum Doctors regularly working on site can apply for a Value parking pass obtained from the Parking Admin Office on D level, Jct 3.  Where no parking pass is displayed Locum Doctors are to use “Pay on Foot” parking where a daily charge will be incurred.

		Pay



		Junior Doctors

		Junior doctors are salaried, may only be here for 3 months but are paid by RFT.

		Pay normal staff deductions through salary

		Pay



		Student midwives

		Infrequent attendance.

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Student midwives

		Full time student midwives are salaried but attend site infrequently, usually in 6 week blocks over a 3 year period

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3l

		Pay



		Student Nurses

		Infrequent attendance, usually in 12-week blocks

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Flexible Staffing/Bank Nurses

		Possible infrequent attendance or could be full time, dependant on individual.  All paid direct by TRFT.

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Physio / OT/Medical Physics / Dietetic Students

		Paid by various NHS Trusts, unable to recoup costs direct from salary

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Medical Students – Agency

		Infrequent attendance on site.

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Governors

		Provide unpaid service to the Trust, 

		Use Pay on Foot parking facility and claim via expenses.

		Pay



		Residences

		Different staff/professions on site..

		RFT staff deduct from wages, non NHS staff to contact Estates Department, pay staff rate

		Pay



		Residences – Guests

		Guests visiting people staying in residences

		Use Pay and Display areas.

		Pay



		Non-Trust staff, permanently based on Trust premises

		Staff paid by individual companies.

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Security 

		Staff paid by OCS..

		Cost of staff parking built into contract

		Partial



		ISS

		Staff paid by ISS.

		RFT to invoice back to ISS at staff rate.

		Pay



		Renal Unit

		Staff paid by Diaverium Healthcare

		RFT to invoice back to Diaverium Healthcare at staff rate.

		Pay



		Social Workers

		Require regular access/egress from site.

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay



		Social Workers – Agency staff

		Require regular access/egress from site.

		Value parking tickets obtained from the Parking Admin office on D Level, Junction 3.

		Pay







NOTE: This payment schedule does not apply to guaranteed spaces within the Trust’s preferred parking facility.





[bookmark: S1_A5][image: A picture containing drawing

Description automatically generated]APPENDIX 5

[image: The Rotherham NHS Foundation Trust RGB BLUE copy.jpg]











[bookmark: S1_A4_1]CONCESSIONARY PARKING AUTHORISATION





Name of Patient: …………….………………………………..





Ward/Department: ………..…………………………………..





Valid from: 	Date: ………..…………… Time: ……………..





Date valid to: (maximum 7 Days): ……………..……………….





Car Registration: ……………….…………………………….







Authorised By: ..………………………………..…………….





Signature: ..……………………………………………………





Print Name: ………………………………………………….

Concessionary parking is £1.00 per day

Available on the Hub




Concessionary Parking Authorisation

CAN ONLY BE USED IN CONJUNCTION WITH TICKETS FROM PAY ON FOOT PARKING BARRIER MACHINES

· A weekly parking pass in available at a concessionary rate for those family members or carers who have an individual in the Hospital for a period longer than 7 days. The concessionary rate of a £1.00 per day gives unlimited access to pay on foot parking facilities.

· A Concessionary Parking Authorisation can only be issued, and will  be at their sole discretion, by senior ward/department/service/clinic staff.

· This Concessionary Parking Authorisation does not confer free parking; it is simply a means by which individuals, who meet the criteria, are able to have the daily parking charge, for "Pay on Foot" parking, reduced. It is not possible to provide a reduction if the parking ticket has already been paid for.

· This Concessionary Parking Authorisation gives access to pay on foot parking facilities at a concessionary rate; it does not permit parking on double yellow or red lines, it does not permit parking in a pay and display parking facility, or anywhere without obtaining a parking ticket.

· This Concessionary Parking Authorisation can only be used with the vehicle whose registration appears overleaf, is only valid for the dates shown overleaf and it is NOT transferable. Abuse of the system may result in the facility being withdrawn.

How to use Concessionary Parking Authorisation

· When parking, enter barriered "Pay on Foot" parking facility and take a parking ticket from ticket machine at barrier. Take ticket with you.

· When ready to leave the Trust take the parking ticket together with valid Concessionary Parking Authorisation to the reception desk in hospital's main foyer (Mon to Fri 9 am to 5 pm) or to the Security lodge, which is located in the main car park, at all other times.

· Reception/Security staff will electronically reduce the parking charge on the ticket to £1.

· Proceed to parking Pay Station and introduce the parking ticket into pay station in normal manner.

· Pay the £1 charge and remove ticket, then use the validated parking ticket in the parking exit barrier.
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FREE PARKING AUTHORISATION

Only valid with “Pay on Foot” Parking Ticket
Available on the Hub

Name of Patient: …………….……………….……………..

Car Registration: ……………….……………..…………….

_____________________________________________



First Appointment/Parent/Macmillan Cancer Support

Authorised By: ..………………………………..…………….

Department:………………….………………………………..

Signature: ..……………………………………………………

Print Name: ……………………………Date: .…………….



Second Appointment

Authorised By: ..………………………………..……..………

Department:………………….……………………..…………

Signature: ..………………..………………………..…………

Print Name: ………………………………Date: ……………



Third Appointment

Authorised By: ..………………….……………..…………….

Department:……………………………………………………

Signature: ..…………………….………………………………

Print Name: ……………….……………Date: .…………….

Parents/Guardians visiting a child who is an inpatient, Macmillan Cancer Support patients or patients who attend appointments at least three times within a month are entitled to Free parking. The concession for out-patients will take effect after the third visit.

Present this form to Security/Reception with “Pay on Foot” Parking Ticket in order to receive concession.



Free Parking Authorisation

CAN ONLY BE USED IN CONJUNCTION WITH TICKETS FROM PAY ON FOOT PARKING BARRIER MACHINES

· Free parking is available for parents with a child, 18 years and under, who is an inpatient, Macmillan Cancer Support patients and patients attending Outpatient clinics frequently (3 times a month or more).

· A Free Parking Authorisation can only be issued, and will  be at their sole discretion, by senior ward/department/service/clinic staff.

· This Free Parking Authorisation, once correctly completed and authorised, is simply a means by which individuals, who meet the criteria, are able to have the daily parking charge, for "Pay on Foot" parking, reduced to free.  It is not possible to provide a reduction if the parking ticket has already been paid for.

· This Free Parking Authorisation only gives access to pay on foot facilities; it does not permit parking on double yellow or red lines, it does not permit parking in a pay and display parking facility, or anywhere without obtaining a parking ticket.

· This Free Parking Authorisation can only be used with the vehicle whose registration appears overleaf, is only valid for the dates shown overleaf and it is NOT transferable. Abuse of the system may result in the facility being withdrawn.

How to use Free Parking Authorisation

· When parking, enter barriered "Pay on Foot" parking facility and take a parking ticket from ticket machine at barrier. Take ticket with you.

· When ready to leave the Trust take the parking ticket together with valid Free Parking Authorisation to the reception desk in hospital's main foyer (Mon to Fri 9 am to 5 pm) or to the Security lodge, which is located in the main car park, at all other times.

· Reception/Security staff will electronically remove the parking charge which is on the ticket.

· Proceed to the parking exit barrier, then use the validated parking ticket in the parking exit barrier.
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Application for Blue Badge Holders Parking Pass

Available on the Hub

		Surname:

		



		First name:

		



		Address:

		



		Telephone personal:

		



		Vehicle registration:

		



		Blue badge number :

		



		Start date

		



		Expiry date 

		



		Issuing Council

		





BLUE BADGE MISUSE AND FRAUD

You must use the Blue Badge properly. The badge and its concessions are for your use only.

It is a criminal offence for you or anyone else to misuse the badge. Doing so could lead to a £1,000 fine and confiscation of the badge, any misuse will be reported to Rotherham Metropolitan Borough Council.

If you are using the parking concessions as a passenger, it is your responsibility to make sure that the driver is aware of all the rules set out in this guidance.

You must never give the badge to friends or family to allow them to have the benefit of the parking concessions. You must never use a copied badge to park or try to change the details on a badge.

The parking permit remains the property of The Rotherham Foundation Trust, if the Blue badge is used fraudulently TRFT will revoke the permit immediately.

Signed: __________________________________________________________

Date: _______________________

Completed application forms together with a photo/photocopy of your blue badge need to be e-mailed to rgh-tr.estates.access@nhs.net or post to Estates & Facilities Admin Office, Jct 3, D Level. The Rotherham NHS Foundation Trust, Moorgate Road, Rotherham, S60 2UD

		Estates & Facilities Admin Use Only

		



		Pass ID No

		



		Date entered on system

		



		Name & signature

		





(v6 – 01 Jul 21)
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TERMS AND CONDITIONS GOVERNING THE USE OF THE ROTHERHAM NHS FOUNDATION TRUST PARKING FACILITIES

Available on the Hub

FAILURE TO OBSERVE:  Failure to observe and adhere to any of these parking requirements could result in action being taken in accordance with Failure to Comply procedures.













· Access to all Trust premises, including parking facilities, is by permission of the Rotherham NHS Foundation Trust.  The Trust retains the right to refuse entry to parking facilities and to require users to leave parking areas and to remove their vehicle, at any time and at its own discretion.

· Vehicles are only to be parked on Trust premises where the driver/occupant has business at the Hospital.

· Persons parking vehicles on Trust property do so at their own risk.  No responsibility or liability is accepted by the Trust, its employees or its agents for damage to, or loss of, any vehicle, or its contents whilst parked on Trust property.

· All accidents, injuries or incidents that occur in any of the Trust’s Parking areas must be reported, immediately, to a member of the security staff.

· Any vehicle parked on Trust premises must comply with the provisions of the relevant Parking Permit or Payment Scheme.  Parking charges are displayed, on site, as appropriate.  Failure to comply with this requirement could result in action being taken in accordance with Failure to Comply procedures.

· All vehicles must be properly parked within a designated parking bay. Disabled Parking areas within Trust parking facilities are for the sole use of users displaying a registered disabled “blue” parking permit.  Failure to comply with these requirements could result in action being taken in accordance with Failure to Comply procedures.

· Parking is specifically prohibited:

· In all locations where there are double red lines.

· In locations where there are yellow lines, areas hatched with yellow lines or areas denoted within the Highway Code as prohibited for parking.

· In locations where signage prohibits parking.

· In a location which blocks entry or exit for emergency or delivery vehicles – for example, adjacent to building emergency exits, plant rooms, delivery areas or on emergency access routes.

· On footpaths pavements and areas of grass or hard standing.  The Trust may however permit certain “prohibited” areas to be used for parking when other parking facilities are temporarily unavailable.

· In areas temporarily cordoned off and dedicated by the Trust for specific and temporary operational purposes.

· In an area marked as temporarily or permanently allocated for use by visitors or for example in connection with maintenance or construction work.

· Drop-off spaces are provided in the short stay parking facility.  Parking in these areas is limited to 10 minutes maximum.  Instances of vehicles parked in excess of this 10 minute limit could result in action being taken in accordance with Failure to Comply procedures.

· There is a 10-mile an hour speed limit within all of The Rotherham NHS Foundation Trust parking facilities; this must be observed at all times.

· Major repairs, servicing or valeting of vehicles are prohibited within the Trust’s parking facilities, or within the grounds of those premises owned or occupied by The Rotherham NHS Foundation Trust.  However, where a vehicle is immobile due to breakdown, temporary access will be permitted for recovery vehicles (e.g. AA, RAC, Green Flag, garage recovery) for the purpose of undertaking minor repair and/or recovery.

· The roads and parking facilities on site fall within the Road Traffic Act 1988, therefore all drivers are expected to follow accepted driving practice within the Trust grounds and parking facilities; any action, which could be considered as an offence in a court of law, will also be considered an offence on site.

· The hospital’s main parking facility is a “pay on foot” parking facility and the short stay parking facilities are “pay and display”. Staff members with repayment parking permits are required to use the main, public, parking facility.

· Parking for staff is available within designated staff parking facilities and will be on a first come first park basis.

· Vehicles without a current vehicle excise licence or which are uninsured must not be parked anywhere on Trust premises.  The Trust may take reporting/legal action against drivers who are found to be driving a vehicle that is not correctly documented in accordance with DVLA requirements; the Trust reserves the right to instigate any other appropriate legal procedures available.

· Where access for emergency or service vehicles is being compromised by any vehicle; The Rotherham NHS Foundation Trust reserves the right to contact the police or third party who may remove the vehicle at the vehicle owner’s expense.

· The physical or verbal abuse of staff will not be tolerated and appropriate action will be taken in accordance with existing Trust procedures.




Motorcycles

· An area within the main public parking facility has been set-aside for patients, visitors and staff, who bring their motor cycles onto site, which is adjacent to the security cabin.

· Currently parking for motorcycles is free.  Staff will be required to register their motorcycles with the Estates & Facilities Parking Admin Office.

Bicycles

· In order to increase the use of transport which has a less adverse impact on the environment the use of cycles is encouraged. A web page has been developed as well as a map showing the location of cycle sheds are on the Hub. Cycles found unsecured or secured to any structure may be moved by security staff for safekeeping.  Security Staff are authorised to cut chains and padlocks in order to move secured cycles parked in breach of these Terms and Conditions.

· The Trust accepts no responsibility for any damage to cycles, chains or locks when cycles are moved by member of parking or security staff.

Infringements

· Failure to comply with the Trust’s Parking Terms & Conditions may result in any, or all, of the actions detailed below being taken by the Trusts’ Travel Co-ordinator or Security staff.  Parking infringements may include, but are not restricted to, the following circumstances:

· When a vehicle is not parked in a marked bay.

· When a vehicle is parked in a disabled parking bay without displaying a valid government issued blue parking permit.

· When a vehicle has been parked in designated no parking areas without authorisation from security.

· When an unauthorised vehicle has been parked in an area that is specifically designated for other purposes (loading, ambulance police etc) without prior authorisation from security.

· When a vehicle has been parked on pavements, paved areas, yellow hatched or red/double yellow lines.

· When a vehicle has been parked in a manner that causes an obstruction or fire hazard.

· When a vehicle is parked on site without the correct level of payment being in place

· The nature, frequency and seriousness of the parking infringement will determine the level of the penalty imposed; this could range from a verbal reminder from a member of the parking or security staff to the removal of the vehicle for the more serious and dangerous parking situation.




Warning Notice

· A warning notice will be written by a member of the parking or security staff citing how the vehicle has infringed the Trust’s Parking Terms & Conditions.  The written notice will then be placed on the windscreen of the offending vehicle, with a copy of the notice retained by the Trust’s Parking Manager.

· Details of all offences will be recorded and monitored; any offence committed will remain on the individual’s record for 12 months.  All information will be stored in accordance with the Data Protection Act.

FAILURE TO COMPLY:

Failing to comply with the Trust Parking Policy will be administered by the Trust’s Security & Parking manager.

Patients and Visitors who fail to comply may be refused entry to Trust parking facilities and/or be required to leave parking areas and to remove their vehicle. The Trust reserves the right to instigate any other legal procedure as appropriate.

Staff members found to be causing, or having caused, a serious/persistent obstruction three times within a twelve month period will be disciplined in line with the Trust’s existing Disciplinary Policy.  In addition, members of staff, identified as parking on site, who are not members of the Trust’s parking scheme, will be given the opportunity of joining the scheme prior to any disciplinary action being considered.

Members of staff working for Trust Tenants, Leaseholders and Contractors, or any other Trust partner organisation, not a member of a parking plan, will also be given the opportunity of joining the Trust’s parking scheme prior to the matter being escalated to their respective managers.



























































Observations, Comments or Complaints 

· Observations, comments or complaints in respect of parking administration and management at any of The Rotherham NHS Foundation Trust premises are to be submitted in writing to:



Travel Co-ordinator

The Rotherham NHS Foundation Trust

Estates & Facilities Directorate

Level D, Junction 3

Moorgate Road

Rotherham

S60 2UD























PARKING POLICY









SECTION 2

DOCUMENT DEVELOPMENT, COMMUNICATION, IMPLEMENTATION AND MONITORING









8. [bookmark: P8]
CONSULTATION AND COMMUNICATION WITH STAKEHOLDERS

Stakeholder identification and consultation has been undertaken with representatives of:

· Ward / Department / Service Managers

· Specialist Representatives:

· Trust Travel Co-ordinator/Security Manager

· Parking Admin Staff

· Security Staff

· Head of Health & Safety and Compliance (Estates)

· Staff side representatives

· Patient Engagement Lead

· Equality & Diversity Lead



9. [bookmark: P9]APPROVAL OF THE POLICY

This policy has been reviewed and agreed by the Joint Partnership Forum an reviewed and approved by the Health & Safety Committee



10. [bookmark: P10]RATIFICATION OF THE POLICY

This policy has Trust wide significance and has been ratified by the Trust’s Document Ratification Group.



11. [bookmark: P11]REVIEW AND REVISION ARRANGEMENTS



11.1 [bookmark: P12_1][bookmark: P11_1]Periodic Review and Update of the Policy, Travel Plan and Charges

11.1.1 The policy will be reviewed by the Trust’s Travel Co-ordinator every three years unless changes occur that require an earlier review.  The Travel  Co-ordinator will review the administrative and management aspects of the policy and will call upon the Security Manager to review the policy in light of appropriate current legislation; advising on changes to the procedural and day to day operational management of Trust’s Parking facilities.

11.1.2 Parking Charges, Regulations, Terms and Conditions will be reviewed on a regular basis, at least annually, by the Travel Co-ordinator in co-operation with the Trust’s Security Manager.

11.1.3 The on-going requirement to monitor the effectiveness of the Trust’s Travel Plan through continued surveys and traffic counts will be arranged by the Travel Co-ordinator.

11.1.4 Where any change is identified regardless of the period of review such requirements for change to the policy will be forwarded to the Trust’s Travel Co-ordinator for scrutiny and implementation, where appropriate.

11.1.5 The Parking Policy, its associated procedures and any revisions will be reviewed and approved by the Director of Estates & Facilities prior to implementation.



[bookmark: P12]


12. DISSEMINATION AND COMMUNICATIONS PLAN

		To be disseminated to:

		Disseminated by:

		How

		When

		Comments



		DRG Admin Support by way of the DRG Admin Support e-mail address

		Author

		Directed E-Mail

		On Ratification

		Final version of the document will be forwarded to the DRG Admin Support for Trust wide policies highlighting:

· The policy which it replaces.

· Where the policy is to be located upon the Intranet.

DRG Admin Support will be asked to place the document on the document management system of the intranet retrieving and archiving any old versions.



		Communications Team

		DRG Admin Support

		Directed E-Mail

		On Ratification

		Request that an all user Trust wide e-mail communication, with an appropriate link to the policy, is created



		All Trust Staff

		Communications Team

		Communications update all users e-mail

		Period immediately following the ratification and implementation of the policy 

		All user e-mail is forwarded to all users

highlighting:

· The policy which it replaces.

· Where the policy is located upon the Intranet.



		Ward / Department / Services staff

		Line Managers

		Manager’s / Team Briefs

		Period immediately following the ratification and implementation of the policy

		Cascade down details of the policy to all individuals within their area of management.



		Ward / Department / Services staff

		Line Managers

		Managers / Team Briefs

		On-going through the life of the document

		It would be expected that all new starters within area of management are made aware of the policy by their line managers.



		Staff without computer access

		Line Managers

		Provided with hardcopy  or access to online version 

		Period immediately following the ratification and implementation of the policy

		Managers are to ensure that those members of staff without dedicated computer access are made aware of the policy and how it can be accessed.







[bookmark: P13]


13. IMPLEMENTATION AND TRAINING PLAN

		What is to be Implemented?

(Specific section of document)

		How is it to be Implemented?

(Production and completion of documentation)

		Associated Actions Required? (Where are forms kept, who restocks them?)

		Who will Lead?

		In what timeframe?



		Policy document

		Production of Departmental Action Plans and General Awareness Brief

		· Having the document and any change files up-loaded to the Intranet.

· Developing a standard article for use by Manager’s Brief and Communications.

· Develop standard Departmental Action Plans

		Estates & Facilities Policy & Compliance Officer

		Implementation planning will start once the document has been ratified and will plan to have requirements of the document implemented within 6 to 8 weeks.



		Departmental Action Plans

		Departmental  Action Plans will be forwarded to Ward / Department / Service managers

		

		Estates & Facilities Policy & Compliance Officer

		As soon as practicable after the document is published.



		Departmental Action Plans

		Ward / Department / Service will received Departmental Action Plans

		Ward / Department / Service managers will be responsible for implementing Departmental Action Plan where appropriate to their area of management

		Ward / Department / Service managers

		As soon as practicable after receipt of the document



		Policy Document’s  Roles and Responsibilities

		Wards / Departments / Services will received General Awareness Brief

		Line Managers will be responsible for implementing roles and responsibilities that apply to their area of management

		Ward / Department / Service managers

		As soon as practicable after the document is published.



		General Awareness Brief

		Wards / Departments / Services will received General Awareness Brief

		Ward / Department / Service managers will be responsible for implementing General Awareness within their area of management

		Ward / Department / Service managers

		As soon as practicable after the document is published.



		Local Procedural Documents

		Production, where appropriate, of local procedural document(s).

		Line managers are required to determine what, if any, local procedures are required in their area of management to support the procedural requirements of this policy.

		Ward / Department / Service managers

		As soon as practicable after the document is published.



		Policy document

		Trust wide publicity campaign

		The Travel Co-ordinator will arrange, as part of a Trust wide publicity campaign, local presentations, information posters and general awareness all user e-mails.

		Travel Co-ordinator

		Once the policy has been ratified it will be implemented to a Trust wide audience.



		TRAINING

Training is to be provided to all personnel with a role identified in this policy document to a level dependant on an individual’s role within this policy.  Attendance at any training is to be recorded and maintained ready for inspection if required.  The Travel Co-ordinator will be responsible for co-ordinating such training.



		Procedural aspects

		The Security Manager will ensure that sufficient and adequate training is put in place for those members of security staff that are required to undertake duties in connection with the Trust’s Parking Policy.

Whilst these arrangements are in place there are no identified training needs for Trust Staff other than the Travel Co-ordinator.

However, where instances occur that could merit a training requirement then these should be referred to the Trust’s Travel Co-ordinator or Director of Estates & Facilities.

		Security Manager









Travel Co-ordinator

		To be reviewed throughout the life of the document



		Training Records

		Training providers must ensure that any training provided is recorded, together with the date of delivery and topics covered and, for Trust staff, the attendance record for such training is forwarded to Learning and Development for inclusion Electronic Staff Records.

		Training Provider

		On-going throughout the life of the document










14. [bookmark: P14]PLAN TO MONITOR THE COMPLIANCE WITH, AND EFFECTIVENESS OF, THE POLICY DOCUMENT



14.1 [bookmark: P14_1]Process for Monitoring Compliance and Effectiveness

		Audit / Monitoring Criteria

		Process for Monitoring

		Audit / Monitoring performed by

		Audit / Monitoring Frequency

		Audit / Monitoring reports distributed to:

		Action plans approved and monitored by:



		Management Responsibility



		Have appointment letters been issued

		Assurance Checks

		Estates & Facilities Policy and Compliance Officer

		Policy implementation, then annually and on change of appointee

		Travel Co-ordinator

		Facilities Management Group



		Have Terms of Reference been issued?



Are roles included in Job Description? 

		Assurance Checks

		Estates & Facilities Policy and Compliance Officer

		Policy implementation, then annually and on change of appointee

		Travel Co-ordinator

		Facilities Management Group



		Ensure policy document is reviewed, amended and re-issued

		Assurance Checks

		Estates & Facilities Policy and Compliance Officer

		Three years

		Travel Co-ordinator

		Facilities Management Group



		Risk Assessment & Management



		Have/Are Risk Assessments been undertaken in respect Parking facilities?

		Monitoring undertaken



Estates Assurance Checks

		H&S Advisor 



Travel Co-ordinator

		As part of departmental assessment review programme.

As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities 

		Facilities Management Group

Health & Safety Committee



		Have/Are a Risk Assessments reviewed in a timely manner?

		Monitoring undertaken



Estates Assurance Checks

		H&S Advisor 



Travel Co-ordinator

		As part of departmental assessment review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group

Health & Safety Committee



		Sustainability & Planning



		Has a Travel Plan been drawn up?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Confirm Travel Plan last review date

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		At what intervals are the Travel Plan’s Action Plans reviewed and progress reported?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Procedural Responsibility



		Have procedures associated with the administration of parking permits been documented?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Are Parking Terms & Conditions been suitably displayed?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Are adequate checks being carried out between parking permits issued and payroll charges commencing?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Where Capital or new development projects are to be carried out are sufficient and adequate Traffic assessments being undertaken?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Training & Development



		Is there an adequate awareness programme in place advising staff, patients & visitors of the parking terms & conditions?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Is there an adequate Training programme in place for members of staff with identified roles in the Parking Policy?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Monitoring & Audit



		Is the manner in which progress between parking targets and objectives being adequately monitored and audited?

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group



		Are adequate monitoring surveys, as set out in the Travel Plan, being undertaken

		Monitoring undertaken 



Assurance Checks

		Travel Co-ordinator



Estates & Facilities Policy & Compliance Officer

		As part of departmental review programme 



As part of departmental audit programme

		Travel Co-ordinator 



Director of Estates & Facilities

		Facilities Management Group







14.2 [bookmark: P14_2]Standards/Key Performance Indicators



Employee Travel

14.2.1 Targets relating to employee travel are set within the Trust’s Travel Plan and include:

· The Trust Board and senior management team will support the Travel Plan, leading by example and ensuring that adequate finance and resources are available to ensure that the provisions of the Travel Plan can be implemented.

· A summary of the travel plan, will be prepared and made available to staff, patients and visitors. 

· Over the life of the Travel Plan the Trust will prepare and circulate various marketing materials promoting specific suitable travel choices and initiatives.

Patient & Visitor Travel

14.2.2 The Trust has no direct control over how patients and visitors travel to and from the Hospital. The Trust will provide patients and visitors with information on alternative ways of travelling to the hospital and will encourage the use of more sustainable modes of travel in preference to single occupancy car travel.

14.2.3 It is therefore not appropriate to set specific targets for modal choice by patients and visitors.  However, the travel patterns of patients and visitors will be monitored and the effectiveness of the communication strategy assessed.



14.3 [bookmark: P14_3]Evidence of Policy Implementation

· Visible display of Parking Terms & Conditions.

· Reduction in the number of persistent and significant instances of non-compliance.

· Greater awareness by members of staff of parking issues.



14.4 [bookmark: P14_4]Recordkeeping and Documentation

14.4.1 A key factor when auditing policy compliance will be the checking and scrutiny of records that indicate that the historical frequency of checks and measurements detailed in this policy have been carried out on a regular basis, in accordance with the policy.  It is important therefore for all Managers, where applicable, to ensure that they have in place a robust local recording system that would stand scrutiny at audit.

[bookmark: P14_5]

14.5 Compliance Audit

14.5.1 The Director of Estates & Facilities will nominate an Estates Officer to act as Compliance Officer to ensure that all areas of The Rotherham NHS Foundation Trust are implementing and complying with the Parking Policy. The table at paragraph 14.1 details a typical audit questionnaire that would be used to confirm compliance with this policy.



15. [bookmark: P15]EQUALITY IMPACT ASSESSMENT STATEMENT

An Equality Impact Assessment has been conducted on this policy.  A copy is available on request from rgh-tr.edi@nhs.net
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