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[bookmark: _Toc212203702]EXECUTIVE SUMMARY

The Car Parking Policy for Stockport NHS Foundation Trust is designed to ensure the efficient, fair and safe management of vehicle parking across all Stockport Foundation properties, with a particular focus on Stepping Hill Hospital. This policy applies to private cars, motorcycles, and commercial vehicles attending the site. Bicycles are exempt.

Recognising the complex challenge of balancing the needs of patients, visitors and staff, the policy outlines structured arrangements for car park management, allocation of spaces, charging practices and the issuing of staff and contractor permits. The introduction of a robust enforcement service and Criteria Based Car Parking Assessment is also detailed to promote compliance and ensure that parking facilities are used appropriately and effectively. The policy seeks to enhance the user experience for all who access Trust sites, supporting both the operational needs of the Trust and the welfare of those it serves.

Following the launch of this policy, the policy will be updated in line with all future changes and improvements relating to Car Parking at Stepping Hill Hospital. In Autumn 2025, Car Parking Specialist Consultants will undertake an evaluation of Stepping Hill Hospital to include, but not limit to, current infrastructure, pricing, use of permits and flow. The evaluation and outcome may have a bearing on future editions of the Car Parking Policy.

[bookmark: _Toc212203703]SCOPE, PURPOSE AND AIM

This Car Parking Policy applies to private cars, motorcycles and commercial vehicles who attend Stockport NHS Foundation Trust Stepping Hill Hospital. Bicycles are not subject to this policy.

This policy sets out arrangements for controlling vehicle parking and includes:

· Car Parking Management
· Car Parking Allocation
· Car Parking Charges
· Staff/Contractor Permits and the Application Process
· Car Parking Enforcement Service

This policy sets out the basic principles which should apply to car parking at all Stockport NHS Foundation Trust properties. It is also a response to:

· The complex task of managing car parking demands in order to meet the competing needs of patients, visitors and staff
· Concerns raised by patients, visitors and staff about car parking issues such as access, traffic congestion and parking allocation
· The need to reduce the adverse environmental impact of hospital related travel and transport, encouraging employees to find alternative ways to travel whenever possible

Given the limits on space, the costs involved and the demand for spaces, vehicle parking needs to be controlled and managed efficiently and effectively. Whilst unpopular, the most cost-effective way to do this is by charging for car parking. This recognises:

· The value of a car parking space
· The needs of all users of the hospital and community premises
· The environmental impact of driving
· The need to maintain and improve car parks by reinvesting income

The aims of this policy are to ensure that the Trust’s car parking is managed effectively, efficiently and equitably.

The policy is based on the following principles that car parking:

· Should improve the patient experience and ensure those who need it most can park
· Is not free for the NHS to provide and should be financially sustainable
· Should support the part the NHS has to play in protecting the environment and improving public health
· Policies need to be transparent and accountable
· Limiting availability for Staff permits in relation to spaces available

Through implementation, the Policy seeks to:

· Formalise and raise awareness of the Trust’s car parking arrangements at all its sites
· Ensure employees and other users are aware of their responsibilities in respect of this policy
· Ensure employees and other car users are aware of what action will be taken if there is a failure to act in accordance with either the letter, or spirit of the policy

The Trust will take reasonably practicable measures to:

· Provide appropriate car parking facilities for patients, visitors, employees and other users
· Administer the allocation of car parking permits to employees (and other users) on a fair and equitable basis
· Manage an appropriate system of car parking charges and review on an annual basis
· Explore ways to minimise car parking concerns


[bookmark: _Toc212203704]ROLES AND RESPONSIBILITIES

[bookmark: _Toc212203705]Chief Executive
Has ultimate responsibility for the implementation and monitoring of the policies in use at the Trust. This responsibility may be delegated to an appropriate colleague.

[bookmark: _Toc212203706]Director of Estates & Facilities
Has responsibility for ensuring the maintenance of Trust car parks, road surfaces and street furniture.

[bookmark: _Toc212203707]Executive Directors and Associate Directors
Have responsibility, as per any Corporate policy, for implementation and ensuring staff they are responsible for are compliant with the requirements of this policy. They should ensure that managers within their areas understand their roles, responsibilities and accountabilities.

[bookmark: _Toc212203708][image: A blue and white logo

AI-generated content may be incorrect.]Head of Facilities
Point of escalation for any issues (including complaints) arising from the day-to-day operational management of car parking.

[bookmark: _Toc212203709]Departmental, Clinic and Ward Managers
Have a duty to ensure that they, their staff and any contractors working for the department can access and adhere to the relevant parts of this policy.

They must also ensure that they give full and proper consideration to permit applications before they are authorised.

In addition, as this policy impacts upon patients and visitors, departmental, clinic and ward managers should seek to raise awareness of the policy amongst patients and visitors to their department, clinic or ward.

[bookmark: _Toc212203710]Support Service Manager (Security)
Has responsibility for day-to-day operational management and control of car parking on the Stepping Hill Hospital site.

[bookmark: _Toc212203711]Security
To complete daily checks of the Pay and Display machines ensuring all machines are in full working order and providing maintenance as required (coin jams and replacing ticket rolls). Escalating any issues to the Travel Office for reporting to provider. 

Supporting any emergent situations relating to parking.

Supporting out of hours permit exemptions as required.
[bookmark: _Toc212203712]

Enforcement Service

Has responsibility for ensuring vehicles are parked appropriately onsite according to site rules and issue PCN’s to those that are not adhering to the rules and principles set by the Trust and the Enforcement Service (Documented in this Policy and on all related Car Parking signage). The Warden service will run Monday – Friday 9am – 5pm except public holidays.

Patients & Visitors will be managed by an ANPR system which will log their car registration, giving users 24 hrs to make payment for parking used.  Disabled patients and disabled visitors will be able to park for free as per national directives, by scanning their blue badge at one of the Blue Badge Kiosks which can be found at one of the main entrances across the Trust.  This will provide 24 hr access.

All staff will park in one of the designated car parks, behind a barrier, which is accessible by their ID card. They are required to display a valid car parking permit in their car windscreen.

[bookmark: _Toc212203713]Car Park Administrator (Travel Office)

Has responsibility for the administration of car parking permits at all Stockport NHS Foundation Trust sites including Payroll, administration of the TRANSIT system, printing of permits for all parties and uploading concession permit data to the ANPR system. The Travel Office will manage the day-to-day access control of the car park barrier system by granting and removing access as required. 

[bookmark: _Toc212203714][bookmark: _Hlk197084522]Finance

Has responsibility for supporting the Car Park Administrator with ensuring permit holders are paying the correct amount. Quarterly audits will be undertaken and changes submitted directly to Payroll.

[bookmark: _Toc212203715]Payroll

Has responsibility to make changes to car parking payments as directed by the Trust Finance or Travel Office Teams. 

[bookmark: _Toc212203716]All Staff (including those working for contractors on Trust sites)

Must ensure they have read and understood this policy and are required to observe and adhere to the provisions outlined within it. Breach or refusal to do so may result in disciplinary action. (See Appendix G Trust Disciplinary Policy.)

In addition, as this policy impacts patients and visitors, staff should seek to raise awareness of the policy amongst patients and visitors to their department, clinic or ward.
[bookmark: _Toc212203717]Patient and Visitors

Must ensure they pay for their parking in line with site specifications.
Must ensure they pay for the entire time period parked onsite, with a grace period of 30 mins for drop off and collections. 
[bookmark: _Toc212203718]Glossary of terms

	CCTV
	Closed Circuit Television

	NHSP
	National Health Service Professionals

	HTCS
	Healthcare Travel Costs Scheme

	 TGH
	Tameside and Glossop Foundation Trust

	 SHH
	  Stepping Hill Hospital

	 PCN
	  Penalty Charge Notice

	 ANPR
	 Automated Number Plate Recognition



[bookmark: _Toc212203719]THe process

[bookmark: _Toc212203720]Management of Car Parking

Car parking is managed internally by the Trust, through the Estates & Facilities Division, underpinned by Enforcement Services provided by UKCPM.

The Trust will:
· Provide an efficient and courteous car parking service to meet the needs of patients, visitors and staff at all Trust sites.
· Maintain patrols around the car parking areas (Stepping Hill Hospital) to monitor car parking and security of vehicles and to act as a deterrent against theft and vandalism.
· Monitor car crime statistics and, as necessary, liaise with the Police in any investigations in respect of car crime.
· Monitor, record, collect and protect car parking revenue, ensuring that parking areas are used to their maximum potential for the benefit of all car users (Stepping Hill Hospital).
· Quickly respond to and resolve, if possible, queries relating to car parking.

All vehicles are parked at the owner’s risk and the Trust cannot accept responsibility for loss or damage to vehicles or their contents whilst on Trust property.

Parking in an unauthorised manner is not allowed and includes:
· Parking in a manner that causes obstruction to access routes, fire exits, bus services, roadways, designated footways, cycle ways, disabled access and thoroughfares.
· Parking on double yellow lines, designated no parking areas, hatched areas, bus stops, ambulance bays, delivery areas, off road parking, parking on pavements and in a disabled space without a valid blue badge.
· Failure to park correctly within a marked space/parking bay.
· Blocking other vehicles’ access and egress from designated parking spaces and areas - there are no localised arrangements.
· Parking in a designated area without the appropriate permit or ticket.
· Failure to pay and display or parking for longer than the ticket permits.
· Waiting or parking for longer than 30 minutes in the designated drop off zones.

[bookmark: _Toc212203721]Car Parking Allocation

To ensure car parking capacity is allocated fairly and that users with the greatest need have a better opportunity of accessing the spaces they require, parking on Trust sites is segregated into one of the following (Appendix D– Car Parking Map):

· Stockport NHS Foundation Staff 
· Staff are required to pay the appropriate tariff charges and display a valid car parking permit prominently in the windscreen of the vehicle. 
· Staff with a valid permit are permitted to park in the Staff Only car parks which are accessed through barriers.
· Access to the barriered car parks is granted by Travel Office personnel when staff pay for car parking through the salary sacrifice scheme or are eligible for a free permit i.e. night staff, disabled staff and a limited number of volunteers based on the location within the hospital that they support. 
· Staff permit holders can only park in staff designated areas as indicated on Car Parking Site Map (Appendix D).

· Pennine Staff 
· Staff are required to pay the appropriate tariff charges and display a valid car parking permit prominently in the windscreen of the vehicle. 
· Staff with a valid permit are permitted to park in the Patient and Visitor car parks only. 
· Staff permit holders can only park in Patient and Visitor designated areas as indicated on Car Parking Site Map (Appendix D).

· Patient and Visitor

· Patients and visitors are required to pay the appropriate charges in these areas and display prominently in the windscreen of the vehicle a valid pay and display ticket or car parking permit, unless they are a blue badge holder.
· [image: A blue and white logo

AI-generated content may be incorrect.]Staff not paid by the Trust are permitted to park in the patient and visitor’s car park with a green permit. (e.g. students, NHSP, contractors, volunteer drivers and support services, agency, community/government paid staff).

· Disabled Patients and Visitors

Patients and visitors who are blue badge holders may park for free in any of the spaces, not just those designated as blue badge only. They must display a valid blue badge clock clearly on the dashboard and check in by scanning their blue badge at a Blue Badge Kiosk, located at many of the Trust Entrances (see Appendix I for locations).

· Disabled Staff

Disabled staff who are blue badge holders may park in any of the staff or disabled spaces, not just those designated as blue badge only. They must display a valid blue badge clock clearly on the dashboard and check in by scanning their blue badge at a Blue Badge Kiosk if they park in a visitor car park.

All disabled parking is free of charge on site. Disabled staff still need to register for a car parking permit, but this would be at no charge and will allow access to the barriered car park areas. 


· Drop Off/ Pick Up

Waiting time in drop off / pick up areas is restricted to a maximum of 30 minutes and is free of charge. These car parking areas and restrictions are identified by appropriate signage and are for use by patients, visitors, staff and contractors.

· Electric Car Charging Points

The current electrical charging points are located within staff barriered car parks, which are accessed through Trust ID cards and are therefore restricted to staff with a valid permit. These spaces must only be used whilst a vehicle is charging. There are four charging points within the Trust Staff parking bays: 

· 2 are located within the Woodlands car park.  
· 2 are located by the Willow House entrance to the railway car park. 
· There are additional charging points located behind the Old Laundry building for Trust vehicle use only. 


Access to the barriered areas is controlled by the Security and Travel Office teams using a system called Paxton Net2. When a new permit is approved, the Travel Office will grant access to the user profile to allow access to the barriered car parks. The Travel Office will terminate any access upon the employee no longer having an active permit or the employee leaving the Trust.  

In addition to the above, there are a number of no parking and no waiting areas. These areas are identified by appropriate signage and / or double yellow lines / yellow hatched boxes / red hatched boxes. Further local restrictions may be detailed on the signage.

Temporary no parking and no waiting areas may be identified using cones or temporary barriers.
There are also locations where parking or waiting, including blue badge holders, is not allowed.

[bookmark: _Toc212203722]Stockport Foundation NHS Trust Wayfinding Project

Stockport Foundation NHS Trust is currently updating signage around the site to make it easier for patients and visitors to navigate and park within a zone close to their required destination. This involves colour coding car parks and buildings into zones and updating signage to reflect the area. Appendix N identifies the suggested zones which will also be reflected in any parking signage. 

[bookmark: _Toc212203723]Staff Car Parking Charges at Stepping Hill Hospital

All Trust and Pennine staff who wish to park a vehicle on the Stepping Hill Hospital Site are required to either:

· Apply for, and if successful in their application, pay for a staff parking permit.
· Pay the appropriate tariff charge (associated with their pay) and display a permit prominently in the windscreen of the vehicle.

A staff parking permit provides access to staff car parking areas as described above, where authorised spaces may or may not be available at the time required. A staff parking permit does not guarantee a parking space.

To apply for a staff parking permit, a Criteria Based Car Parking Assessment Framework (Appendix A) will need to be completed. If the application meets the eligibility score, staff will be asked to complete a car parking application form (Appendix B Car Parking Permit Application Form - Staff). The Criteria Based Assessment and Car Parking Permit Application Forms are available from the Trust Travel Office and online via the Car Parking Programme microsite. 

If an applicant does not meet the eligibility score on the Criteria Based Application, the applicant will be directed to the signposting information via the Car Parking microsite. 

All information provided to the Trust on application forms or renewal documents must be accurate. Falsifying information may result in disciplinary action against staff and disqualification from car parking eligibility. (See Appendix G Trust Disciplinary Policy.)

There are a number of payment options available. Further information on current staff parking permit charges and payment methods can be found on the Trust intranet homepage, displayed outside the Trust Travel Office and on the Facilities microsite on the intranet.

If an employee would like to appeal a decision in relation to the application process or permit charges, the Permit Appeals Process is found below in the Car Parking SOP (Appendix J).

Charges for parking permits are reviewed on an annual basis. 

[bookmark: _Toc212203724]Criteria Based Assessment Eligibility Scoring

The following criteria will be considered to determine eligibility for any new car parking permit applications:

Registered on Trust Car Sharing Scheme

Physical/Medical Conditions
· No physical impairment
· No significant impact on mobility; can walk short to moderate distances without aids or fatigue
· Walks independently but may have discomfort, fatigue, or need breaks over short distances
· Requires occasional mobility aid or significant discomfort walking more than ~100 meters
· Needs walking aids (crutches, cane, walker) or frequent rest; may use wheelchair part-time
· Non-ambulatory or extremely limited mobility. Uses wheelchair or scooter full-time – blue badge holder
If an applicant identifies a mental health issue that may contribute to the overall eligibility, the Line Manager will need to refer the applicant to Occupational Health who will complete an assessment and provide scoring to the equivalent Physical/Medical needs. 
Proximity/Distance - Commute from home to work 
· 0-2 km
· 2.1-5 km
· 5.1-10 km
· 10.1-20 km
· 20.1-40 km
· 40.1+ km

Public Transport Journey
· Live within walking distance 0-2km as per Green Zone (national initiative)
· Public transport would not require a journey change (i.e. 1 journey leg)
· Public transport would require 1+ journey changes (i.e. 2+ journey legs)
· Public transport would require 2+ journey changes (i.e. 3+ journey legs)
· Public transport journey would exceed 1.5 hours
· No public transport options available

Caring Responsibilities & Commitments
· No caring responsibilities or commitments for a disabled person
· Primary caring responsibilities for an adult with a disability
· Parental responsibilities for a child with a disability under 26 years at date of application *
*This relates to the legal definition of Disability (Equality Act 2010). Examples of proof required would be of carer’s allowance, being registered as a foster carer, PIP or DLA for adult or child supported or EHCP for child with special educational needs. 

Working Week & Shift Patterns
· 9 - 5 Monday - Friday/standardised working week
· Works regular shift patterns which include lates, twilights and nights
· Permanent night duties
· Out of Hours & On Call – service requirement to use your vehicle out of hours for on call purposes 

Use Car for Work Purposes
· Service requirement to use car for work purposes (Trust to community site, site to site or site to home visits, Monday - Friday 8-5)

Specialist Roles
· Deanery & Volunteers

[bookmark: _Toc212203725]Community Staff

There are currently designated community spaces available on the 1st floor of Women’s Unit Multi Storey. These spaces are available to all community staff on a first come, first served basis and are not guaranteed. To utilise the spaces, community staff will need to hold an active permit and have also been granted access to the staff barriered car parks, enabling them to use any barriered car park on site which may be closer to the base unit required. The number of hours a week a vehicle is required on site will depend on whether a standard or flexible permit is required.
[bookmark: _Toc212203726]Pennine Care NHS Foundation Trust (PCFT)

Staff who work for Pennine are eligible for parking as per Service Level Agreement but will be bound by the terms of the Tenancy agreement and SLA, that ‘its staff and visitors are eligible to use the car parking areas within the Hospital upon terms no less favourable than those enjoyed by the Landlord and its staff and visitors.’ All Pennine staff will need to follow the same rules as those who work for Stockport NHS Foundation Trust including the Criteria Based Assessment for all new applicants.  
[bookmark: _Toc212203727]Staff who work for another Trust

[bookmark: _Hlk207617902]Where an employee works for another Trust within the Greater Manchester locality - such as Tameside & Glossop Integrated Care NHS Foundation Trust - and can provide evidence of payment for parking (e.g. a payslip or email confirmation by Payroll), the Trust will issue a permit for use whilst onsite at SHH. This process has been formally agreed with Tameside and the Trust has extended this arrangement to other regional Trusts. Therefore, upon submission of valid proof of parking payment at a participating Trust, a free parking permit will be issued, granting access to the staff barriered car parks. 
[bookmark: _Toc212203728]Suspending Payment of Parking Permit for Long term Sickness

If an employee is absent due to long-term sickness, they can arrange for parking charges to be suspended for the duration of their absence. This suspension will take effect from the date the Travel Office is notified and will restrict access to the barriered car parks until the parking permit has been reinstated. This notification can be received from the employee or their line manager and will take effect from the next charging period. 
[bookmark: _Toc212203729]Suspending Payment of Parking for Maternity

Staff will only be allowed to suspend payment for a parking permit when starting Maternity leave. To suspend payment, Staff will be required to contact the Travel Office.

There is an option to apply for a maternity permit following a dating scan at approximately 12/13 weeks. This will cover the individual for all antenatal visits from the dating scan date until 1 month after the expected due date. This permit is chargeable at £14. This permit is not to replace a staff parking permit. 

[bookmark: _Toc212203730]Car Share

For staff who are car sharing (where one person pays for parking for up to two vehicles and two or more people travel together) multiple users will require access to the barriered parking areas. A car sharing application form (Appendix E – Car Share Application Form) must be completed to verify the paying party and vehicle details. These details will be cross-checked against information held in TRANSIT. 

[bookmark: _Hlk207621802]A dedicated database will be created to store all car share user information. This data has also been requested to be added to TRANSIT in the future via an I.T. development request. In the interim, the Travel Office will maintain the existing spreadsheet with car share details and will record the information in the comments section of the registered user page on TRANSIT.

[bookmark: _Toc212203731]Patient and Visitor Car Parking Charges

All patients and visitors intending to park a vehicle on the Stepping Hill Hospital site are required to pay the appropriate charges. In most cases this means the purchase and display of a valid pay and display ticket or car parking permit.

Pay and display machines are provided at numerous locations on the Hospital site and charges are in operation 24 hours a day 7 days per week for all periods of parking (Appendix O).

Charges for patient and visitor parking for SHH and TGH are reviewed on an annual basis and are as on the Trust website.
[bookmark: _Toc212203732]Free or Subsidised Parking 

The Trust also offers reductions in parking charges or free parking for a number of specific staff, patient and visitor groups. The following are eligible for parking charge concessions:

· Disabled staff, patients and visitors
· Frequent visitors
· Cancer patients
· Urology patients
· Pregnant women
· Patients with a diagnosis of dementia and their designated carers
· Staff who work night shifts
· Parents/carers of children who have been admitted to children’s wards
· Compassionate parking for relatives
· Patient Transportation 
· Patient Support Agencies such as Age UK

Details can be found on the Trust website and are displayed outside the Trust Travel Office (Rowan Suite).  In addition, Wards and Departments will provide an application form when patient and/or visitors are eligible for a concession permit. If you need any further information, please contact the Travel Office on 0161 419 5032.  
[bookmark: _Toc212203733]Patients supporting Clinical Trials

Patients supporting clinical trials will attend appointments with the Research and Innovation team based at SHH. All patients are required to pay for parking but some trials offer to refund the travel cost. This varies dependent on the trial and allowances available. This will be confirmed upon application to the clinical trial. 

[bookmark: _Toc212203734]Parking in Areas Surrounding Trust Sites

Where staff, patients and visitors choose to park off-site on local residential roads surrounding the hospital or community buildings, they are reminded that the Trust exists as an integral part of the local community and is keen to achieve and maintain excellent relationships with local residents, community groups, the local council, the Police and other road users. Staff are encouraged not to park in adjacent roadways. However, if they must, staff who park on local residential roads must demonstrate consideration and courtesy for residents, pedestrians and other road users. The [image: A blue and white logo

AI-generated content may be incorrect.]Trust cannot and will not condone inconsiderate, illegal or dangerous parking by members of staff. Such locations may be subject to private company or local authority parking control measures.

[bookmark: _Toc212203735]Patients Reclaiming Parking Charges (The Hospital Travel Cost Scheme)

If a patient is referred to hospital or other NHS premises for specialist NHS treatment or diagnostic tests by a doctor, dentist or another primary healthcare professional, they may be able to claim a refund of reasonable travel costs under the Healthcare Travel Costs Scheme (HTCS) (https://www.nhs.uk/nhs-services/help-with-health-costs/healthcare-travel-costs-scheme-htcs/).


Patients can claim help with travel costs if they (or their partner (including civil partner)) receive any of the following benefits:

· Income Support
· Income-based Jobseeker's Allowance
· [image: A blue and white logo

AI-generated content may be incorrect.]Income-related Employment and Support Allowance
· Pension Credit Guarantee Credit
· They receive Universal Credit and meet the criteria

Patients can also claim for help with travel costs if:

· They are named on, or are entitled to, an NHS tax credit exemption certificate (if they do not have a certificate, they can show their award notice) – they qualify if they get child tax credits, working tax credits with a disability element (or both), and have income for tax credit purposes of £15,276 or less.
· If they have a low income and are named on a certificate for HC2 (full help) or HC3 (limited help) – they can apply for these certificates through the NHS Low Income Scheme.

To claim travel costs, patients must take travel receipts, an appointment letter or card and proof that they are receiving one of the qualifying benefits to the Trust’s Travel Office.

[bookmark: _Toc212203736][image: A blue and white logo

AI-generated content may be incorrect.]Other Vehicles/Users (Stepping Hill Hospital)

1 Taxis

Taxis collecting or dropping off at the site are exempt from car parking charges for 30 minutes or less. Taxis parking for longer than this period must obtain a valid pay and display ticket. Taxis must also abide by the rules for each car parking area and should only use patient and visitor car parks, general spaces or drop-off / pick up areas.

2 Delivery and Collection Vehicles (including Funeral Directors)

Vehicles making deliveries or collecting goods may stop at the designated delivery areas for a maximum of 30 minutes. These vehicles are exempt from charges when:

· Parked in designated delivery areas, providing the vehicle is removed immediately after delivery or collection is made

· Parked in drop off / pick up areas for no longer than the 30-minute permitted waiting time, without seriously impeding the passage of other vehicles

Delivery Vehicles that are clearly marked with company logos and are of a size and weight which would only be used for business purposes would be exempt from any parking charges whilst onsite.

Any delivery vehicles which are parked longer than 5 minutes within a Trust site should turn off their engines in order to reduce noise and air pollution.

3 Contractors

Contractors including service engineers etc. must also abide by the Trust Car Parking Policy. The advice and options for parking on Trust sites vary with the type of work being undertaken, but all contractors should pay for parking. Contractors can pay and display daily or weekly tickets or, if planned to be at SHH for 4 weeks or more, contractors can request a contractor permit which will grant a Green Permit with an expiry date entitling the contractors to park in Patient and Visitor zones only.  

Contractors should liaise with the Trust’s appointing officer for the works being undertaken regarding where specifically to park (avoiding impacting patients and visitors), limit the number of vehicles onsite at any one time and, where possible, share vehicles. Contractor vehicles must adhere to parking stipulations whilst onsite.  If contractor vehicles require access to barriered areas, an access card can be collected from Estates and Facilities reception between 8am and 4pm, Monday to Friday.  Any contractor vehicles which are parked longer than 5 minutes within a Trust site should turn off their engines in order to reduce noise and air pollution.


4 Local Bus Services

Bus services operating to and from bus stops on Trust sites are unlikely to be parked or waiting in areas other than local bus stops. However, there still may be occasional issues with unauthorised parking and excessive waiting, more than 30 minutes.

Any local buses which are parked longer than 5 minutes within a Trust site should turn off their engines in order to reduce noise and air pollution.

5 Visitors on Business with the Trust or here as part of their work

[image: A blue and white logo

AI-generated content may be incorrect.]Visitors on business with the Trust must park in patient and visitor areas and pay the appropriate charge via pay and display. Individual managers and or departments are not permitted to authorise parking in any area. Any special arrangements must be made through the Trust’s Security Service. When inviting or guiding visitors to a Trust site, information on public transport links and alternative travel choices should be provided.

6 The Emergency Services

Emergency service vehicles will be exempt from car parking charges, this applies to:

· Ambulances and liveried Rapid Response Paramedic Cars
· Blood Bank vehicles
· Fire Fighting and Support vehicles
· Police vehicles
· Crown / Service vehicles

Ambulances waiting on site are requested to use designated parking bays / waiting areas where available.

7 Special Arrangements

Special parking arrangements can be considered by contacting the Trust’s Security Service.



[bookmark: _Toc212203737]Setting Car Parking Charges

When setting car parking charges, the Trust must ensure that all costs associated with parking provision are recovered and no additional funding is diverted from patient care. There is also a clear need to make a surplus for reinvestment in future car parking improvements.

In addition, car parking charges will be compared against parking charges at other Trusts and local authorities. The aim is to ensure that non-hospital parking is not being encouraged due to low parking rates. Charges will also be compared against public transport charges and the costs of using a car to ensure that too great a subsidy is not being given to car users over public transport users.

The Trust will always seek to ensure that any parking charges set comply with guidance or instruction currently in place from the Department of Health.  The fees below reflect the current charges in place (to note, these align with Tameside Hospital). The two hospitals will continue to monitor tariff charges and ensure they align with other Greater Manchester Hospitals. Any changes will be effectively communicated with updates to the Car parking Policy and SOP. Current charges:

[bookmark: _Hlk211852050]Patient Charges 

	Duration
	Cost

	Up to 30 mins 
	Free

	Up to 1 hr
	NA

	Up to 2 hrs
	£3.50

	Up to 3 hrs
	NA

	Up to 4 hrs
	£5.50

	Up to 5 hrs
	NA

	Up to 6 hrs
	NA

	Up to 7 hrs
	NA

	Up to 8 hrs
	NA

	Up to 12 hrs
	£8

	24 hours
	£12

	Weekly
	£20

	Monthly
	NA

	Disabled
	Free



Staff Charges

	Pay Scale
	Cost
	*Discounted (Flexible Permit)

	<£10K
	£6
	£3

	Band 1-4
	£18
	£9

	Band 5-6
	£25
	£12.50

	Band 7
	£27
	£13.50

	Band 8a & 8b
	£30
	£15

	Band 8c and above
	£45
	£22.50




[bookmark: _Toc212203738]Management of Car Parks - Enforcement Services

The Trust has employed an external contractor, UKCPM, to provide enforcement services at Stepping Hill Hospital to help monitor and control parking behaviours onsite as listed but not limited to: 

· Parking in a manner that causes obstruction to access routes, fire exits, bus services, roadways, designated footways, cycle ways, disabled access and thoroughfares
· Parking on double yellow lines, designated no parking areas, hatched areas, bus stops, ambulance bays, delivery areas, off road parking, parking on pavements and in a disabled space without a valid blue badge
· Failure to park correctly within a marked space
· Blocking other vehicles’ access and egress from designated parking spaces and areas
· Parking in a designated area without the appropriate permit or ticket
· Failure to pay & display or parking for longer than the ticket permits
· Waiting or parking for longer than 30 minutes in the designated drop off zones

The enforcement service will monitor all vehicles onsite irrespective of which car park or facility they are parked within. The service will run a minimum of Monday to Friday between 9am to 5pm, 52 weeks per year. The provider will adhere to the Trust Management Plan and the agreed schedule. These times may change subject to request and notification to provider from the Trust.

UKCPM will issue Penalty Charge Notices (PCN) to any vehicle not parked appropriately or not displaying a valid permit or ticket. The PCN is a fixed amount of £70 per ticket, reduced to £35 if paid within 14 days of issue. UKCPM are contracted to provide the enforcement service for a 2 year period from September 2025. 

Any recipient of a PCN who would like to appeal would be required to follow the appeals process as shown in the Appeals Process (Appendix H). 

[bookmark: _Toc212203739]Management of Car Parks – Introduction of ANPR

The Trust is introducing ANPR cameras to cover all Patient and Visitor car parking spaces. The cameras will automatically recognise vehicle number plates upon entry and exit. There is a grace period of 30 minutes to allow drop off and collection and time to find a space. Patient and Visitors will need to pay for parking at Pay and Display machines or via the Sippi app. Parking should be paid at the start of a session. Patients and Visitors need to ensure that the whole time onsite is covered by the payment. A PCN will be issued if the whole time is not covered by payment. 
[bookmark: _Toc212203740]Management of Car Parks – Pay and Register Machines

Pay and register machines are located across the site with at least 1 machine located within each parking area (Appendix O - Pay and Register Machine Map). 




[bookmark: _Toc212203741]Management of Car Parks – Disabled Kiosks

Disabled patients and visitors will be able to park for free as per national directives, by scanning their blue badge at one of the Blue Badge Kiosks which can be found at one of the main entrance and exist points across the Trust.  This will provide 24 hr access. Locations of Kiosks are identified below:

· Women’s Unit Entrance
· Oak House Entrance
· ED Reception
· OPD B Entrance
· D Block Entrance
· Arden Building Entrance
· Maternity Blue Corridor (Pharmacy Entrance)
· A1 Entrance (opposite Pathology)

This list will be reviewed and further kiosks added as required.

[bookmark: _Toc212203742]Management of Car Parks - Sippi

There is an app available for smartphones called Sippi. Vehicles can be registered and parking sessions paid for via this app. Parking sessions can also be extended remotely if the original timeframe will be exceeded. Further information can be found at Sippi.

[bookmark: _Toc212203743]Management of Car Parks – Appeals 

The full appeals process can be found at https://appeals.uk-cpm.com/. Appeals process flowchart is available below in Appendix H detailing who to contact, timeframes and costs. 

Essentially, a recipient of a PCN will have 14 days from the date of issue to either pay the fine at the reduced fee of £35 or appeal. When appealed, there will be a 30 day hold on the PCN to allow for further investigation and decision notification. If the appeal is accepted, the PCN will be voided. If the appeal is denied, the recipient will have until the end of the 30 day period to pay the PCN at the reduced rate. 

If the recipient does not pay or appeal within 14 days of issue, the PCN will be chargeable at  £70. If the PCN remains unpaid, the Provider reserves the right to seek charges using debt collection agencies. 





[bookmark: _Toc212203744]TRAINING  

· Induction Process 
· Enforcement Service onboarding
· TO/Security Paxton Net 2
· Enforcement Service Warden Training 
· Enforcement Service Kiosk Training
[bookmark: _Toc212203745]MONITORING COMPLIANCE 
The Trust is committed to ensuring compliance with documents and will actively monitor the effectiveness of such documents.
Process for monitoring compliance with this policy 
	CQC Regulated Activities
	Process for monitoring e.g. audit
	Responsible individual/ group/
committee
	Frequency of monitoring
	Responsible individual/group/
committee for review of results
	Responsible individual/group/
committee for development of action plan
	Responsible individual/group/
committee for monitoring action plan and implementation

	
	Car parking
	Car parking
	Monthly
	Car parking
	Car parking
	Car parking

	
	monitoring
	strategy
	meeting
	strategy
	strategy
	strategy

	
	and audit
	implementation
	
	implementation
	implementation
	implementation

	
	process
	group
	
	group
	group
	group

	
	currently
	
	
	
	
	

	
	under review
	
	
	
	
	

	
	
	
	
	
	
	


[bookmark: _Toc212203746]DOCUMENT LAUNCH AND DISSEMINATION  
[bookmark: _Toc212203747]Launch
Once approved, the policy will be accessible via the Trust Policy Microsite
[bookmark: _Toc212203748]Dissemination 
The Policy will be disseminated via:

· Information Cascade

· Communication via Management/Departmental Team Meetings

· Inclusion of Relevant Information in Team Brief

· Notice Board Administration
[bookmark: _Toc212203749]Equality impact assessment
Office Use Only

	Submission Date:
	

	Approved By:
	

	Full EIA needed:
	Yes/No



Equality Impact Assessment – Policies, SOP’s and Services not undergoing re-design

	1
	
	Name of the
	
	Car Parking Policy

	
	
	Policy/SOP/Service
	
	
	

	2
	
	Department/Business
	
	Estates and Facilities

	
	
	Group
	
	
	

	3
	
	Details of the Person
	
	Name:
	Joseph Ryan

	
	
	responsible for the EIA
	
	
	

	
	
	
	
	Job Title:
	Support Service Manager

	
	
	
	
	
	

	
	
	
	
	Contact Details:
	0161 419 4468

	4
	
	What are the main aims
	
	To provide information to staff in terms of the latest car parking

	
	
	and objectives of the
	
	guidance.
	

	
	
	Policy/SOP/Service?
	
	
	





For the following question, please use the EIA Guidance document for reference:

	
	5
	
	
	A) IMPACT
	B) MITIGATION
	
	
	

	
	
	
	
	Is the policy/SOP/Service likely to have a
	Can any potential negative impact be
	

	
	
	
	
	differential impact on any of the
	justified? If not, how will you mitigate
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	protected characteristics below?
	any negative impacts?
	
	
	

	
	
	
	
	Please state whether it is positive or
	
	
	
	
	

	
	
	
	
	negative. What data do you have to
	 Think about reasonable adjustment
	

	
	
	
	
	evidence this?
	and/or positive action
	
	
	

	
	
	
	
	
	
	Consider how you would measure
	

	
	
	
	
	Consider:
	and monitor the impact going forward
	

	
	
	
	
	•  What does existing evidence show? E.g.
	e.g. equality monitoring data,
	

	
	
	
	
	consultations, demographic data,
	analysis of complaints.
	
	
	

	
	
	
	
	questionnaires, equality monitoring data,
	Assign a responsible lead.
	

	
	
	
	
	analysis of complaints.
	Produce action plan if further
	

	
	
	
	
	•  Are all people from the protected
	data/evidence needed
	
	
	

	
	
	
	
	characteristics equally accessing the
	Re-visit after the designated time
	

	
	
	
	
	service?
	period to check for improvement.
	

	
	
	
	
	
	
	
	
	
	Lead
	

	
	Age
	
	
	Stockport has the oldest age profile in Greater
	No differential impact identified
	
	ALL
	

	
	
	
	
	Manchester and its population continues to age.
	
	
	
	
	

	
	
	
	
	Currently 19.9% people are aged 65+ and this is likely
	
	
	
	
	

	
	
	
	
	to rise to 21.0% by 2024, with an additional 5, 800
	
	
	
	
	

	
	
	
	
	people aged 65 or over.
	
	
	
	
	

	
	
	
	
	Stockport’s population is older than the England
	
	
	
	
	

	
	
	
	
	average, with an increasing number of older people
	
	
	
	
	

	
	
	
	
	living with dementia and other long-term conditions;
	
	
	
	
	

	
	
	
	
	58% of older people in Stockport have a long term
	
	
	
	
	

	
	
	
	
	health problem or disability.
	
	
	
	
	

	
	
	
	
	2,700 people have been diagnosed with dementia in
	
	
	
	
	

	
	
	
	
	Stockport
	
	
	
	
	

	
	Carers
	
	
	The 2021 Census reports Informal care is care
	No differential impact identified
	
	ALL
	

	
	
	
	
	provided that is not part of a paid job.
	
	
	
	
	

	
	
	
	
	In 2015/16, eight per cent (4.9 million) of people were
	
	
	
	
	

	[bookmark: page14]
	
	
	informal carers, of which 0.1 million were children. The
	
	

	
	
	
	percentage of adults providing informal care varied by
	
	

	
	
	
	age and gender. Men and women in the 55-64 age
	
	

	
	
	
	group were most likely to provide informal care.
	
	

	
	
	
	Women were more likely to provide informal care than
	
	

	
	
	
	men up to the 65-74 age group. From the age of 75,
	
	

	
	
	
	there was a higher percentage of men than women
	
	

	
	
	
	providing informal care. Of those aged 85 or over, 11
	
	

	
	
	
	per cent of men provided informal care compared to 2
	
	

	
	
	
	per cent of women.
	
	

	
	
	
	In 2015/16 there was little difference between the
	
	

	
	
	
	percentages of males and females receiving
	
	

	
	
	
	care up to the age of 74. Women aged 75 and over
	
	

	
	
	
	were more likely to receive care than men. For those
	
	

	
	
	
	aged 85 or over, 44 per cent of women and 23 per
	
	

	
	
	
	cent of men were receiving care.
	
	

	
	
	
	There are 31,982 unpaid carers in Stockport. 6,970
	
	

	
	
	
	(22% of all carers) provide 50+ hours of care per
	
	

	
	
	
	week. Signpost for Carers estimate the total value of
	
	

	
	
	
	unpaid care in Stockport is £570 million a year.
	
	

	
	Disability
	
	A fifth of people in Stockport are living with a disability,
	No differential impact identified
	ALL

	
	
	
	census 2021 data shows.
	
	

	
	
	
	The Equality Act defines disability as a physical or
	
	

	
	
	
	mental impairment that has a “substantial and long-
	
	

	
	
	
	term adverse effect” on the ability to carry out normal
	
	

	
	
	
	day to day activities.
	
	

	
	Race /
	
	Stockport’s Black & Minority Ethnic (BME) population
	No differential impact identified
	ALL

	
	Ethnicity
	
	has risen from just 4.3% in 2001 to around 8% at the
	
	

	
	
	
	2011 Census
	
	

	
	Gender
	
	Stockport’s population is split almost equally by
	No differential impact identified
	N/A

	
	
	
	gender (51.1% female, 48.9% male), which mirrors the
	
	

	
	
	
	national trend
	
	

	
	Gender
	
	It is estimated that 1% of the UK population is gender
	No differential impact identified
	ALL

	
	Reassignment
	
	variant, based on referrals to and diagnoses of people
	
	

	
	
	
	at gender identity clinics. This would equate to 3,000
	
	

	
	
	
	people in the borough
	
	

	
	Marriage &
	
	38% married/0.2% of people in the 2011 census were
	No differential impact identified
	N/A

	
	Civil
	
	in a civil partnership – a figure which is consistent
	
	

	
	Partnership
	
	across Stockport, the Northwest and nationally
	
	

	
	
	
	
	
	

	
	Pregnancy &
	
	Stockport NHS Foundation Trust maternity services
	No differential impact identified
	ALL

	
	Maternity
	
	are provided across the whole of Stockport and the
	
	

	
	
	
	High Peak, and these are also available to anyone
	
	

	
	
	
	who does not live in the local area who choose our
	
	

	
	
	
	services.
	
	

	
	Religion &
	
	The majority of Stockport residents are Christian
	No differential impact identified
	ALL

	
	Belief
	
	(63.2% - down from 75% at the last census), which is
	
	

	
	
	
	4% greater than the national average
	
	

	
	Sexual
	
	It is estimated that 5-7% of the UK population is LGB,
	No differential impact identified
	N/A

	
	Orientation
	
	which would equate to 15-21,000 people in the
	
	

	
	
	
	borough
	
	

	
	General
	
	This policy aims to have a positive impact on any
	It is envisaged that this policy will impact
	ALL

	
	Comments
	
	member of the wider community. Consequently the
	positively, irrespective of the identified
	

	
	across all
	
	Trust as a public authority must, in the exercise of its
	characteristics
	

	
	
	
	functions, have due regard to the need to a) eliminate
	
	

	
	equality
	
	
	
	

	
	
	
	discrimination, harassment, victimisation and any
	
	

	
	strands
	
	other conduct that is prohibited by or under the
	
	

	
	
	
	Equality Act 2010 in regard to the nine protected
	
	

	
	
	
	characteristics in the Equality Act 2010 (age, disability
	
	

	
	
	
	gender reassignment, marriage and civil partnership,
	
	

	
	
	
	pregnancy and maternity, race, religion and belief,
	
	

	
	
	
	sex, sexual orientation).
	
	



[bookmark: _Toc212203750] Action Plan
 What actions have been identified to ensure equal access and fairness for all?
	Action 
	Lead 	
	Timescales 
	Review & Comments 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	EIA Sign-Off
	Your completed EIA should be sent to Equality, Diversity & Inclusion Manager for approval:

equality@stockport.nhs.uk

0161 419 4784





[bookmark: _Toc212203751]Quality
(Clinical and Quality Impact Assessment, please record ‘No Impact’ if this is the case)
	Date of Initial Review
	02/10/2025

	Date of Last Review
	DD/MM/YYYY



	Area of Impact
	Consequence
	Likelihood
	Total
	Potential Impact
	Impact (Positive or Negative)
	Action
	Owner

	Quality
	Duty of Quality
	
	
	0
	How does it impact adversely the rights and pledges of the NHS Constitution?
	No Impact
	
	

	
	
	
	
	
	How does the impact affect the organisation’s commitment to being an employer of choice?
	No Impact
	
	

	
	
	
	
	
	What is the equality impact on race, gender, age, disability, sexual orientation, religion and belief, gender reassignment, pregnancy and maternity for individuals’ access to services and experience of the service?
	No Impact
	
	

	
	Patient Safety
	
	
	0
	How will this impact on the organisation’s duty to protect children, young people, and adults?
	No Impact
	
	

	
	
	
	
	
	How will it impact on patient safety?
· Infection rates
· Medication errors
· Significant untoward incidents and serious adverse events
· Mortality & Morbidity
· Failure to recognise a deteriorating patient.
· Safe staffing levels
	No Impact
	
	

	
	
	
	
	
	How will it impact on preventable harm? (e.g. slips, trips, falls)?
	No Impact
	
	

	
	
	
	
	
	How will it impact upon the reliability of safety systems? (e.g. WHO checklist)
	No Impact
	
	

	
	
	
	
	
	How will it impact on systems and processes for ensuring that the risk of healthcare acquired infections is reduced?
	No Impact
	
	

	
	
	
	
	
	How will this impact on workforce capability, care and/or skills?
	No Impact
	
	

	Experience
	Patient Experience
	
	
	0
	What impact is it likely to have on self-reported experience of patients and service users? (Response to national / local surveys / complaints / PALS/incidents)
	No Impact
	
	

	
	
	
	
	
	How will it impact on choice?
	No Impact
	
	

	
	
	
	
	
	Will there be an impact on waiting times?
	No Impact
	
	

	
	
	
	
	
	How will it impact upon the compassionate and personalised care agenda?
	No Impact
	
	

	
	Staff Experience
	
	
	0
	How will it impact on recruitment of staff?
	No Impact
	
	

	
	
	
	
	
	What will the impact be on staff turnover and absentee rates?
	No Impact
	
	

	
	
	
	
	
	How will it impact on staff satisfaction surveys?
	Positive
	
	

	Effectiveness
	Clinical Effectiveness and Outcomes
	
	
	0
	How does it impact on implementation of evidence-based practice?
	No Impact
	
	

	
	
	
	
	
	How will it impact on patient's length of stay?
	No Impact
	
	

	
	
	
	
	
	Will it reduce/impact on variations in care? (e.g. readmission rates)
	No Impact
	
	

	
	
	
	
	
	What will the impact be upon clinical and cost-effective care delivery?
	No Impact
	
	

	
	
	
	
	
	How does it impact upon care pathway(s)? e.g. Mortality
	No Impact
	
	

	
	
	
	
	
	How will it impact on target performance?
	No Impact
	
	

	Other
	Please use this section to detail any other impacts to clinical and quality that are not listed in the questions.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



[bookmark: _Toc212203752]Data Protection Impact Assessment
	Organisations must ensure that the third parties they both process and share personal confidential data with, will ensure the data is secure and confidential. To assess the implications of using personal data, a risk assessment called a Data Privacy Impact Assessment (DPIA) is required.

If you are doing any of the following you will need to complete a Data Privacy Impact Assessment (DPIA):

•  Setting up a new process using personal confidential data (PCD)
•  Changing an existing process which changes the way personal confidential data is used
•  Procuring a new information system which holds personal confidential data

A DPIA is a proforma or risk assessment which asks questions about the process or new system based on data quality / data protection / information security and technology.

The DPIA Process:
1) Complete the screening questions below – this is to determine whether or not completion of a full DPIA is required.
2) If a full DPIA is required, you will be advised by the Information Governance Team and sent the full DPIA proforma for completion.

If DPIA’s are not completed, there may be data protection concerns that have not been identified which could result in breaching the Data Protection Act/GDPR.

Advice/Guidance on completing the screening questions or the full DPIA can be provided by the Information Governance Team (Khaja Hussain x5295/Joan Carr x4364)


[bookmark: _Toc212203753]DPIA Screening Questions
	
	Yes
	No
	Unsure
	Comments


	A)
	Will the process described involve the collection of new information about individuals?
	
	No
	 
	

	B)
	Does the information you are intending to process identify individuals (e.g. demographic information such as name, address, DOB, telephone, NHS number)?
	
	No
	
	

	C)
	Does the information you are intending to process involve sensitive information e.g. health records, criminal records or other information people would consider particularly private or raise privacy
concerns?
	
	No
	
	

	D)
	Are you using information about individuals for a purpose it is not currently used for, or in a way it is not currently used?
	
	No
	
	

	E)
	Will the initiative require you to contact
individuals in ways which they may find intrusive?

	
	No
	
	

	F)
	Will the information about individuals be disclosed to organisations or people who have not previously had routine access to the information?

	
	No
	
	

	G)
	Does the initiative involve you using new technology which might be perceived as being intrusive?
e.g. biometrics or facial recognition
	
	No
	
	

	H)
	Will the initiative result in you making decisions or taking action against individuals in ways which can have a significant impact on them?
	
	No
	
	

	I)
	Will the initiative compel individuals to provide information about themselves?
	
	No
	
	



	1. Intrusion can come in the form of collection of excessive personal information, disclosure of personal information without consent and misuse of such information. It can include the collection of information through surveillance or monitoring of how people act in public or private spaces and through the monitoring of communications whether by post, phone or online and extends to monitoring the records of senders and recipients as well as the content of messages.
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CRITERIA BASED CAR PARKING ASSESSMENT FORM 



Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport

SK2 7JE

 

Failure to complete this form correctly may result in delays.





		Full Name (as appears on ESR/Payslip):

		

		Title (Mr, Miss, etc):

		



		Department:

		

		Job Title:

		



		Work Extension:

		

		Assignment Number:

		



		Hours of Work:

		

		Shift worker: 

		Yes/No



		Home Postcode:

		

		

		



		Line Manager Email Address:

		



		Trust Email Address:

		







Please tick next to the most appropriate option in each question.

 

  Question 1 – Car Share

		Registered on Trust Car Sharing Scheme

		 



		

		



		Question 2 - Physical/Medical Conditions

		



		No physical impairment

		 



		No significant impact on mobility; can walk short to moderate distances without aids or fatigue

		 



		Walks independently but may have discomfort, fatigue, or need breaks over short distances

		 



		Requires occasional mobility aid or significant discomfort walking more than 100 meters

		 



		Needs walking aids (crutches, cane, walker) or frequent rest; may use wheelchair part-time

		 



		Non-ambulatory or extremely limited mobility. Uses wheelchair or scooter full-time - blue badge holder

		 



		Additional Scoring by Occupational Health*

		 



		* If an applicant identifies with the Line Manager a mental health issue that may contribute to the overall eligibility, the Line Manager must refer the applicant to Occupational Health who will complete an assessment and provide scoring to the equivalent Physical/Medical need. 





		



		Question 3 - Proximity/Distance - Commute from home to work 

		



		0-2 km

		 



		2.1-5 km

		 



		5.1-10 km

		 



		10.1-20 km

		 



		20.1-40 km

		 



		40.1+ km

		 



		









		



		Question 4 - Public Transport Journey

		



		Live within walking distance 0-2km as per Green Zone (national initiative)

		 



		Public transport would not require a journey change (i.e. 1 journey leg)

		 



		Public transport would require 1+ journey changes (i.e. 2+ journey legs)

		 



		Public transport would require 2+ journey changes (i.e. 3+ journey legs)

		 



		Public transport journey would exceed 1.5 hours

		 



		No public transport options available

		 



		

		



		Question 5 - Caring Responsibilities & Commitments

		



		No caring responsibilities or commitments for a disabled person

		 



		Primary caring responsibilities for an adult with a disability

		 



		Parental responsibilities for a child with a disability under 26 years at date of application

		 



		

		



		Question 6 - Working Week & Shift Patterns

		



		9 - 5 Monday - Friday/standardised working week

		 



		Works regular shift patterns which include lates, twilights and nights

		 



		Permanent night duties

		 



		Out of Hours & On Call - service requirement to use your vehicle out of hours for on call purposes 

		 



		

		



		Question 7 - Use Car for Work Purposes

		



		Service requirement to use car for work purposes (Trust to community site, site to site or site to home visits, Monday - Friday 8-5)

		 



		

		



		Question 8 - Specialist Roles

		



		Deanery & Volunteers

		 







I certify that to the best of my knowledge the information I have given is true and complete. I understand that any false information given on this form may lead to disciplinary action. 

SIGNED BY APPLICANT: _____________________________      DATE:  _________________________

SIGNED BY MANAGER:  ____________________________         DATE:  _________________________

MANAGER’S NAME:      ____________________________           POSITION:  _____________________





For Facilities Directorate Use Only:



		Score:

		

		Met Eligibility:

		Yes

		No



		If Yes, issued application form on

		Date:     /         /

		If No, issued alternatives to parking onsite

		Date:       /         /



		Signed:

		

		Role:
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APPLICATION FORM FOR CAR PARKING PERMIT 



Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport

SK2 7JE

 

Failure to complete this form correctly may result in delays or being declined a permit.



Type of Permit (please select):	☐		☐ 	☐

☐ 	☐ 	☐

☐		☐ 	☐	

Type of Contract (please select): 	☐ 		☐

☐  	☐



		Full Name (as appears on ESR/Payslip):

		

		Title (Mr, Miss, etc):

		



		Date of Birth:

		

		Main Work Base:

		



		National Insurance Number:

		

		Assignment Number:

		



		Home Address:





Postcode:

		



		Mobile Number:

		

		Clinically Based:

		Yes/No



		Department:

		

		Job Title:

		



		Work Extension:

		

		Salary Band:

		



		Hours of Work:

		

		Shift worker: 

		Yes/No



		Line Manager Email Address:

		



		Trust Email Address:

		



		Permit Type:

		Standard/ Flexible/ Night/ Disabled

		If flexible, how many hours p/w at SHH:

		



		If Night Worker, do you permanently work nights?

		Yes/No

		Blue Disability Badge Holder (please circle):

		Yes/No



Expiry Date:



		If fixed term (Locum, student, direct payer, rotational etc):

		Start Date:

		

		End Date:

		



		Do you work for another Trust or Provider in addition to this role i.e. NHS P:

		Yes/No

		If yes, who and how many hours per week:

		

		Hours: 













		Main Vehicle

		Secondary Vehicle



		Registration:

		

		Registration:

		



		Make:

		

		Make:

		



		Model:

		

		Model:

		



		Fuel Type:

		

		Fuel Type:

		



		Colour:

		

		Colour:

		









Staff Permit Charges Including Direct Payers

		Salary Banding    

		Standard Permit

24/7 access

		Flexible Permit

Max 3 days per week or 22.5 Hours

		Night Permit

Valid 7:30pm – 8:00am



		Night only/Student/On Call only

		£0

		£0

		£0



		< £10k

		£6.00

		£3.00

		-



		Bands 1 – 4

		£18.00

		£9.00

		-



		Bands 5 – 6

		£25.00

		£12.50

		-



		Band 7

		£27.00

		£13.50

		-



		Band 8a – 8b

		£30.00

		£15.00

		-



		Band 8c – 8d

		£45.00

		£22.50

		-



		Band 9 and above

		£45.00

		£22.50

		-





	

Medical Staffing

		Training Stage    

		Standard Permit

		Flexible Permit

		Night Permit



		CT 1 & 2

		£27.00

		£13.50

		-



		ST 1 & 2

		£27.00

		£13.50

		-



		CT 3

		£30.00

		£15.00

		-



		ST 3 – 8

		£30.00

		£15.00

		-



		Registrar/JCF/SCF

		£30.00

		£15.00

		-



		Locum

		£45.00

		£22.50

		







Terms and Conditions 



Note 1: Trust management cannot accept any responsibility in respect of theft, loss or damage caused to vehicles.  All car users parking their vehicles within a hospital site do so at their own risk.



Note 2: Purchasing a permit does not guarantee that a parking space will always be available, and this application is made fully in that knowledge. Any staff found abusing the staff car park permit system will be subject to full sanctions under the Trust’s disciplinary process. This abuse includes the copying, defacing or amendment of any Trust car park permit.



Note 3: If you wish to cancel your permit and any future payments, you should return your current permit to the Travel Office, who will cancel your agreement with the Payroll Department.



Note 4: If your role or banding changes, it is your responsibility to notify the Travel Office to ensure the fee is amended appropriately. 



Note 5: Medical Professionals’ parking payment will be paid based on the comparable AFC salary banding and will be applied by Payroll. This may vary from the charge indicated above. Any abuse may also be reported to the Trust’s Anti-Fraud Specialist for further investigation and consideration of criminal proceedings.



The Trust reserves the right to refuse any future participation in the car park permit card scheme for those members of staff proven to have abused it.



SHH and Pennine Staff Only: By making this application I authorise my salary to be deducted by the required car parking fee for my salary, in return for which I will receive car parking access, subject to the terms and conditions of the Car Parking Policy.





Direct Payers (NHS P, Deanery Doctors and Locum Staff): By making this application I agree to pay the permit amount based on my salary upfront, in return for which I will receive car parking access, subject to the terms and conditions of the Car Parking Policy.



I have fully read and agree to abide by the terms of this agreement. I certify that to the best of my knowledge the information I have given is true and complete. I understand that any false information given on this form may lead to disciplinary action. 



SIGNED BY APPLICANT: _____________________________      DATE:  _________________________

SIGNED BY MANAGER:  ____________________________         DATE:  _________________________

MANAGER’S NAME:      ____________________________           POSITION:  _____________________





For Facilities Directorate Use Only:

		Permit awarded

		Yes

		No

		Date

		        /         /

		If no, date added to wait list            

		



		Enhanced DBS List checked 

		Yes

		No

		Date

		        /         /

		Security notified to allow access

		



		Payroll notified on (Date)

		/          /

		Signed

		



		Payslip seen (Date)

		/          /

		Monthly Payment
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Contractors: Application Form for Car Parking Permit



Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport

SK2 7JE

 

Failure to complete this form correctly may result in delays or being declined a permit.



		Full Name:

		

		Title (Mr, Miss etc):

		



		Company:

		



		Business Address:

		











		Base Location and Ext. or Mobile Contact Number:



		Email Address:

		



		Manager’s Name:

		



		Manager’s Contact Number:

		



		Manager’s Email Address:

		







		Main Vehicle

		Secondary Vehicle



		Registration:

		

		Registration:

		



		Make:

		

		Make:

		



		Model:

		

		Model:

		



		Fuel Type:

		

		Fuel Type:

		



		Colour:

		

		Colour:

		







		

		Standard Permit



		Month

		£40.00 + VAT



		Week

		£14.00 + VAT







Note. A permit does not guarantee a parking space. Trust Security patrol the site and issue Parking Charge Notices to any vehicle found to have parked inappropriately. 



PERIOD APPLIED FOR: ………………………………………………………………………………………………………………





Signed: ……………………………………………………………………………….  Date: …………………………………….





For office use only:

		Permit awarded

		Yes

		No

		Date:   	 

		       /          /
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[image: A map of a city

AI-generated content may be incorrect.]Car Parking Allocation – all car parks open 24 hours 7 days unless otherwise shown

Green – indicates the Patient and Visitors parking bays, ORANGE and GREEN permit holders

Purple – indicates where staff only parking zones behind barriers will be allocated – PURPLE Permit Holders

Blue – indicates disabled spaces



DMOP Multi Storey

Staff Only

P&V – Ground Floor only

Staff – First floor only

Mon – Friday 7am – 6pm

Daytime only
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Car Share Application Form





Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport

SK2 7JE

 

Failure to complete this form correctly may result in delays or being declined a permit.





Main Permit Holder (to be completed in addition to Staff application form)

		Full Name (as appears on ESR/Payslip):

		

		Title (Mr, Miss, etc):

		



		Assignment Number:

		

		Main Work Base:

		







Additional Permit Holder

		Full Name (as appears on ESR/Payslip):

		

		Title (Mr, Miss, etc):

		



		Assignment Number:

		

		Main Work Base:

		



		Home Address:





Postcode:

		



		Mobile Number:

		

		Clinically Based:

		Yes/No



		Department:

		

		Job Title:

		



		Work Extension:

		

		Salary Band:

		



		Line Manager Email Address:

		



		Trust Email Address:

		



		If Night Worker, do you permanently work nights?

		Yes/No

		Blue Disability Badge Holder:

		Yes/No

Expiry Date:



		If fixed term (Locum, student, direct payer, rotational etc):

		Start Date:

		

		End Date:

		



		Do you work for another Trust or Provider in addition to this role i.e. NHS P?

		Yes/No

		If yes, who and how many hours per week:

		

		Hours: 









		Main Vehicle

		Secondary Vehicle



		Registration:

		

		Registration:

		



		Make:

		

		Make:

		



		Model:

		

		Model:

		



		Fuel Type:

		

		Fuel Type:

		



		Colour:

		

		Colour:

		





Terms and Conditions



[bookmark: _Hlk213661974]Note1: Eligibility: The car share program is available to employees who hold a valid car parking permit issued by the Trust. The main permit holder must be employed by the Trust and have a valid assignment number.



Note 2: Permit Usage: The car share permit allows only one vehicle to be parked. Access for the additional driver will be withdrawn when the main permit holder either leaves the Trust or surrenders their parking permit. 



Note 3: Vehicle Information: The main and secondary vehicles must be registered with the Trust. The permit holder must provide accurate information regarding the make, model, fuel type, and colour of the vehicles.



Note 4: Permit Types: The car share permit can be standard, flexible, night, or disabled. If the permit is flexible, the permit holder must specify the number of hours per week at SHH. If the permit holder is a night worker, they must indicate whether they permanently work nights.



Note 5: Blue Disability Badge: If the permit holder is a blue disability badge holder, they must provide the expiry date of the badge.



Note 6: Additional Employment: If the permit holder works for another Trust or provider in addition to their role, they must specify the name of the other Trust or provider and the number of hours per week.



Note 7: Permit Expiry: The permit holder must provide the start and end dates if the permit is fixed term (e.g., locum, student, direct payer, rotational).



Note 8: Security Notification: Security will be notified to allow access to the car share parking area once the permit is awarded.



Note 9: Compliance: The permit holder must comply with all Trust policies and procedures related to parking and car sharing. Failure to comply may result in the withdrawal of the car share permit.



Note 10: Changes to Terms: The Trust reserves the right to amend these terms and conditions at any time. Any changes will be communicated to the permit holders in a timely manner.



Signed by Permit Holder: _____________________      Date:  _________________________

Signed by additional permit holder: ____________       Date:  _________________________







For Facilities Directorate Use Only:



		Car Share awarded

		Yes

		No

		Date

		         /           /



		Security notified to allow access

		

		

Date

		

         /          /
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2. STEP BY STEP PROCESS – AT A GLANCE 
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3. EXECUTIVE SUMMARY 


 


This document aims to support managers and employees to achieve and maintain satisfactory 
standards of conduct and to encourage improvement where necessary. The standards of 
conduct expected of all employees are set out in the Code of Conduct which can be found on 
the Trust intranet and the Human Resources Department.    
 


Director of Workforce & OD 


 


4. SCOPE AND PURPOSE 


 


The main purpose of this policy is to ensure that any disciplinary matter is dealt with fairly and that 


steps are taken to establish the facts and to give employees the opportunity to respond before 


taking any formal action.  


 
The policy & procedure applies to all employees regardless of length of service. It does not 
apply to agency workers, self-employed contractors, volunteers or students who are not 
employed by the Trust. 
 
This policy & procedure is used to deal with misconduct. It does not apply to cases involving 
sickness absence or poor performance. In those cases reference should be made to the 
appropriate policy or procedure on the Trust intranet or from the Human Resources 
Department.  
 
Concerns relating to the clinical competence and capability of Medical and Dental staff will 
be dealt with in the framework set out in ‘Maintaining High Professional Standards in the 
Modern NHS’ issued under the direction of the Secretary of State for Health on 11 February 
2005. 
 
This procedure has been agreed and implemented following consultation with the management 
and staff side representative.  
 
This procedure does not form part of any employee's contract of employment and it may be 
amended at any time. 
 


 


 


5. ROLES AND RESPONSIBILITIES 


 


Chief Executive 


The Chief Executive has responsibility for the provision of a policy and procedure on Disciplinary.  
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Director of Workforce & OD 


The Director of Workforce & OD has delegated responsibility from the Chief Executive for 


workforce governance that includes the development of standard approaches through frameworks 


in developing policy, procedures and strategy documents.  The Director of Workforce & OD also 


has responsibility for monitoring suspensions within the Trust and ensuring they are appropriate 


and regularly reviewed.   


 


Executive Directors 


The Executive Directors will be responsible for ensuring policies, procedures and strategies are 


developed, and that they are reviewed, approved or ratified through agreed structures.   


 


Deputy Director of Workforce & OD 


The Deputy Director of Workforce & OD is responsible for overseeing the review process and that 


workforce policies, procedures and strategies are reviewed within timescales and monitored as 


agreed.  The Deputy Director of Workforce & OD also has delegated responsibility from the 


Director of Workforce & OD for monitoring suspensions within the Trust and ensuring they are 


appropriate and regularly reviewed.   


 


Divisional Directors 


The Divisional Directors are responsible for ensuring application of the policy within their 


Business Division. 


 


Line Managers 


Managers have a responsibility to manage conduct effectively in accordance with this policy and 


to consider offering support where it may be useful.  Managers are expected to take and retain 


notes of conversations and meetings with employees and should always be able to justify their 


decision making process. 


 


All Trust staff 


All staff are responsible for complying with all requests associated with this document and to 


ensure they act in accordance with this policy at all times.   


 


Commissioning Manager 


The Commissioning Manager is responsible for initiating the investigation; setting the Terms of 


reference for the investigation and ensuring its formal communication; nominating and informing 


the Investigating Officer and admin support for an investigation; advising the employee in writing 


of the alleged misconduct and that the matter is to be investigated under the Trust Disciplinary 


Policy; ensuring that contact is maintained with the person under investigation and that 


appropriate support is offered and facilitated; ensuring safeguards are in place to avoid 


breaches of confidentiality; deciding, based on the investigation report, whether there is a case 


to be heard and if so whether a disciplinary hearing is appropriate; and for ensuring 


recommendations that are made are appropriately actioned.  In addition they will consider 


suspension/alternatives to suspension and review them accordingly and ensure that referrals 


are made to the DBS and/or professional body as required. 
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Investigating Officer 


The Investigating Officer will be a manager with training in how to undertake an investigation.  


They will normally have no prior knowledge of the case and they are formally appointed by the 


Commissioning Manager to undertake the investigation in accordance with clear Terms of 


Reference and a timescale for completion.  If there is a conflict of interest then the 


Commissioning Manager must appoint an Investigating Officer from another service area 


following discussion with the HR Business Manager.  The role of the Investigating Officer will be 


to provide a thorough and impartial investigation report and ensure the investigation is dealt with 


quickly, fairly and in accordance with this policy.  It is the Investigating Officer’s responsibility to 


obtain and examine all relevant information and take all reasonable steps to determine the 


validity and accuracy of the complaint/allegation made against the employee.  This will involve 


interviewing witnesses to establish the facts of the case; ensure safeguards are in place to avoid 


breaches of confidentiality; keep a timeline of the investigation including any delays; report the 


facts to the Commissioning Manager in the form of an investigation report and present key 


findings of the case to a formal panel if the case goes to a formal hearing. In complex cases the 


Investigating Officer should engage professional subject matter and/or HR expertise as 


appropriate. 


 


6. GLOSSARY OF TERMS 


 
Investigation 


An investigation will be undertaken to establish the facts of a case before formal disciplinary action 
is taken. 
 
Misconduct 


Misconduct can be defined as unacceptable or improper behaviour/ conduct. 
 
Gross Misconduct 


Gross Misconduct is behaviour or an offence that so undermines the trust and confidence the Trust 
has in an employee that he/ she cannot be retained in employment in any capacity with the Trust.  
 
Suspension 


In some cases it will not be appropriate for an employee to remain at work whilst an investigation is 
being carried out and employees may be placed on suspension with full pay. The suspension of 
any individual is not a disciplinary penalty and does not imply that any decision has been made 
about the allegations.  Suspension is a holding measure to ensure any allegations can be 
investigated fully.   
 
Representation 


Any employee subject to this policy has the opportunity to bring a companion to any formal 
investigation meeting, disciplinary hearing or appeal hearing under this procedure. Their 
companion can be either a Trade Union Representative or a Workplace Colleague.  Whilst 
their Workplace Colleague may not work in the same department, they must be employed by 
the Trust.   
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7. CONDUCT ISSUES 


7.1 Minor Conduct Issues 


 
When an incident occurs the line manager should undertake a preliminary investigation to 
determine if a formal investigation may need to be invoked using the Just Culture 
documentation. 
 
Minor conduct issues can often be resolved informally between the employee and their line 
manager with the objective of improving the employee’s conduct. These discussions 
should be held in private and without undue delay whenever there is cause for concern.  
 
Where appropriate, a note of any such informal discussions should be placed on the 
employee’s personnel file and may be referred to at any future disciplinary hearings  
provided the informal file note is relevant to the disciplinary case. In some cases an 
informal verbal warning may be given, which will not form part of their disciplinary records. 
 
Where the matter is more serious or where the employee fails to improve their conduct, 
more formal action may be taken although whilst an awareness of prior informal discussion 
may be relevant, this in itself does not determine that the matter should automatically be 
treated formally. 
  
If there is difficulty at any stage of the procedure because of a disability, the employee 
should discuss the situation with their manager or a Human Resources Advisor as soon as 
possible.  
 
7.2 Misconduct Issues 


 
Misconduct refers to general unsatisfactory work behaviour. This list is intended as a guide 
and is not exhaustive.  
 
Deviations from satisfactory standards of conduct will normally result in a written warning 
being issued. However, if the behaviour is recurrent and has not been resolved following 
an informal verbal warning, this may be regarded as gross misconduct, and could lead to 
dismissal, depending on the circumstances. 
 
Misconduct Rules: 
 


1. Failure to follow a lawful and reasonable instruction. An employee has a right 
to refuse to follow an unlawful instruction or an unreasonable instruction 
which breaches their professional code of conduct; 


 
2.    Failure to observe the appropriate uniform policy; 
 
3.     Failure to maintain records required; 
 
4.   Unauthorised use of Trust resources or information gained during the 


course of one’s employment; 
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5.     Misuse, abuse or lack of proper care of Trust equipment, facilities, funds or 


resources; 
 
6.     Negligence in job performance; 
 
7.   Unauthorised absence including: persistent lateness, being absent from the 


workplace during the   working day for an unauthorised   reason (e.g. time off to 
attend college/training granted, but  non-at tendance at  college/training 
persists); 


 
8.     Attending for work or any meetings smelling of alcohol; 
 
9.   A breach of the code of conduct laid down by one’s professional body where 


applicable; 
 
10.  Failure  to  comply  with  the  requirement   of  agreed  Trust  policies  and  


procedures including Health  and Safety Policies; 
 
11.  Failure to comply with the Trust or departmental notification requirements for 


sickness absence, annual leave booking or any other types of absence; 
 
12.  Engaging in employment outside of normal working hours which conflicts with 


or has a negative impact on the employee’s work within the Trust or with the 
interests of the Trust;  


 
13.  Failure to maintain essential professional registration and eligibility to practice; 
 
14.  Smoking, including e-cigs in an unauthorised area or on any of the premises 


occupied by the Trust. 
 
15. Failure to comply with the Trust’s values and behaviours   


 


7.3 Gross Misconduct Issues 


 
Gross Misconduct is defined as any fundamental breach of a satisfactory standard of 
behaviour which irreparably breaks down the employment relationship.  
   
This will normally result in summary dismissal with no entitlement to a notice period or 
payment in lieu of a notice period. 
 
Certain cases of gross misconduct may be so serious that they justify a separate criminal 
investigation. Whilst the Trust will fully cooperate   with criminal investigations,   internal 
procedures will remain separate to the criminal investigation and independent of it.  
 
A decision to involve the Police in any investigation which relates to this procedure will be 
acted upon only after the appropriate Director and/or Chief Executive have been advised  
of the circumstances and given authorisation to proceed. 
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The following are examples of behaviours which constitute gross misconduct. It is intended 
as a guide and is not exhaustive: 
  
Gross Misconduct Rules: 
 


1.  Theft or attempted theft or taking without permission, unlawful possession of 
property including patients or colleagues property during the course of one’s 
employment or on the Trust premises; 


 
2.       Misappropriation, or attempted misappropriation, of the Trust’s funds or 


resources; 
 
3.       Fraud or other type of dishonesty, including but not exclusive to: 
 


• Falsification of any document or system concerned with the recording of 
hours worked/duties undertaken; 


• Falsification of any document which makes a financial claim to the Trust, 
including expenses; 


• Fraudulent manipulation or falsification of accounts and financial 
statements; 


• Receipt of bribes; 


• Working for another employer without authorisation during a period of 
sickness, study leave or any time allocated as being at work. 


 
4.   Serious   wilful   misrepresentation at the time   of   appointment or anytime 


during employment including: 
 


• Declaration of health; 


• Qualifications held; 


• Previous positions/employment held; 


• Falsification of date of birth; 


• Falsification or inappropriate references; 


• Failure to disclose a criminal offence in accordance w i th  the 
Rehabilitation o f  Offenders Act 1974; 


• Failure to disclose a relationship to any Board Member or senior officer of 
the Trust. 


 
5.       Falsification/mutilation of official records, including patient records; 
 
6.       Misuse of or failure   to   safeguard   confidential   information   and/or   patient   


data.  Disclosure of privileged / confidential information to unauthorised 
people; 


 
7.   Being  unfit  for  work  due  to  the  abuse  of  alcohol,  drugs,  or  other  


substances  self-administered  which may affect work performance  (please 
also refer to the Alcohol  & Substance Misuse Policy); 


 
8.       Being asleep on duty; 
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9.  Malicious or wilful damage to property belonging to the Trust, patients, 
clients, visitors or staff; 


 
10.   Physical or indecent assault or exceptionally  offensive behaviour during the 


course of one’s employment, or on the Trust premises; 
 
11.   Behaviour during work or out of working hours and work location resulting in 


or likely to result in a conviction   which  affects  the employee’s  ability to 
perform  his/her duties, particularly when there is an element of trust involved 
or where there is a perceived risk to patients or other staff; 


 
12.  Working while contravening a duty of restriction in force by law or 


professional code of conduct; 
 
13.     Ill treatment of patients, clients, visitors or staff; 
 
14.     Sexual offences against patients, clients, visitors or staff; 
 
15.     Harassment and bullying of patients, clients, visitors or staff; 
 
16.     Failure to comply with the legal requirements and/or Trust regulations 


concerning drugs; 
 
17.   Acceptance of a gift, favour or hospitality which might be interpreted as 


seeking to exert undue influence to obtain preferential treatment; 
 
18.     Unlawful discrimination against patients, clients, visitors or staff; 
 
19.   Failure to comply with individual responsibilities imposed by the legislation, 


e.g. Health and Safety at Work, etc. Acts 1974; 
 
20.     Refusal to follow or a serious breach of Trust policies and procedures; 
 
21.   Unauthorised  use  of  computers,  including  illegal  copying  of software  and  


accessing inappropriate sites; 
 
22.   Gross   negligence,   serious   failure,   or   refusal   to   achieve   an   


acceptable   work performance; 
 
23.    Serious misuse, abuse or lack of proper care of Trust equipment, facilities, 


funds or resources; 
 
24.    Refusal to follow reasonable instructions. However, an employee has a right to 


refuse to follow an unlawful or unreasonable instruction or an instruction 
which breaches their professional code of conduct; 


 
25.     Failure to follow or a serious breach of rules set out in a statutory or 


regulatory body Code of Conduct to which the employee is subject; 
 
26.   Any act within or outside of the workplace which brings the reputation of the 


Trust, a profession, colleagues or patients/service users into disrepute not 
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withstanding an employee’s  right to raise concerns in line with the Trust’s 
Raising Concerns  at Work Policy.  This includes conduct online on social 
networking sites. Including the following: 


 


• Sharing confidential information 


• Post inappropriate comments/pictures 


• Using social networking sites to bully or intimidate colleagues 


• Pursue a relationship with patient or service users 


• Distribute sexually explicit material 


• Use of social networking sites in any way which is unlawful. 
 
27.     Inappropriate relationships with patients or service users. 
 
28.   Deliberately  engaging  in  employment  outside  of  normal  working  hours  


that  has  a serious negative impact or conflicts with the employees work within 
the Trust or with the interests of the Trust; 


 
29.     No legal entitlement to work in the UK; 
 
30.   Loss of statutory qualification essential to meet the requirements of the job, 


e.g., loss of driving licence or registration; 
 
31.     Unauthorised/illegal copying of copyright material; 
 
32.     Divulging a password to another person or sharing a SMART card; 
 
33.   Inappropriate access to confidential and /or patient data which is not relevant 


to your job role, e.g. accessing your own confidential and/or medical records or 
that of colleagues, friends, family or any other individual which is not relevant 
to your work; 


 
34.   Failure of an officer to give notice of any pecuniary interest of which he/she is 


aware, in a contract which has been, or proposed to be, entered into by the 
Trust; 


 
35.   Verbal assault, use of abusive, objectionable or insulting language or 


behaviour during the course of one’s employment or on the Trust premises; 
 
36 Personal conduct of a sufficiently serious nature to affect an employee’s 


position at work. 


 


7.4 Statutory Regulating Bodies 


 
The Trust has an obligation to report any relevant allegations to the employee’s statutory 
regulating body and/or the Disclosure and Barring Service as appropriate.  
 
Where an allegation is in respect of possible abuse or mistreatment of a vulnerable adult or 
child appropriate advice and guidance should be taken from the Human Resources 
Department and the Trust Lead Adult or Child Protection Nurse.  
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8. POLICY 


8.1 Confidentiality 
 
The Trust aims to deal with disciplinary matters sensitively and with due respect for the 
privacy of all involved. All employees must treat as confidential any information communicated 
to them in connection with an investigation or disciplinary matter.  
 
The employee, their companion (including witnesses), must not make electronic recordings of 
any meetings or hearings conducted under this procedure.  
 
The employee will normally be told the names of any witnesses whose evidence is relevant to 


disciplinary proceedings against them, unless it is believed that a witness's identity should 


remain confidential.   


 


8.2 Investigations 


 
The purpose of an investigation is to establish a fair and balanced view of the facts relating  
to any disciplinary allegations against the employee, before deciding whether to proceed  
with a disciplinary hearing. The amount of investigation required will depend on the nature 
of the allegations and will vary from case to case. It may involve interviewing and taking  
statements from the employee against whom the allegations have been made and any 
witnesses, and/or reviewing relevant documents. A senior manager and a Human 
Resources representative will usually appoint an Investigating Officer to carry out the 
investigation. 
 
Investigative interviews are solely for the purpose of fact-finding and no decision on 
disciplinary action will be taken until after a disciplinary hearing has been held.  
 
The employee will have the right to bring a companion to an investigative interview.  
 
Employees are expected to co-operate fully and promptly in any investigation. This will  
include providing confirmation of the names of any relevant witnesses, disclosing any 
relevant documents to us and attending investigative interviews if required. 
 
In the event that an investigation is not completed within 12 weeks, the case must be 
escalated to the Deputy Director of Workforce, an action plan will be put in place and shared 
with the individual, the Commissioning Manager and Investigating Officer.   
 
As part of the investigation, cases involving any form of abuse to vulnerable adults or  
children should also be discussed at an early stage with the relevant  body i.e.  LADO, 
Safeguarding Adults/Children’s Lead, Disclosure and Barring Service etc. to avoid delay to 
safeguarding processes 
 
The Trust has a duty to ensure that workers are not treated detrimentally as a result of  
raising a concern (i.e. “speaking up “ or whistleblowing), including disciplinary action.  
Investigations into the alleged conduct of a worker who has previously spoken up will seek 
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to identify whether the allegations are motivated by a desire to cause detriment because 
the worker spoke up.  Where evidence is found, further action will be taken.  


 


8.3 Right to be accompanied 
 


The employee may bring a companion to any investigation meeting, disciplinary hearing or  
appeal hearing under this procedure. The companion may be either a trade union  
representative or a colleague. The employee must tell the manager chairing the hearing 
who their chosen companion is, within the timescales stipulated in the hearing invite letter. 
 
A companion is allowed reasonable time off from duties without loss of pay but no-one is  
obliged to act as a companion if they do not wish to do so. 
 
If the companion is unavailable at the time a meeting is scheduled and will not be available  
for more than seven days afterwards, the employee may be asked to choose someone 
else. 
 
The employee may be allowed to bring a companion who is not a colleague or union  
representative (for example, a member of their family) if this will help overcome a disability, 
or if they have difficulty understanding English. This is at the discretion of the Trust.  
 


8.4 Trade Union Representatives 


 
Before formal disciplinary action or suspension in cases of gross misconduct can be taken 
against an accredited Staff Representative, the Full Time Officer of the union concerned 
should be notified. The Staff representative has a right to be accompanied to any meeting 
under this procedure.   


 


8.5 Criminal Allegations 


 
Where an employee’s conduct is the subject of a criminal investigation, charge or 
conviction, the matter will be investigated before deciding whether to take formal 
disciplinary action. Flexibility in the investigation timescales may be required due to 
concurrent police investigations. 
 
The Trust will not usually wait for the outcome of any prosecution before deciding what 
action, if any, to take. Where the employee is unable to or has been advised not to attend 
a disciplinary hearing or say anything about a pending criminal matter, it may be necessary 
to take a decision based on the available evidence. 
 
A criminal investigation, charge or conviction relating to conduct outside work may be 
treated as a disciplinary matter if we considered it to be relevant to the employee’s 
employment. 
 
If the Trust received notification that an employee has been detained in custody pending 
committal or has been found guilty of an offence and is serving a custodial sentence, it will 
be considered that this will have a bearing on the employee’s employment. The Trust 
reserves the right to commence disciplinary proceedings without the presence of the 
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employee and they will be given the opportunity to send a representative or make written 
submissions. 


 


8.6 Fraud 


 
Where a manager or employee suspects or has been notified of any act of misconduct  
which involves, fraud, bribery or corruption, these should be reported immediately to the 
Trust’s Anti-Fraud Specialist (AFS) prior to any action being taken. The nominated AFS for 
the Trust can be contacted on 0161 743 2009 or 07721 237353 or reported via the NHS 
Fraud and Corruption Reporting Line (FCRL) Freephone 0800 028 4060; or via the NHS 
Online Fraud Reporting Form https://cfa.nhs.uk/reportfraud or, via the Trusts Director of 
Finance. 
 
Investigative action should not be commenced prior to a referral to the AFS. If the AFS  
discovers any evidence of fraud, disciplinary proceedings against the employee will 
commence, which may result in dismissal.  
 


8.7 Suspension 
In some circumstances it may be necessary to suspend an employee from work. The 
suspension will be for no longer than is necessary to investigate any allegations of 
misconduct against the employee or so long as is otherwise reasonable while any 
disciplinary procedure against the employee is outstanding. The arrangements will be 
confirmed to the employee in writing within 2 days of the suspension. While suspended the 
employee should not visit Trust premises or contact any Trust clients, customers, 
suppliers, contractors or staff, unless they have been authorised to do so by a manager.  
 
Suspension of this kind is not a disciplinary penalty and does not imply that any decision 
has already been made about the allegations. The employee will continue to receive their 
full contractual pay during the period of suspension  
 
The full protections of the Raising Concerns at Work Policy still apply, including the ability 
to contact the Trust’s Freedom to Speak Up Guardian. 
 
Alternatives  to  suspension  such  as  restrictions  on  practice, relocation  or working  
under  the direct  supervision  of another  manager  will  be considered before making the 
decision to suspend. 
 
Employees  who  are  suspended  due  to  a  lapse  in  professional  registration  or  other  
essential requirements (e.g. legal entitlement to work in the UK) and as such are unable to 
work will be suspended on no pay until the matter is resolved. 
 
The final decision to suspend sits with the Director/Deputy Director or Workforce & OD and 
will be taken following discussion with an Executive Director, Business Group Director or 
delegated Deputy/Assistant Director, or a delegated Senior Manager on duty as appropriate.  
In the event that the decision needs to be confirmed outside of usual working hours this must 
be reported as soon as practicably possible to the Director/Deputy Director or Workforce & 
OD who will review the decision taken. 
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After 2 weeks following the initial suspension a formal review will take place by the Deputy 
Director of Workforce and details of the review will be put in the letter. During the course of 
the investigation the status of the suspension should be reviewed regularly (usually every 2 
weeks) and the individual informed in writing. 


8.8 Notification of Hearing 


 
Following any investigation, the Commissioning Manager will decide how the matter will 
proceed and they will communicate their decision to the employee within 5 working days of 
receiving the investigation report. 
   
If it is considered that there are grounds for disciplinary action, the employee will be 
required to attend a disciplinary hearing. The employee will receive written notification of 
the allegations against them, the basis for those allegations, and what the likely range of 
outcomes will be if it is decided after the hearing that the allegations are proven.  
 
The following will also be included where appropriate: a summary of relevant information 
gathered during the investigation; a copy of any relevant documents which will be used at 
the disciplinary hearing; and a copy of any relevant witness statements, except where a 
witness’ identity is to be kept confidential, in which case the employee will receive as much 
information as possible while maintaining confidentiality.  
 
The letter will also contain the date, time and place of the disciplinary hearing. The hearing 
will be held as soon as reasonably practicable, and the employee will be given as much 
notice as possible with an absolute minimum of 7 calendar days notice in order that they 
may prepare their case based on the information they have received.  
 
If there is no case  to answer  following  the outcome  of the  investigation  the 
Investigating Officer will arrange to meet with the employee  and his/her line manager 
present to explain the  findings  of  the  investigation  and  to  discuss/agree  any  relevant  
actions deemed appropriate to conclude the matter. The outcome of this meeting will be 
confirmed in writing to the employee by the Investigating Officer and a copy placed on their 
personal file. 


 


8.9 Dealing with sickness during the disciplinary process 


 
If an employee reports sick during the disciplinary process, this does not necessarily mean 
that a disciplinary hearing will be delayed. The panel may seek advice from the 
Occupational Health Department in considering how best to progress the matter.  
 
In cases  where  an employee  is diagnosed  with anxiety  or stress due  to the 
investigatory process/formal  proceedings,  the date  for  these  meetings  will  not be  
moved  unless  the individual’s  General  Practitioner  and/or  Occupational  Health  gives  
a firm and  unequivocal written statement that the individual will not be fit to attend the 
investigation or the disciplinary hearing.   Any such hearing may be postponed for a 
reasonable period only.   Advice will be sought from Occupational Health with regard to the 
level of engagement that can be expected from the employee. 
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If no satisfactory medical evidence is produced or following a previous postponement, the 
hearing will be scheduled again and written notification sent to the employee. The 
employee will be asked to send in written representations if they wish.  


 


 


9. PROCESS  


 


9.1 Fast Track Disciplinary Process 
 


The Fast Track Disciplinary Process may be suitable for incidents regarded as 
‘Misconduct’ and which would normally result in a first written warning; also where the 
employee against whom the allegations are made has admitted to them in full. It is 
unsuitable for allegations of gross misconduct.  
 
If the manager feels that the fast track approach is appropriate, they must, in the first 
instance, discuss this with the HR Advisor. A review of the information will be undertaken 
in conjunction with the manager, the employee and (as appropriate) his /her representative 
and a decision taken as to whether the fast track procedure should be adopted. This must 
be agreed by all parties including HR. 
 
If the decision is made to Fast Track then the following will take place:  
 
The manager will ensure that there is a written statement from the employee who reported 
the incident (witness) and the employee against whom the allegations are made, along 
with any supporting information gathered; 
 
The manager will write to the employee detailing the nature of the allegations and the 
discussions and confirm the outcome of the Fast Track disciplinary process stating that 
there is no right to an appeal against a first written warning issued following this process.  
 


9.2 Procedures at Disciplinary Hearings 
 


If the employee or their companion cannot attend the hearing they should inform the 
Human Resources Advisor immediately so that an alternative time may be arranged. The 
employee must make every effort to attend the hearing, and failure to attend without good 
reason may be treated as misconduct in itself. If the employee fails to attend without good 
reason, or are persistently unable to do so (for example for health reasons), a decision 
may have to be taken based on the available evidence. 
 
The hearing will be chaired by a member of the Division’s senior Triumvirate (ie Director, 
AMD or Deputy Director).  Delegated authority may be given by any member of the 
Divisional Senior Triumvirate to another manager if appropriate.  The Investigating Officer 
and a member of the Human Resources Department will also be present. The employee 
may attend the disciplinary hearing with a companion (see section 7). Where  appropriate,  
professional   advisors  may  be  included  as  members  of  disciplinary hearing or appeal 
panels.   Their role would be to provide advice to the panel on matters relating to 
professional conduct or professional competence 
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At the disciplinary hearing the panel will go through the allegations against the employee 
and the evidence that has been gathered. The employee will be able to respond and 
present any evidence of their own. The companion may make representations to the panel 
and ask questions, but should not answer questions on behalf of the employee. The 
employee may confer privately with their companion at any time during the hearing.  
 
The employee may ask relevant witnesses to appear at the hearing, provided sufficient 
advance notice was given to arrange their attendance. The employee will be given the 
opportunity to respond to any information given by a witness.  
 
The panel may adjourn the disciplinary hearing if they need to carry out any further 
investigations such as re-interviewing witnesses in the light of any new points raised at the 
hearing. If this is the case, the employee will be given a reasonable opportunity to consider 
any new information obtained before the hearing is reconvened. 
 
After hearing all the evidence presented, the Panel will adjourn to decide on the 
appropriate action to be taken.  Where possible this decision will be given in person on the 
day. In any case, the employee will be informed of the panel’s decision and the reasons for 
it in writing within seven days of the disciplinary hearing. The employee will also be notified 
of their right to appeal against the decision. 
 


9.3 Disciplinary Sanctions 


 
The usual sanctions for misconduct are set out below. No sanction should be imposed  
without a hearing. For fairness and consistency, a sanction imposed on another employee 
for a similar misconduct will usually be taken into account but should not be treated as a 
precedent. Each case will be assessed on its own merits. An employee will not normally be 
dismissed for a first act of misconduct, unless it is decided that it amounts to gross 
misconduct. 
 


 9.3.1 First Written Warning 


 
Misconduct, repetition of minor offences or a failure to respond to an informal 
discussion/informal verbal warning will usually result in a first written warning being issued. 
This sanction may be authorised by the Business Group Director and is usually appropriate for 
a first act of misconduct where there are no live written warnings on the employee’s record. It 
is also suitable if it is an incident of a serious nature, resulting in significant risk or harm to 
patients, colleagues or organisational interests.  A First Written Warning will be live and 
remain on the employee’s personal file for a period 12 months. 
 
 First Written Warning will also be issued as a result of an agreed Fast Track process (section 
9.1 of this procedure). 
 


 9.3.2 Final Written Warning 


 
A failure to meet the required standards laid out in a first written warning may result in 
further disciplinary action and a final written warning being issued by a Business Group 







 


 


Disciplinary Policy & Procedure Page: Page 19 of 29 


Author: Marie Evans, HR Advisor Version: 9.1 


Date of Approval:  10 March 2022 Date for Review: 31 Dec 2025 


To Note: Printed documents may be out of date – check the intranet for the latest version. 


  


Director. A final written warning may also be issued for a first offence where the misconduct 
is sufficiently serious not to be tolerated a second  time  for  instance  in  circumstances  of  
a  very  serious  nature,  resulting  in  very significant risk or harm to patients, colleagues 
or organisational  interest. This is usually the case where the offence is classed as Gross 
misconduct.  A final written warning may be issued where multiple cases of general 
misconduct have occurred. 
 
A Final Written Warning will be live and remain on the employee’s personal file for a period  
of 12 months. 


 


 9.3.3 Dismissal 


 
If the employee’s conduct continues to be unsatisfactory following a final warning, 
dismissal will normally result. Dismissal may be authorised by a Business Group Director. 
 
Any incident  of  gross  misconduct  will  normally  be  subject  to  summary  dismissal  with  
no entitlement to a notice period or payment in lieu of a notice period.  Examples of these are 
set out in section 4 of this procedure. The reasons for dismissal will be confirmed in writing by 
the appropriate Director/Associate Director. 


 


 9.3.4 Alternatives to Dismissal 


 
In some cases, the panel may consider alternatives to dismissal in serious cases where it is  
considered that there are sufficient mitigating circumstances. This will usually be 
accompanied by a final written warning.  
 
Alternatives to dismissal include downgrading, transfer to another role or loss of seniority. 


 


9.4 Written confirmation following a disciplinary hearing 


 
A letter stating the outcome of the hearing will be sent to the employee within seven days of 
the hearing and a copy will be placed on the personal file for the duration of the warning.  
 
The letter will set out the nature of the misconduct; the change in behaviour required with 
timescale, the length of time the warning will remain current and their right of appeal against 
the decision. 
 
The letter will also remind the employee that a recurrence or other subsequent misconduct 
may lead to further disciplinary action being taken against them, including dismissal. 
 
The outcome letter should also confirm whether the incident is reportable to the Disclosure 
and Barring Service (DBS) / NMC / HCPC or other professional body. 


 


9.5 Appeals 


 
The appeal should be made in writing within seven c a l e n da r  days of the date the outcome 
was given and should state clearly the reasons for the appeal.  The appeal should be 
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addressed to the Deputy Director of Workforce, Human Resources Department, Aspen 
House, Stepping Hill Hospital. 
 
Appeals  against  first  written  warnings  and final  warnings  will  be  heard  by an  
appropriate manager not previously involved in the case.  All appeals will include a 
representative from the Human Resource Department.  
 
An appeal against dismissal will be heard by a panel consisting of three people. The panel 
will comprise of at least one operational director. The other members may be an executive 
director or a director not previously involved in the case. In addition, the panel of 3 will be 
supported by a senior HR representative that has not been involved in the case. 
 
 
The date on which the dismissal takes effect will not be delayed pending the outcome of the appeal 
hearing. However if the appeal is successful, the employee will be reinstated with no loss of 
continuity or pay. 
 
The employee will be sent written notice of the date, time and place of the appeal hearing. This 
will normally be seven days in advance of the appeal hearing.  
 
The appeal hearing will be a review of the fairness of the original decision in the light of the 
procedure that was followed and any new information which may have come to light.  
 
The panel may adjourn the appeal hearing if they need to carry out any further investigations in 
the light of any new points raised at the hearing. The employee will be given a reasonable 
opportunity to consider any new information obtained before the hearing is reconvened.  
 
Following the appeal hearing, the panel may confirm the original decision; revoke the original 
decision; or issue a different sanction. 
 
The panel will inform the employee of their decision in person on the day if possible. In any case 
the panel will confirm their final decision in writing to the employee within seven days of the appeal 
hearing. There will be no further right of appeal 
 


9.6 Deferring disciplinary sanctions 


 
The purpose of a warning is to give the employee an opportunity to improve their 
standards of behaviour at  work. If an employee is absent from work immediately or soon 
after, a warning is issued (for two weeks or more), such a warning may be deferred until the 
employee returns to work. 
 
The manager will write to the employee stating the terms of the deferment once they are absent 
due to sickness or any other period of long term absence including maternity leave, special leave 
and career break. 


 


9.7 Overlapping Disciplinary and Grievance Cases 
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Where an employee raises a grievance during a disciplinary process the disciplinary process 
may be temporarily suspended in order to deal with the grievance. Where the grievance and 
disciplinary cases are related it may be appropriate to deal with both issues concurrently. 
 
In any case, advice should be sought from Human Resources before proceeding.  


 


 


10. MEDICAL STAFF 


  
This procedure applies to Doctors and Dentists in respect of personal conduct only.   The  
procedure for handling concerns about doctors’ and dentists’ conduct and capability is the  
framework set out in ‘Maintaining High Professional Standards in the Modern NHS’ issued  
under the direction of the Secretary of State for Health on 11 February 2005. 
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12. DOCUMENT LAUNCH AND DISSEMINATION   


 


Launch 


Once the document is approved, it will be uploaded to the intranet and shared by HR. 


 


Dissemination  


It will be disseminated by using links to the Trust Document Microsite through: 
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• Information cascade via relevant management teams 


• Communication via Management / Divisional / Team meetings 


• Inclusion of relevant information in Team Brief 


• Notice board administration 


• Articles in bulletins 


 


13. REFERENCES AND ASSOCIATED DOCUMENTATION 


 


References in relation to: 


 


• Trust Grievance Procedure 


• Capability Policy & Procedure 


• Supporting Attendance Policy 


• Alcohol & Substance Misuse Policy  


• DBS Policy 


• Safeguarding Children SOP 


• Maintaining High Professional Standards in the Modern NHS 


• Photography/Video and Audio Recording of Patients or Staff Policy 


• Raising Concerns at Work Policy  


• Disciplinary Toolkit and Template Letters 


 


 


14. IMPACT ASSESSMENT 


Equality 


   
 
 
 
 
 


To be completed by document author 


1 Name of the Policy / 


SOP 


Disciplinary Policy & Procedures 


2 Department / Business 


Group 


Human Resources  


3 Details of the Person 


responsible for the EIA 


 


Name: 


 


Job Title: 


 


Contact 


Details: 


Marie Evans 


 


HR Advisor 


 


0161 419 4828 


Office Use Only 


Submission Date: November 2021 


Approved By: Nadia Baynham 


Full EIA needed: Yes/No 







 


 


Disciplinary Policy & Procedure Page: Page 23 of 29 


Author: Marie Evans, HR Advisor Version: 9.1 


Date of Approval:  10 March 2022 Date for Review: 31 Dec 2025 


To Note: Printed documents may be out of date – check the intranet for the latest version. 


  


4 What are the main aims 


and objectives of the 


Policy / SOP? 


 
The main purpose of this policy is to ensure that any disciplinary 


matter is dealt with fairly and that steps are taken to establish 


the facts and to give employees the opportunity to respond 


before taking any formal action.  
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For the following question, please use the EIA Guidance document for reference: 


5 


 
 


A) IMPACT 
Is the policy / SOP likely to have 


a differential impact on any of 


the protected characteristics 


below?  


  


Please state whether it is 


positive or negative. What data 


do you have to evidence this? 


 
Consider: 


• What does existing evidence 
show? E.g. consultations, 
demographic data, 
questionnaires, equality 
monitoring data, analysis of 
complaints. 


• Are all people from the protected 
characteristics equally accessing 
the service? 


B) MITIGATION 
Can any potential negative impact be 


justified? If not, how will you 


mitigate any negative impacts? 


 


• Think about reasonable adjustment 
and/or positive action 


• Consider how you would measure 
and monitor the impact going 
forward e.g. equality monitoring 
data, analysis of complaints. 


• Assign a responsible lead.  


• Produce action plan if further 
data/evidence needed 


• Re-visit after the designated time 
period to check for improvement. 


Lead 


Age The policy has no adverse impact 
on this group. 
Stockport Population Data: Largest 
age band 40 – 49. 
 


  


Carers  The 2011 Census showed there 
are 31,982 unpaid carers in 
Stockport. 
The policy has no adverse impact 
on this group. 
 


If necessary, any meetings 
could be arranged to 
accommodate caring 
responsibilities. 
 


 


Disability The 2011 census indicates that 
18.4% of Stockport residents are 
living with a limiting long-term 
illness. 
This policy has no adverse impact 
on this group. 
 
 


Policy is available in different 
formats on request.  
If a staff member is on sick 
leave throughout the disciplinary 
process, Occupational Health 
will advise on their fitness to 
attend a hearing.  
The Trust recognizes disabilities 
and makes reasonable 
adjustments, i.e. interpreters, 
hearing loops, arranging 
meeting times and in a format 
suitable to meet the needs of 
the individual. 
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Race / Ethnicity Stockport’s Black & Minority Ethnic 
(BME) population was around 8% 
at the 2011 Census. 
The policy has no adverse impact 
on this group. 
 


We will provide information in an 
appropriate format when English 
is a second language. 


 


Gender  Stockport’s population is split 
almost equally by gender (51.1% 
female, 48.9% male), which mirrors 
the national trend. 
The policy has no adverse impact 
on this group. 
 


  


Gender 


Reassignment  


It is estimated that 1% of the UK 
population is gender variant, based 
on referrals to and diagnoses of 
people at gender identity clinics. 
This would equate to 3,000 people 
in the borough. 
The policy has no adverse impact 
on this group. 
 


We will capture data on gender 
reassignment and provide any 
mitigations necessary.   


 
 


Marriage & Civil 


Partnership 


38% married. 
The policy has no adverse impact 
on this group. 
 


  


Pregnancy & 


Maternity 


2% fertility rate 
On average there are over 3,300 
births to Stockport resident 
mothers each year. 
The policy has no adverse impact 
on this group. 
 


If necessary, meetings could be 
arranged around any 
appointments 


 


Religion & 


Belief 


The policy has no impact on this 
group. 
The majority of Stockport residents 
are Christian (63.2% - down from 
75% at the last census), which is 
4% greater than the national 
average. 
Trust Workforce: 52.47% Christian 
 


  


Sexual 


Orientation 


The policy has no adverse impact 
on this group. 
It is estimated that 5-7% of the UK 
population is LGB, which would 
equate to 15-21,000 people in the 
borough. 
Trust Workforce: 2.12% LGBT 
20.09% did not want to declare. 


  


General  We will review and monitor any  
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Comments 


across all 


equality strands 


 
 


trends and if issues are 
identified we will review the EIA. 


   


Action Plan 
What actions have been identified to ensure equal access and fairness for all? 


Action  Lead   Timescales  Review &Comments  


    


    


    


    


 
 
 


Quality 


(Clinical and Quality Impact Assessment, Please record ‘No Impact’ if this is the 
case) 


Date of Initial Review 10/03/2022 


Date of Last Review N/A 


 


 


Area of Impact Consequence Likelihood Total Potential Impact 
Impact 


(Positive or 
Negative) 


Action Owner 


Quality 


Duty of 
Quality 


  


0 


How does it impact adversely the 
rights and pledges of the NHS 
Constitution? 


No impact   


How does the impact affect the 
organisation’s commitment to 
being an employer of choice? 


No impact   


What is the equality impact on 
race, gender, age, disability, 
sexual orientation, religion and 
belief, gender reassignment, 
pregnancy and maternity for 
individuals’ access to services 
and experience of the service? 


See EIA   


Patient 
Safety 


  


0 


How will this impact on the 
organisation’s duty to protect 
children, young people, and 
adults? 


No impact   


How will it impact on patient 
safety? 


• Infection rates 


• Medication errors 


No impact   


EIA Sign-
off 


Your completed EIA and document should be sent to Equality, Diversity & Inclusion 
Manager for approval prior to final approval: equality@stockport.nhs.uk  
 
0161 419 4784 



mailto:safina.nadeem@stockport.nhs.uk
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• Significant untoward incidents 
and serious adverse events 


• Mortality & Morbidity 


• Failure to recognise a 
deteriorating patient 


• Safe staffing levels 


How will it impact on preventable 
harm? (eg. slips, trips, falls)? 


No impact   


How will it impact upon the 
reliability of safety systems? (eg. 
WHO checklist) 


No impact   


How will it impact on systems 
and processes for ensuring that 
the risk of healthcare acquired 
infections is reduced? 


No impact   


How will this impact on 
workforce capability, care and/or 
skills? 


Positive   


Experience 


Patient 
Experience 


  


0 


What impact is it likely to have 
on self-reported experience of 
patients and service users? 
(Response to national / local 
surveys / complaints / 
PALS/incidents) 


Positive   


How will it impact on choice? No impact   


Will there be an impact on 
waiting times? 


No impact   


How will it impact upon the 
compassionate and personalised 
care agenda? 


No impact   


Staff 
Experience 


  


0 


How will it impact on recruitment 
of staff? 


Positive   


What will the impact be on staff 
turnover and absentee rates? 


Positive   


How will it impact on staff 
satisfaction surveys? 


Positive   


Effectiveness 


Clinical 
Effectiveness 
and 
Outcomes 


  


0 


How does it impact on 
implementation of evidence-
based practice? 


Positive   


How will it impact on patient's 
length of stay? 


No impact   


Will it reduce/impact on 
variations in care? (eg. 
readmission rates) 


No impact   


What will the impact be upon 
clinical and cost-effective care 
delivery? 


No impact   


How does it impact upon care 
pathway(s)? eg. Mortality 


No impact   


How will it impact on target 
performance? 


Positive   


Other 


Please use 
this section 
to detail any 
other impacts 
to clinical 
and quality 
that are not 
listed in the 
questions. 
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15. DOCUMENT INFORMATION  


 


Type of Document: Policy 


Title: Disciplinary Policy and Procedure 


Version Number: 


 


9.1 


Recommended By: Workforce Efficiency Group 


Approved By: Policy Review Group 


Joint Consultative / Negotiating Committee 


People Performance Committee 


Approval Date: Policy Review Group: 22 Feb 2022 


Joint Consultative / Negotiating Committee: 11 Jan 2022 


People Performance Committee: 10 Mar 2022 


Next Review Date  01 Mar 2025 


31 Dec 2025 


Document Author: Marie Evans, HR Advisor 


Document Director: Director of Workforce & OD 


For use by: All Trust employees 


Version 
Date of 


change 


Date of 


release 
Changed by Reason for change 


2 July 2012 July 2012 
Human 


Resources 
Review of SFT, SCH and TCH policies 


3 July 2014 July 2014 
Human 


Resources 


Time limits amended and measured in 


calendar days 


3 July 2014 July 2014 
Human 


Resources 
Outcome Meeting procedure amended 


4 December 2014 
December 


2014 


Human 


Resources 


Fast track disciplinary included.  


Review of fraud section 


5 December 2015 
December 


2015 


Human 


Resources 


Amendment regarding the recording of 


investigation meetings 


6 August 2016 August 2016 
Human 


Resources 
Changed ISA to DBS 


7 December 2017 
December 


2017 


Human 


Resources 
Amendment to authority of dismissal 


8 February 2018 February 2018 
Human 


Resources 


Implementation of recommendations 


from National Guardian Office case 


review 
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8 July 2018 July 2018 
Human 


Resources 
Inclusion of Gross Misconduct Rule 36 


8.1 July 2020  


Caroline 


Durdle, HR 


Business 


Manager 


Update of Suspension section 


9 September 2021 March 2022 
Marie Evans, 


HR Advisor 


Change to Divisions rather than 


Business Groups; inclusion of roles of 


commissioning manager and 


investigating Officer (section 5); further 


clarification of how a file note may be 


considered (section 7.1); inclusion of 


breach of Trust Values and Behaviours 


(section 7.2); reference to early 


discussion with LADO/Safeguarding 


where appropriate; refer to senior HR 


Manager is investigation timescale 


exceeds 12 weeks plus the 


development of an action plan for 


concluding the investigation (section 


8.2); clarification of when an individual 


should confirm the details of their 


representative (section 8.3); inclusion 


of need for flexibility if matter subject to 


ongoing police investigation (section 


8.5); clarification that the 


Commissioning Manager will 


communicate to the employee as to 


how the investigation will proceed 


within 5 working days of receiving an 


investigation report  and that employee 


will be given as much notice as 


possible (section 8.8); notification of an 


incident reportable to DBS/professional 


bodies (section 9.4); and further clarity 


around appeal panels (section 9.5).  


9.1 Dec 2024  
S 


Featherstone 


Extension agreed whilst awaiting 


national policy 
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Appeals Process 1025.pdf


Request Motorist
details from DVLA


Main Timeline


Issue Notice to
Motorist


Option to pay PCN at
reduced rate expires 


Day 0


Day 14


Day 16


If deemed appropriate, the
case will be referred to the


County Court


Contravention


Refer case to Debt
Recovery Agency


Issue Motorist with

Reminder to Pay


Day 35


Option to raise appeal
with UKCPM expiresDay 28


See Note 2


No


Yes Request further

evidence


Carry out

Assessment


No


Yes
Appeal



Successful


Yes


No
Motorist



registers appeal

with IAS


UKCPM responds
to Appeal


Motorist uploads
response with evidence


UKCPM

Uploads Case


Yes
Appeal



Successful


Cancel PCN


Appeal Timeline


Main Timeline placed 'On Hold'
during Appeals process


If Appeal is incomplete further
evidence will be requested by
UKCPM


Response within 28 days of all
evidence being presented


Note 1:

Appeal to IAS should be made
within 21 days of Appeal being
rejected by UKCPM



After 21 days have expired,
Motorist retains option to raise a
'Non-standard Appeal through
the IAS at a cost of £15



Within 5 working days


Within 5 working days


Within 5 working days


Repeat until
evidence is


complete


Decision within
21 working days


Debt Recovery Agency
begin 5 letter strategy
requesting payment over
a period of 4 to 5 months


Raise Appeal


Option to raise
Appeal with


UKCPM up to
Day 28


Note 2:

Motorist can raise a 'Non-
standard Appeal to the IAS after
Day 35 and prior to any court
action, at a cost of £15


Option to pay PCN at
reduced rate expires


See Note 1


Timeline
restarts


Timeline
restarts


Appeal Received If Appeal is submitted online, this
is acknowledged immediately
If Appeal is sent by post, a
response is provided no later than
28 days


If a valid appeal was raised
within Day 14 of the original


Timeline, the 14 day window to
pay PCN at reduced rate is reset 


Note 3

If PCN not paid within 35 Day
period, case is referred to DRA


See Note 3 No
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Stockport NHS - Blue Badge Kiosk - Location Overview.pdf


Blue Badge Kiosk Locations
Oak house - ///later.noses.cafe


Women’s Unit Entrance - ///mutual.rots.stable
ED Reception - ///flock.swan.proper


D-Block Entrance - ///reply.sung.gross
Pennine Entrance - ///spoke.hints.market


Outpatients B Entrance - ///sticky.tent.meal
Maternity Blue Glass Corridor (Pharmacy Entrance). -


///times.mess.asleep
A1 Pathology - ///flame.civic.nods
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Car Parking application SOP - Interim

(Note, further Changes will be made to Automate the Starter, Changes and Leavers Process)  
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[bookmark: _Toc206450688]1. Purpose

This Standard Operating Procedure (SOP) sets out the interim business processes for the management of car parking applications. The SOP provides clear guidance on the current state of operations, ensuring consistency, compliance, and efficiency throughout the car parking application lifecycle. It is intended as an authoritative resource for all staff responsible for processing, reviewing, and approving car parking applications. This document sets out the steps, responsibilities, and criteria to ensure applications are handled consistently, transparently, and efficiently pending the implementation of the final policy (automated Starter, Changes and Leavers processes).

[bookmark: _Toc206450689]2. Scope

This SOP applies to all team members, stakeholders, and authorised contractors involved in the administration, processing, and management of car parking applications at all sites participating in the Barrier System Implementation project. It covers the steps from initial application to access provisioning, including interim protocols during the implementation of the new barrier system.

[bookmark: _Toc206450690]3. Roles and Responsiblities

· Application Processing Team: Receives, reviews, and processes all parking applications, maintaining accurate records and communicating with applicants as required

· Barrier System Administrator: Manages system access rights, maintains the integrity of the access database, and implements changes to user profiles as authorised

· Site Security: Monitors compliance with access permissions, assists with on-site queries, and reports irregularities to management

· Project Manager: Oversees the implementation timeline, ensures adherence to project objectives, and manages escalation of unresolved issues

· Applicants: Submit complete and accurate applications, respond promptly to information requests, and comply with all guidelines provided

[bookmark: _Toc206450691]4. Glossary of terms

· Applicant: An individual or organisation submitting a request for car parking access

· Barrier System: Electronic or mechanical infrastructure controlling vehicle entry and exit at designated parking sites

· Interim Process: Temporary business process in place until the final barrier system is fully operational

· SOP: Standard Operating Procedure, a written document detailing prescribed steps for routine operations

· SLA: Service Level Agreement

· Net2: Control Management System of all Barriers onsite

· TRANSIT: Permit Management System used by Travel Office Staff

[bookmark: _Toc206450692]5. Roles and Responsibilities

Applicant

· Follow and adhere to SOP and related Car Parking Policy

· Complete all documentation to best of ability

· If successful, follow all car parking guidelines 

· To notify Travel Office if appropriate of Employee taking extended leave such as Maternity or Long-term sick

· Ensure personal information is up to date on the ‘Do it Online’ facility on the homepage of the Trusts Intranet



Travel Office

· Process all submissions efficiently and fairly 

· Maintain TRANSIT 

· Grant and remove car Parking Access on NET2 dependent on active parking permit

· Electronically store all manual applications received

· Notify payroll of any changes effecting charges to be taken from salary sacrifice

· Support appeals process and escalate to Service Support Manager as required 



Service Support Manager

· To complete any investigation in relation to appeals received relating parking permits only

· To refer all appeals in relation to PCN’s as appropriate

· To manage Travel Office and Security Services



Line Manager

· To approve CBCPA application form (completed accurately) for their employee applicant, including review of relevant supporting evidence as part of the application against the criteria.

· To ensure any employment changes are submitted via the “Do It Online” facility on the homepage of Trust Intranet



Finance

· To analyse data in relation to parking income from the ESR deduction file in order to perform compliance audits and provide business intelligence 

· If during the course of audit errors are identified to notify the payroll and travel office of amendments



HR Recruitment and Workforce  

· To notify Payroll of all employment changes, as part of the ESR workforce files updates

· To inform payroll of any agreed changes to the rates of staff deduction car parking rates

· To inform all new starters of alternatives ways to travel to SHH , as part of the ESR workforce files updates











Occupational Health

· Undertake Health assessments as requested by Line Managers or as part of the recruitment process

· Notify line manager of outcome in relation to supporting the Criteria Based Car Parking application 



Wards and Departments

· To guide Patients and Visitors to access permits to support patient needs i.e. cancer treatment, Maternity, End of life etc

· Direct Blue badge holders to one of the Blue badge exemption kiosks, located at 8 of the sites main entrances



Security

· To manage access onsite dependent on Role as per Access Policy



Payroll

· To apply staff parking charges in accordance with the SOP or by instruction to change rate from HR



Project Team 

· To maintain the Car Parking Programme microsite during transition

· To support the Travel Office whilst processes are embedded



Communications Team 

· To support all internal communications supporting the car parking programme

· Maintain the Trust website detailing alternatives to parking on site

[bookmark: _Toc206450693]6. Documents

CBCP – Criteria Based Car Parking Assessment (Appendix 4)

This is an assessment that is undertaken by any new applicant to see if they meet the eligibility score for a parking permit. This assessment assigns points based on different criteria such as Distance, Physical/Medical diagnosis and caring responsibilities. 



Application Form (Appendix 5)

This is completed following a successful Criteria Based Car Parking assessment, where eligibility has been met. This form collates all the applicants’ details including vehicle and registration as per the planned TRANSIT update. 



Electronic Notification

When a Line Manager or HR submit a change to ESR (HR system), an electronic notification is issued and sent to other departments within the Trust to ensure all data is correct and supports functionality of other departments such as I.T. 

[bookmark: _Toc206450694]7. Procedure

[bookmark: _Toc206450695]7.1 New Starter Process

Following a successful recruitment process:



· Occupational Health would complete a pre-employment assessment and share any findings or information relating to a mental health condition or short-term injury if required to support Criteria Based Car Parking scoring with Line Manager

· New Employees will attend a staff induction day, where they will be issued with their Staff ID card

· New employee to visit Security to obtain the necessary door access 

· Security will grant door access dependent on role as per access policy 

[bookmark: _Toc206450696]7.2 New Applicants

[bookmark: _Toc206450697]7.2.1 Staff including Deanery Staff and Pennine

Please note that staff must have an active IT account to apply for a Car Parking Permit. 



· Following the new starter process above, all employees will either contact the Travel Office to get a Criteria Based Car Parking (CBCP) Assessment form or find form on the Car Parking Programme microsite on the intranet

· The Employee will complete the Criteria Based Car Parking Assessment form and present to the Line Manager for approval, including checking any evidence related to the application

· The Line Manager must review the completed CBCP Assessment form, ensuring the details are correct to the best of their ability and add any additional scoring as provided by Occupational Health from pre-employment assessment. If the employee is not a new starter, the Line Manager may need to refer the employee to Occupational Health for assessment if a mental health or short-term injury is identified that would further support assessment. 

· When the Line Manager has approved, the CBCP Assessment form needs to be returned to the Travel Office 

· Travel Office will review the completed CBCP Assessment and assign scores as per predetermined matrix

· If an applicant is successful, they will either be given an application form or advised where to find electronically on the Car Parking Microsite. No application form will be accepted without an eligible CBCP assessment score 

· If an applicant is unsuccessful, they will be given the alternatives to parking onsite information

· Applicant to complete application form and seek approval from Line Manager

· Line Manager to approve application form ensuring all details are completed to the best of their knowledge

· Form to be returned to Travel Office

· Travel Office will match the application form to the previously submitted CBCP Assessment 

· Travel Office to add details to TRANSIT

· When permit is issued, Travel Office will notify Payroll

· Travel Office will update Net2 access rights to allow access to the Barriered Car Parks for purple permit holders

· Travel office will add orange permit holders to the exemptions list. 

· Permits will be auto renewed annually unless any changes to circumstances are identified

[bookmark: _Toc206450698]7.2.2 Volunteers

· Under CBCP, volunteers will be automatically eligible for a car parking permit 

· Volunteers must complete a car parking application form

· The application form must be signed by the Volunteer Services Manager

· Volunteer to take the completed application form to the Travel Office

· Travel Office to confirm all details 

· Travel Office to add all details to TRANSIT

· Permit is issued

· Travel Office to grant access to the Barriered Car Parks via Net2



[bookmark: _Toc206450699]7.2.3 Patients and Visitors

· Patients and visitors who are eligible for free or concession permits will be issued with an application form from the ward/department 

· Patient and visitors to take application form to Travel Office

· Travel Office to issue permit with expiry date in relation to type of permit 

· Travel Office to add permit details to exemption portal

· Travel Office to grant Net2 access to Barriered Car Parks



[bookmark: _Toc206450700]7.2.4 Employed by Other GM NHS Trusts

· If the applicant is employed by another GM Trust, they will automatically be eligible for a Car Parking Permit at SHH

· Applicants will need to provide evidence of paying for parking at another Trust i.e. payslip or email from payroll confirming salary deduction

· The CBCP Assessment and Application form will need to be completed and approved by Line Manager 

· Applicant to take completed forms to the Travel Office 

· Travel Office to review forms and confirm paying at another Trust

· Travel Office to add to TRANSIT

· Travel Office will print permit

[bookmark: _Toc206450702]7.2.5 Contractors and Agency Staff

Contractors and Agency Staff will be issued with a green permit to allow parking within the patient and visitor areas only.



· Complete application form 

· Line Manager to approve application to be true reflection of work circumstances

· Completed form to be returned to Travel Office

· Travel Office to review details and add to Transit

· Travel Office to print permit with expiry date

[bookmark: _Toc206450703]7.3 Finance Audit

Following month end reporting, the Estates and Facilities Division Finance team will complete a report verifying permit holders and the deductible amounts. The objective of this report is to ensure all permit holders are paying the correct amount, to capture any discrepancies and to rectify any issues. Finance team will submit a report to payroll to action any discrepancies.

[bookmark: _Toc206450704]7.4 Changes 

[bookmark: _Toc206450705]7.4.1 Change of Permit Type 

If a permit holder would like to change their permit type:

· Contact the Travel Office 

· Complete updated application form

· Application form to be approved by Line Manager

· Return completed application form to Travel Office

· Travel Office review application form and update TRANSIT

· If the change effects payment taken through salary sacrifice, Travel Office to notify Payroll via email

· Payroll to action notification 



7.4.2 Change of Contract type or Personal details 

· Identify change of details

· If the permit was held prior to 10th November 2025, electronic notification to be completed by HR and sent to Payroll. Payroll action electronic notification

· If the permit was held after 10th November 2025, CBCP Assessment needs to be completed to reflect the changes including any personal details such as address, hours of work, etc.

· After the 10th of November and the new Policy going live the following bullet points relate to CBCP:

· Line Manager needs to approve updated CBCP Assessment, ensuring it correct reflects the new circumstances 

· Return completed form to Travel Office

· Travel Office to review form and confirm if continues to meet eligibility criteria

· If permit holder continues to be eligible, permit holder needs to complete updated application form

· Application form to be approved by Line Manager

· Return completed application form to Travel Office

· Travel Office review application form and update TRANSIT

· If the change effects payment taken through salary sacrifice, Travel Office to notify Payroll via email

· Payroll to action notification 

· If permit holder is no longer eligible, Travel Office will inform and issue the alternatives to parking onsite with a date that permit and access will be revoked (4 weeks after submission)

· Travel Office will update Net2 the day after access to be revoked and remove access to the car parks only 

· Travel Office will notify Payroll via email

· Payroll to action notification



7.4.3 Change of permit – other permit holders (Pennine) 

· Notify Travel Office 

· Travel Office review request and update TRANSIT

· If the change effects payment taken through salary sacrifice, Travel Office to notify Payroll via email

· Payroll to action notification

7.4.4 Updating Vehicle Details

· If permit holder is a member of staff at SHH, they can update vehicle details via my car parking section at the bottom of the Trust intranet homepage 

· Travel Office will receive electronic notification

· Travel Office to update TRANSIT 

· Travel Office to print permit and issue



7.4.5 Changes relating to charges

· Permit Holder identifies issue relating to charges 

· All queries to follow appeals process, detailed below 



[bookmark: _Toc206450706]7.5 Extended Leave

· Permit holder starts period of extended leave

· If the extended leave is due to Long Term Sickness, employee can notify the Travel Office directly or through their Line Manager 

· If extended leave is due to Maternity or sabbatical, and; the leave is starting immediately;

· The leave is starting immediately the Permit Holder needs to return the permit to Travel Office 

· The leave is not starting immediately, the Permit Holder will need to maintain the permit until the date of leave

· Staff are not allowed to use maternity concession permits to cover parking whilst working. Maternity concession permit must only be used to attend antenatal and postnatal appointments 

· Travel Office to confirm details and suspend account on TRANSIT

· Travel Office to remove access to Car Parks on Net2

· Travel Office to notify Payroll

· Payroll to action notification

· Permit Holder will be able to reinstate their original permit upon returning form their Extended Leave.

[bookmark: _Toc206450707]7.6 Leavers

· If the permit holder is taking a period of extended leave such as maternity, please follow the extended leave process above

· If the permit holder is leaving the trustor wishes to cease using the car parking facilities, Permit must be returned to Travel Office

· When Permit is returned, Travel Office will update TRANSIT and access via NET2. 

· Travel Office will notify Payroll to cease the Leavers deductions.

[bookmark: _Toc206450708]


8. Appeals

· If a permit holder has an issue regarding a PCN issued by Enforcement Services onsite, Permit holder will need to follow the Appeals Process

· If the appeal is relating to how much a permit holder is paying or paid, Permit Holder to email Travel Office with all details 

· Travel Office will review request

· If the appeal is relating to a completed Underpayers audit, Travel office to refer to Underpayers SOP.

· Travel Office are able to take action to resolve the issue

· If the Travel Office are not able to resolve the appeal, to forward request with all supporting information to Service Support Manager

· Service Support Manager to review request and supporting information 

· Service Support Manager to investigate further if required

· If a refund is required, notify payroll

· Payroll to update record as per notification 

· Travel Office/Service Support Manager to notify permit holder of outcome of appeal

[bookmark: _Toc206450709]9. Interim Process Considerations

· This SOP governs procedures until the updated TRANSIT is available

· Staff and applicants are advised that procedures may be updated as system capabilities evolve and should regularly consult project communications for updates

· Feedback on process effectiveness is encouraged and may be submitted directly to the Project Manager for review

[bookmark: _Toc206450710]10. TRAINING  

· All Travel Office staff receive training on the interim process, access credentials, and use of the barrier system

· Regular project updates are communicated via email, intranet, and site meetings

· Applicants are provided with clear instructions and FAQs at application and upon access provisioning



[bookmark: _Toc206450711]MONITORING COMPLIANCE 

The Trust is committed to ensuring compliance with documents and will actively monitor the effectiveness of such documents.

Process for monitoring compliance with this policy 

		Process for monitoring e.g. audit

		Responsible individual/ group/

committee

		Frequency of monitoring

		Responsible individual/group/

committee for review of results

		Responsible individual/group/

committee for development of action plan

		Responsible individual/group/

committee for monitoring action plan and implementation
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Monday 10th November 2025





[bookmark: _Toc206450714]Dissemination 

Car Parking Microsite & Trust Website

[bookmark: _Toc206450715]REFERENCES AND ASSOCIATED DOCUMENTATION

· Disciplinary Policy

· Appeals Process

· SHH Access Policy

· Blue badge kiosks map locations
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		Question

		Response



		1. Name of ‘policy’ being assessed

		



		2. Summary of aims and objectives of the ‘policy’

		



		3. Is this a new or existing ‘policy’?

		



		4. What involvement and consultation has been done in relation to this ‘policy’? (e.g. with relevant groups and stakeholders)

		

  



		5. How will any impacts of the ‘policy’ be monitored?

		







		Group 

		Is there a potential for positive or negative impact? (positive, negative, neutral or unknown)

		Please explain and give examples of any evidence/data used

		Action to address any negative impact (e.g. adjustment to the policy)



		Age

		

		

		



		Disability

		

		

		



		Gender reassignment, gender identity/gender expression

		

		

		



		Marriage/Civil partnership status

		

		

		



		Pregnancy and maternity

		

		

		



		Race (incl. Ethnicity. Colour and nationality)

		

		

		



		Religion or belief

		

		

		



		Sex

		

		

		



		Sexual orientation

		

		

		







		Date completed: 

		



		Review date (if applicable): 

		







Please send a copy of the policy, with this completed template attached to equality@stockport.nhs.uk. 



Please note, there is no longer a requirement for this to be authorised by the Equality Team, and you can proceed to policy approval.
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		Type of Document

		



		Title

		



		Version Number

		



		Consultation

		



		Recommended by

		



		Approved by

		



		Approval Date

		



		Next Review Date

		



		Document Author

		



		Document Director

		



		For use by

		All Trust employees



		Specialty / Ward / Department (if local procedure document)

		









		Version

		Date of Change

		Date of Release

		Changed by

		Reason for Change
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4. Criteria Based Assessment
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The Security Access Policy at Stepping Hill Hospital establishes clear and effective measures to protect both patients and staff, ensuring access is granted only to authorised individuals as appropriate.





Highlights of this policy include:


· Securing restricted areas within the hospital


· Promoting accountability and traceability regarding access


· Mandating the use of staff identification badges





To support its healthcare operations, Stepping Hill Hospital offers 1,584 on-site parking spaces, with 786 reserved for staff behind secure barrier controls. These facilities are managed under the security access policy to ensure safety and controlled entry throughout the hospital premises.





Stockport NHS Foundation Trust is dedicated to providing the necessary resources to effectively manage all security matters. By preventing and addressing incidents, the Trust ensures continuous, high-quality healthcare services for patients and users.





The Security Policy outlines the organisational framework to help the Trust and its staff meet required responsibilities and follow best practices, including:


· Protecting the safety of patients, staff, contractors, and visitors as much as reasonably possible


· Maintaining a secure environment so that excellent clinical care can be delivered


· Safeguarding Trust premises from malicious acts, damage, or unauthorised entry


· Protecting Trust assets from theft, fraud, or intentional harm


· Fostering a culture where security is a priority and a shared responsibility for all staff


· Ensuring the protection of personal belongings of patients, staff, and visitors on Trust premises





Executive Director Estates and Facilities 
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This policy is for Access Control at Stepping Hill Hospital including Pennine Building and applies to 	Comment by Shivon Halliday: Is it known as Arden building or Pennine Unit? And do our security team support?


· All staff including those not directly employed by the trust 





Out of scope 


· The Meadows 


· Devonshire Centre 


· Community Sites 


[bookmark: _Toc204086118]ROLES AND RESPONSIBILITIES	Comment by Shivon Halliday: Needs review 


Chief Executive/Trust Board





· Overall responsibility and accountability for setting standards for the provision and management of security, safety and welfare of staff including protection from violence and aggression and ensuring that arrangements are in place to combat the risk to lone workers and baby abduction.  





Director of Estates and Facilities 





· Ensure the Security Support Manager is fully briefed regarding security issues and made aware of any financial implications, which may impact, on budget control.


· Responsibility of ensuring that adequate resources are available for the Security Support Manager to implement the security service which includes systems to prevent and detect crime such as CCTV monitoring, safety of buildings such as door access controls, intruder, baby and personal alarms including lone worker devices.


· Ensure an adequate presence of security officers on site to assist in, the operation of the above, the effective management of car parks and with any security / safety requests from staff and visitors


· Allocate appropriate funding to support Security Services





Head of Facilities





· Budget Management


· Manage Support Service Manager 


· Escalation point for any issues 





Security Service Support Manager





· Manage Security Services


· Manage Travel Office


· Manage Portering service


· Support Travel office with responding to queries and complaints 


· Policy owner


· Net2 and Transit system owner 


· Report faults with barrier and door access as needed


· Manage Security budgets and agency usage


· Undertake investigations as required


· Respond to Datix reports





Security Supervisor 





· Grant and manage permissions for Net2


· Support investigations








Security Team 





· Support access control out of hours.


· Support all emergent situations i.e. fire service attendance


· Report faults with barrier and door access as needed


· Appropriate Training undertaken including control and restraint techniques, conflict resolution.





HR





· Issue Staff identification badges and ensuring picture is clear and valid likeness of individual


· Complete recruitment process including necessary security checks





Travel Office





· Manage and Maintain Net2 access rights 


· Manage and maintain TRANSIT system with all details relating to Car Parking


· Report faults with barrier and door access as needed 








All staff





· Look after Staff ID card 


· Do not allow anyone to follow you into a secure area


· Do not let anybody else use your Staff ID Card


· All Trust employees have a responsibility to ensure that the security measures in this policy are observed and carried out at all times.  Senior Managers have a lead role in the promotion and development of a security conscious environment.


· Being vigilant at all times.


· Undertaking all mandatory training including Conflict Resolution
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SHH – Stepping Hill Hospital


CCTV – Closed Circuit Television


NET2 – Door and Barrier Management System 
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Whilst on duty, all Trust staff, irrespective of status and including temporary, bank, agency, volunteers and contracted staff, must wear a Trust identity (ID) card, except in circumstances where it poses a risk to health and safety e.g. in operating theatres.  It must be produced when requested by a Senior Manager, a member of the Security Team or a member of staff when entering an area.  





ID cards are for the use of the owner only and must never be loaned to or borrowed by any other person.  Similarly, ID cards must not be used to allow others into a department, area or car park where staff are using their own card to enter (tailgating).  Unauthorised access may result in the theft and damage of NHS property and/or assets, or even assaults on NHS staff or patients. 





All lost cards must be immediately reported to the relevant hospital site Security Control Room/Travel Office, so the card can be immediately cancelled to prevent unauthorised use.  Individuals must report any lost or damage of the ID card on the Trust’s Incident Reporting System (Datix).   





Applications for a Trust ID card should be made via the appropriate form available on the Trust intranet site and signed by their Line Manager.  





In the event of the termination of a Trust staff member’s employment or contract, ID badges and passes must be recovered on the termination of employment or contract and any records updated accordingly (includes agency staff).  Where a suspension is in place, the card should be held securely by the Line Manager until a decision is made.





Where the system is linked to access controls, these should be reviewed and amended as soon as possible.  All component parts containing the former bearer’s details or photo must be destroyed on termination and access disabled where a suspension applies.





The card remains the property of the Trust and can be withdrawn should the circumstances dictate. 





1. Card Issuance & Assignment


· RFID cards are issued by the HR Department 


· Each card is:


· Individually assigned to a user.


· Linked to their employee ID and role.


· Configured to allow access only to the areas relevant to their job.


· 


2. Access Levels


· Access levels are defined by role-based access control (RBAC):


· General staff: limited access to common areas and their designated work zones.


· Clinical staff: additional access to wards, theatres, and emergency zones.


· Admin or IT: restricted access to data centres or records rooms.


· Security/emergency personnel: may have universal override access.


· 


3. Use of RFID Cards


· Cards must be used individually; sharing cards is strictly prohibited.


· Users must badge in every time access is needed — tailgating (following someone through a door without scanning) is not allowed.


· Lost or stolen cards must be reported immediately so they can be deactivated.





4. Security and Monitoring


· All card usage is logged and monitored by the building access system.


· Suspicious access patterns (e.g., after-hours use, access to restricted zones) may trigger a security audit.


· CCTV systems may be integrated at access points for additional verification.





5. Maintenance and Failover


· RFID systems should be regularly tested and maintained by IT or security personnel.


· Manual override systems (e.g., physical keys or security code access) must be available during system failures or emergencies.





6. Data Protection and Privacy


· RFID access logs are stored in accordance with GDPR and NHS data retention policies.


· Access logs are only reviewed:


· For security investigations


· By authorised personnel


· When required by law or internal policy.





7. Visitor and Contractor Access


· Temporary RFID cards may be issued to Contractors, Temporary staff


· These cards have limited-time access and are logged at issuance and return.


· Must be returned at the end of the visit, shift or rotation.





8. Enforcement and Disciplinary Measures


· Breaches of the RFID access policy (e.g., card sharing, unauthorized access attempts) may result in:


· Access revocation


· Internal disciplinary action


· Criminal investigation in severe cases





9. Training and Awareness


· Staff must complete mandatory security induction that includes training on RFID card use.	Comment by Shivon Halliday: Is this included in the induction process? What reminders do we utilise?


· Periodic reminders or refresher sessions may be required.





✅ Example Best Practices


· Always wear your card visibly while on duty.


· Do not prop open doors secured by RFID access.


· Immediately report any door malfunction or suspicious activity near access points.
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Access Control to SHH is managed by various means to ensure that only authorised individuals can access certain areas. This could include security doors, key cards, or video intercom/video door entry system dependent on the location. All entrance, exits and restricted areas are covered by CCTV. 
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· Security Personnel: security staff who monitor access points, assist with emergency situations, and prevent unauthorised access to specific areas.


· Emergency Access Protocols: In case of an emergency, the access policy may include protocols to allow immediate access to key areas, such as emergency exit.


· Clear Signage: Clear signs will be displayed to help guide visitors and staff, indicating where access is restricted, where the main entrance is, and the location of key services like reception and emergency department.


· Staff should provide an initial polite challenge to any visitor request entry in every case. In circumstances in which staff are uncomfortable or have concerns, this should be reported to their Line Manager or directly to the Security Control Room.  


· Staff should never put themselves at risk and if in any doubt should inform the Security Team


· Visitor access to the Trust hospitals is only permitted through authorised entrances.  Staff should direct visitors to only use the authorised entrances to Trust premises
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· RFID Card Readers – located at various doors and barriers across the trust. The management system used at SHH is provided by Paxton and called NET2. Access is managed by Travel Office and Security on a daily basis with technical support provided by SHH I.T. Systems Management Team. 


· Video Door Entry System/Video Intercom – located at ward/department entrances, allowing remote control from reception/nurses station. The system currently in use on various wards is Hikvision, which is supported by SHH I.T. Department.  


· Keys – some departments require keys to access department and/or clinical rooms. Keys are available with prior agreement with ward manager or from switchboard if available out of hours. 


[bookmark: _Toc204086125]Access to General Ward including Maternity Wards and Emergency Department:


· [bookmark: _Hlk204074814]Staff – all staff are granted entry access to all wards across the site with restrictions on treatment rooms (e.g. only authised personnel have access) and exit points (i.e. emergency exits or rear access) that are not the main entrance. All staff must not allow anyone to enter area with them without seeing either valid identification or challenging need to access.  


· Visitors – All visitors need to gain entry to the ward by using the video door entry system/video intercom at all times. This allows the ward to control access to the area via remote control. Visitors will only be allowed into ward areas during visiting times unless pre arranged with ward Manager or Nurse in charge. 


· Contractors – Will be granted temporary access via Estates and Facilities or Trust Project Teams, Ward/Department will be notified in advance. Contractors must complete onsite induction to be able to work without being accompanied by a member of staff. All contractors must report to ward management and complete work inline with clinical activities and access to patient areas. 
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· Staff – Only authorised staff will be granted access to restricted areas due the necessarity for completing role remit.


· Contractors – All contractors must be accompanied by a member of staff to gain access to restricted areas. Temporary access passes do not include access to restricted area with the exception of plant rooms where Estates and Facilities may grant access without supervision. 
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· Staff – all staff are granted entry access to all Outpatient areas within limited operating times. Additional 


· Visitors – All visitors need to gain entry to the ward by using the video door entry system/video intercom at all times. This allows the ward to control access to the area via remote control. Visitors will only be allowed into ward areas during visiting times unless pre arranged with ward Manager or Nurse in charge. 


· Contractors – Will be granted temporary access via Estates and Facilities or Trust Project Teams, Ward/Department will be notified in advance. Contractors must complete onsite induction to be able to work without being accompanied by a member of staff. All contractors must report to ward management and complete work inline with clinical activities and access to patient areas. 
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· Access to car parks is restricted to staff only. Access is granted on the basis of a valid parking permit being held. 
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· Access for emergency vehicles will be supported by Security team to ensure all required areas are accessible. 


· Emergency vehicles requiring the use of the turning area and collection point at the main entrance and Poplar Grove corridor entrance will be given the key code by ???? or call bell to grant remote access. 	Comment by Shivon Halliday: JR please clarify?
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· The trust holds various plans in relation to differing situations which are available to all staff on trust intranet Emergency Preparedness Resilience and Response microsite. 


· Each department is responsible for Business Continuity Plans, these are specific to the area of work and systems in use and inform of actions to be taken to address event or system failure such as BCP for NET2. 
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All incidents relating to security and access must be reported via Trust’s Datix system and to the security if imminent risk is presence. All staff have a responsibility to report security incidents or near misses in accordance with the Trust’s Incident Reporting Policy.	Comment by Shivon Halliday: To be confirmed with risk





Staff should be aware that early and accurate reporting of any incidents provide the Trust with a means of combating further similar incidents.
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· Training in relation to Net2 (Access Management System) is provided as part of the local induction to the security and Travel Office teams. 





· The training needs of all staff must be evaluated and appropriate training provided to allow safer working. The training needs of staff members will vary depending on the job requirements.





· Conflict Resolution Training (CRT) is mandatory for frontline staff and aims to equip staff with the necessary non-physical intervention skills to be able to identify and de-escalate potentially violent situations. 





· All NHS frontline staff, those directly employed staff and bank staff that have contact with patients and/or the public, either face to face or via telephone, within the Trust must undertake CRT.





· The Trust makes a minimum requirement for CRT refresher training every three years, unless a training needs analysis has identified the requirement for staff to attend refresher trainer more frequently for those staff in roles that present higher risks, e.g. lone working staff. 
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The Trust is committed to ensuring compliance with documents and will actively monitor the effectiveness of such documents.


Process for monitoring compliance with this policy 


			CQC Regulated Activities


			Process for monitoring e.g. audit


			Responsible individual/ group/


committee


			Frequency of monitoring


			Responsible individual/group/


committee for review of results


			Responsible individual/group/


committee for development of action plan


			Responsible individual/group/


committee for monitoring action plan and implementation
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[bookmark: _Toc204086135]Launch


Insert here





[bookmark: _Toc204086136]Dissemination 


Insert here
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· Car Parking Policy


· CCTV Policy including Body Worn SOP	Comment by Shivon Halliday: Currently being updated by SW, JK and JR


· Trust Incident Reporting Policy	Comment by Shivon Halliday: To confirm with Risk department as unable to locate on intranet


· Conflict Resolution
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Office Use Only



			Submission Date:


			





			Approved By:


			





			Full EIA needed:


			Yes/No











Equality Impact Assessment – Policies, SOP’s and Services not undergoing re-design





			
1


			Name of the Policy/SOP/Service


			





			2


			Department/Division


			





			3


			Details of the Person responsible for the EIA





			Name:


			





			


			


			Job Title:


			





			


			


			Contact Details:


			





			4


			What are the main aims and objectives of the Policy/SOP/Service?


			











For the following question, please use the EIA Guidance document for reference:





			5








			A) IMPACT





Is the policy/SOP/Service likely to have a differential impact on any of the protected characteristics below?  


Please state whether it is positive or negative. What data do you have to evidence this?





Consider:


· What does existing evidence show? E.g. consultations, demographic data, questionnaires, equality monitoring data, analysis of complaints.


· Are all people from the protected characteristics equally accessing the service?


			B) MITIGATION





Can any potential negative impact be justified? If not, how will you mitigate any negative impacts?





· Think about reasonable adjustment and/or positive action


· Consider how you would measure and monitor the impact going forward e.g. equality monitoring data, analysis of complaints.


· Assign a responsible lead. 


· Produce action plan if further data/evidence needed


· Re-visit after the designated time period to check for improvement.


Lead





			Age








			


			


			





			Carers 





			


			





			








			Disability





			


			


			





			Race / Ethnicity


			


			


			





			Gender 


			


			


			





			Gender Reassignment 


			


			





			








			Marriage & Civil Partnership


			


			


			





			Pregnancy & Maternity


			


			


			





			Religion & Belief


			


			


			





			Sexual Orientation


			


			


			





			General Comments across all equality strands
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 What actions have been identified to ensure equal access and fairness for all?


			Action 


			Lead 	


			Timescales 


			Review & Comments 





			


			


			


			





			


			


			


			





			


			


			


			





			


			


			


			











			EIA Sign-Off


			Your completed EIA should be sent to Equality, Diversity & Inclusion Manager for approval:





equality@stockport.nhs.uk





0161 419 4784
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(Clinical and Quality Impact Assessment, Please record ‘No Impact’ if this is the case)


			Date of Initial Review


			DD/MM/YYYY





			Date of Last Review


			DD/MM/YYYY











			Area of Impact


			Consequence


			Likelihood


			Total


			Potential Impact


			Impact (Positive or Negative)


			Action


			Owner





			Quality


			Duty of Quality


			


			


			0


			How does it impact adversely the rights and pledges of the NHS Constitution?


			


			


			





			


			


			


			


			


			How does the impact affect the organisation’s commitment to being an employer of choice?


			


			


			





			


			


			


			


			


			What is the equality impact on race, gender, age, disability, sexual orientation, religion and belief, gender reassignment, pregnancy and maternity for individuals’ access to services and experience of the service?


			


			


			





			


			Patient Safety


			


			


			0


			How will this impact on the organisation’s duty to protect children, young people, and adults?


			


			


			





			


			


			


			


			


			How will it impact on patient safety?


· Infection rates


· Medication errors


· Significant untoward incidents and serious adverse events


· Mortality & Morbidity


· Failure to recognise a deteriorating patient


· Safe staffing levels


			


			


			





			


			


			


			


			


			How will it impact on preventable harm? (eg. slips, trips, falls)?


			


			


			





			


			


			


			


			


			How will it impact upon the reliability of safety systems? (eg. WHO checklist)


			


			


			





			


			


			


			


			


			How will it impact on systems and processes for ensuring that the risk of healthcare acquired infections is reduced?


			


			


			





			


			


			


			


			


			How will this impact on workforce capability, care and/or skills?


			


			


			





			Experience


			Patient Experience


			


			


			0


			What impact is it likely to have on self-reported experience of patients and service users? (Response to national / local surveys / complaints / PALS/incidents)


			


			


			





			


			


			


			


			


			How will it impact on choice?


			


			


			





			


			


			


			


			


			Will there be an impact on waiting times?


			


			


			





			


			


			


			


			


			How will it impact upon the compassionate and personalised care agenda?


			


			


			





			


			Staff Experience


			


			


			0


			How will it impact on recruitment of staff?


			


			


			





			


			


			


			


			


			What will the impact be on staff turnover and absentee rates?


			


			


			





			


			


			


			


			


			How will it impact on staff satisfaction surveys?


			


			


			





			Effectiveness


			Clinical Effectiveness and Outcomes


			


			


			0


			How does it impact on implementation of evidence-based practice?


			


			


			





			


			


			


			


			


			How will it impact on patient's length of stay?


			


			


			





			


			


			


			


			


			Will it reduce/impact on variations in care? (eg. readmission rates)


			


			


			





			


			


			


			


			


			What will the impact be upon clinical and cost-effective care delivery?


			


			


			





			


			


			


			


			


			How does it impact upon care pathway(s)? eg. Mortality


			


			


			





			


			


			


			


			


			How will it impact on target performance?


			


			


			





			Other


			Please use this section to detail any other impacts to clinical and quality that are not listed in the questions.
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			Organisations must ensure that the third parties they both process and share personal confidential data with, will ensure the data is secure and confidential. To assess the implications of using personal data, a risk assessment called a Data Privacy Impact Assessment (DPIA) is required.



If you are doing any of the following you will need to complete a Data Privacy Impact Assessment (DPIA):





•  Setting up a new process using personal confidential data (PCD)


•  Changing an existing process which changes the way personal confidential data is used


•  Procuring a new information system which holds personal confidential data





A DPIA is a proforma or risk assessment which asks questions about the process or new system based on data quality / data protection / information security and technology.





The DPIA Process:


1) Complete the screening questions below – this is to determine whether or not completion of a full DPIA is required.


2) If a full DPIA is required, you will be advised by the Information Governance Team and sent the full DPIA proforma for completion.





If DPIA’s are not completed, there may be data protection concerns that have not been identified which could result in breaching the Data Protection Act/GDPR.





Advice/Guidance on completing the screening questions or the full DPIA can be provided by the Information Governance Team (Khaja Hussain x5295/Joan Carr x4364)
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			Yes


			No


			Unsure


			Comments


Document initial comments on the issue and the privacy impacts or clarification on why it is not an issue





			A)


			Will the process described involve the collection of new information about individuals?


			


			


			 


			





			B)


			Does the information you are intending to process identify individuals (e.g. demographic information such as name, address, DOB, telephone, NHS number)?


			


			


			


			





			C)


			Does the information you are intending to process involve sensitive information e.g. health records, criminal records or other information people would consider particularly private or raise privacy


concerns?


			


			


			


			





			D)


			Are you using information about individuals for a purpose it is not currently used for, or in a way it is not currently used?


			


			


			


			





			E)


			Will the initiative require you to contact


individuals in ways which they may find


intrusive1?


			


			


			


			





			F)


			Will the information about individuals be disclosed to organisations or people who have not previously had routine access to


the information?


			


			


			


			





			G)


			Does the initiative involve you using new technology which might be perceived as being intrusive?


e.g. biometrics or facial recognition


			


			


			


			





			H)


			Will the initiative result in you making


decisions or taking action against individuals in ways which can have a significant impact on them?


			


			


			


			





			I)


			Will the initiative compel individuals to


provide information about themselves?


			


			


			


			











			1. Intrusion can come in the form of collection of excessive personal information, disclosure of personal information without consent and misuse of such information. It can include the collection of information through surveillance or monitoring of how people act in public or private spaces and through the monitoring of communications whether by post, phone or online and extends to monitoring the records of senders and recipients as well as the content of messages.











			If you answered YES or UNSURE to any of the above, you need to continue with the Privacy Impact Assessment. Giving false information to any of the above that subsequently results in a yes response that you knowingly entered as a NO may result in an investigation being warranted which may invoke disciplinary procedures.
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Request Motorist
details from DVLA



Main Timeline



Issue Notice to
Motorist



Option to pay PCN at
reduced rate expires 



Day 0



Day 14



Day 16



If deemed appropriate, the
case will be referred to the



County Court



Contravention



Refer case to Debt
Recovery Agency



Issue Motorist with

Reminder to Pay



Day 35



Option to raise appeal
with UKCPM expiresDay 28



See Note 2



No



Yes Request further

evidence



Carry out

Assessment



No



Yes
Appeal




Successful



Yes



No
Motorist




registers appeal

with IAS



UKCPM responds
to Appeal



Motorist uploads
response with evidence



UKCPM

Uploads Case



Yes
Appeal




Successful



Cancel PCN



Appeal Timeline



Main Timeline placed 'On Hold'
during Appeals process



If Appeal is incomplete further
evidence will be requested by
UKCPM



Response within 28 days of all
evidence being presented



Note 1:

Appeal to IAS should be made
within 21 days of Appeal being
rejected by UKCPM




After 21 days have expired,
Motorist retains option to raise a
'Non-standard Appeal through
the IAS at a cost of £15




Within 5 working days



Within 5 working days



Within 5 working days



Repeat until
evidence is



complete



Decision within
21 working days



Debt Recovery Agency
begin 5 letter strategy
requesting payment over
a period of 4 to 5 months



Raise Appeal



Option to raise
Appeal with



UKCPM up to
Day 28



Note 2:

Motorist can raise a 'Non-
standard Appeal to the IAS after
Day 35 and prior to any court
action, at a cost of £15



Option to pay PCN at
reduced rate expires



See Note 1



Timeline
restarts



Timeline
restarts



Appeal Received If Appeal is submitted online, this
is acknowledged immediately
If Appeal is sent by post, a
response is provided no later than
28 days



If a valid appeal was raised
within Day 14 of the original



Timeline, the 14 day window to
pay PCN at reduced rate is reset 



Note 3

If PCN not paid within 35 Day
period, case is referred to DRA



See Note 3 No











  





image4.emf

CBCP Assessment  v1.0 07.11.25.docx




CBCP Assessment v1.0 07.11.25.docx

[image: ]






CRITERIA BASED CAR PARKING ASSESSMENT FORM 





Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport


SK2 7JE


 


Failure to complete this form correctly may result in delays.








			Full Name (as appears on ESR/Payslip):


			


			Title (Mr, Miss, etc):


			





			Department:


			


			Job Title:


			





			Work Extension:


			


			Assignment Number:


			





			Hours of Work:


			


			Shift worker: 


			Yes/No





			Home Postcode:


			


			


			





			Line Manager Email Address:


			





			Trust Email Address:


			











Please tick next to the most appropriate option in each question.


 


  Question 1 – Car Share


			Registered on Trust Car Sharing Scheme


			 





			


			





			Question 2 - Physical/Medical Conditions


			





			No physical impairment


			 





			No significant impact on mobility; can walk short to moderate distances without aids or fatigue


			 





			Walks independently but may have discomfort, fatigue, or need breaks over short distances


			 





			Requires occasional mobility aid or significant discomfort walking more than 100 meters


			 





			Needs walking aids (crutches, cane, walker) or frequent rest; may use wheelchair part-time


			 





			Non-ambulatory or extremely limited mobility. Uses wheelchair or scooter full-time - blue badge holder


			 





			Additional Scoring by Occupational Health*


			 





			* If an applicant identifies with the Line Manager a mental health issue that may contribute to the overall eligibility, the Line Manager must refer the applicant to Occupational Health who will complete an assessment and provide scoring to the equivalent Physical/Medical need. 








			





			Question 3 - Proximity/Distance - Commute from home to work 


			





			0-2 km


			 





			2.1-5 km


			 





			5.1-10 km


			 





			10.1-20 km


			 





			20.1-40 km


			 





			40.1+ km


			 





			














			





			Question 4 - Public Transport Journey


			





			Live within walking distance 0-2km as per Green Zone (national initiative)


			 





			Public transport would not require a journey change (i.e. 1 journey leg)


			 





			Public transport would require 1+ journey changes (i.e. 2+ journey legs)


			 





			Public transport would require 2+ journey changes (i.e. 3+ journey legs)


			 





			Public transport journey would exceed 1.5 hours


			 





			No public transport options available


			 





			


			





			Question 5 - Caring Responsibilities & Commitments


			





			No caring responsibilities or commitments for a disabled person


			 





			Primary caring responsibilities for an adult with a disability


			 





			Parental responsibilities for a child with a disability under 26 years at date of application


			 





			


			





			Question 6 - Working Week & Shift Patterns


			





			9 - 5 Monday - Friday/standardised working week


			 





			Works regular shift patterns which include lates, twilights and nights


			 





			Permanent night duties


			 





			Out of Hours & On Call - service requirement to use your vehicle out of hours for on call purposes 


			 





			


			





			Question 7 - Use Car for Work Purposes


			





			Service requirement to use car for work purposes (Trust to community site, site to site or site to home visits, Monday - Friday 8-5)


			 





			


			





			Question 8 - Specialist Roles


			





			Deanery & Volunteers


			 











I certify that to the best of my knowledge the information I have given is true and complete. I understand that any false information given on this form may lead to disciplinary action. 


SIGNED BY APPLICANT: _____________________________      DATE:  _________________________


SIGNED BY MANAGER:  ____________________________         DATE:  _________________________


MANAGER’S NAME:      ____________________________           POSITION:  _____________________








For Facilities Directorate Use Only:





			Score:


			


			Met Eligibility:


			Yes


			No





			If Yes, issued application form on


			Date:     /         /


			If No, issued alternatives to parking onsite


			Date:       /         /





			Signed:


			


			Role:
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APPLICATION FORM FOR CAR PARKING PERMIT 





Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport


SK2 7JE


 


Failure to complete this form correctly may result in delays or being declined a permit.





Type of Permit (please select):	☐		☐ 	☐


☐ 	☐ 	☐


☐		☐ 	☐	


Type of Contract (please select): 	☐ 		☐


☐  	☐





			Full Name (as appears on ESR/Payslip):


			


			Title (Mr, Miss, etc):


			





			Date of Birth:


			


			Main Work Base:


			





			National Insurance Number:


			


			Assignment Number:


			





			Home Address:








Postcode:


			





			Mobile Number:


			


			Clinically Based:


			Yes/No





			Department:


			


			Job Title:


			





			Work Extension:


			


			Salary Band:


			





			Hours of Work:


			


			Shift worker: 


			Yes/No





			Line Manager Email Address:


			





			Trust Email Address:


			





			Permit Type:


			Standard/ Flexible/ Night/ Disabled


			If flexible, how many hours p/w at SHH:


			





			If Night Worker, do you permanently work nights?


			Yes/No


			Blue Disability Badge Holder (please circle):


			Yes/No





Expiry Date:





			If fixed term (Locum, student, direct payer, rotational etc):


			Start Date:


			


			End Date:


			





			Do you work for another Trust or Provider in addition to this role i.e. NHS P:


			Yes/No


			If yes, who and how many hours per week:


			


			Hours: 




















			Main Vehicle


			Secondary Vehicle





			Registration:


			


			Registration:


			





			Make:


			


			Make:


			





			Model:


			


			Model:


			





			Fuel Type:


			


			Fuel Type:


			





			Colour:


			


			Colour:


			














Staff Permit Charges Including Direct Payers


			Salary Banding    


			Standard Permit


24/7 access


			Flexible Permit


Max 3 days per week or 22.5 Hours


			Night Permit


Valid 7:30pm – 8:00am





			Night only/Student/On Call only


			£0


			£0


			£0





			< £10k


			£6.00


			£3.00


			-





			Bands 1 – 4


			£18.00


			£9.00


			-





			Bands 5 – 6


			£25.00


			£12.50


			-





			Band 7


			£27.00


			£13.50


			-





			Band 8a – 8b


			£30.00


			£15.00


			-





			Band 8c – 8d


			£45.00


			£22.50


			-





			Band 9 and above


			£45.00


			£22.50


			-








	


Medical Staffing


			Training Stage    


			Standard Permit


			Flexible Permit


			Night Permit





			CT 1 & 2


			£27.00


			£13.50


			-





			ST 1 & 2


			£27.00


			£13.50


			-





			CT 3


			£30.00


			£15.00


			-





			ST 3 – 8


			£30.00


			£15.00


			-





			Registrar/JCF/SCF


			£30.00


			£15.00


			-





			Locum


			£45.00


			£22.50


			











Terms and Conditions 





Note 1: Trust management cannot accept any responsibility in respect of theft, loss or damage caused to vehicles.  All car users parking their vehicles within a hospital site do so at their own risk.





Note 2: Purchasing a permit does not guarantee that a parking space will always be available, and this application is made fully in that knowledge. Any staff found abusing the staff car park permit system will be subject to full sanctions under the Trust’s disciplinary process. This abuse includes the copying, defacing or amendment of any Trust car park permit.





Note 3: If you wish to cancel your permit and any future payments, you should return your current permit to the Travel Office, who will cancel your agreement with the Payroll Department.





Note 4: If your role or banding changes, it is your responsibility to notify the Travel Office to ensure the fee is amended appropriately. 





Note 5: Medical Professionals’ parking payment will be paid based on the comparable AFC salary banding and will be applied by Payroll. This may vary from the charge indicated above. Any abuse may also be reported to the Trust’s Anti-Fraud Specialist for further investigation and consideration of criminal proceedings.





The Trust reserves the right to refuse any future participation in the car park permit card scheme for those members of staff proven to have abused it.





SHH and Pennine Staff Only: By making this application I authorise my salary to be deducted by the required car parking fee for my salary, in return for which I will receive car parking access, subject to the terms and conditions of the Car Parking Policy.








Direct Payers (NHS P, Deanery Doctors and Locum Staff): By making this application I agree to pay the permit amount based on my salary upfront, in return for which I will receive car parking access, subject to the terms and conditions of the Car Parking Policy.





I have fully read and agree to abide by the terms of this agreement. I certify that to the best of my knowledge the information I have given is true and complete. I understand that any false information given on this form may lead to disciplinary action. 





SIGNED BY APPLICANT: _____________________________      DATE:  _________________________


SIGNED BY MANAGER:  ____________________________         DATE:  _________________________


MANAGER’S NAME:      ____________________________           POSITION:  _____________________








For Facilities Directorate Use Only:


			Permit awarded


			Yes


			No


			Date


			        /         /


			If no, date added to wait list            


			





			Enhanced DBS List checked 


			Yes


			No


			Date


			        /         /


			Security notified to allow access


			





			Payroll notified on (Date)


			/          /


			Signed


			





			Payslip seen (Date)


			/          /


			Monthly Payment
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Contractors: Application Form for Car Parking Permit





Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport


SK2 7JE


 


Failure to complete this form correctly may result in delays or being declined a permit.





			Full Name:


			


			Title (Mr, Miss etc):


			





			Company:


			





			Business Address:


			

















			Base Location and Ext. or Mobile Contact Number:





			Email Address:


			





			Manager’s Name:


			





			Manager’s Contact Number:


			





			Manager’s Email Address:


			











			Main Vehicle


			Secondary Vehicle





			Registration:


			


			Registration:


			





			Make:


			


			Make:


			





			Model:


			


			Model:


			





			Fuel Type:


			


			Fuel Type:


			





			Colour:


			


			Colour:


			











			


			Standard Permit





			Month


			£40.00 + VAT





			Week


			£14.00 + VAT











Note. A permit does not guarantee a parking space. Trust Security patrol the site and issue Parking Charge Notices to any vehicle found to have parked inappropriately. 





PERIOD APPLIED FOR: ………………………………………………………………………………………………………………








Signed: ……………………………………………………………………………….  Date: …………………………………….








For office use only:


			Permit awarded


			Yes


			No


			Date:   	 


			       /          /
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Car Share Application Form








Please return completed forms to: Travel Office, Rowan Suite, Stepping Hill Hospital, Stockport


SK2 7JE


 


Failure to complete this form correctly may result in delays or being declined a permit.








Main Permit Holder (to be completed in addition to Staff application form)


			Full Name (as appears on ESR/Payslip):


			


			Title (Mr, Miss, etc):


			





			Assignment Number:


			


			Main Work Base:


			











Additional Permit Holder


			Full Name (as appears on ESR/Payslip):


			


			Title (Mr, Miss, etc):


			





			Assignment Number:


			


			Main Work Base:


			





			Home Address:








Postcode:


			





			Mobile Number:


			


			Clinically Based:


			Yes/No





			Department:


			


			Job Title:


			





			Work Extension:


			


			Salary Band:


			





			Line Manager Email Address:


			





			Trust Email Address:


			





			If Night Worker, do you permanently work nights?


			Yes/No


			Blue Disability Badge Holder:


			Yes/No


Expiry Date:





			If fixed term (Locum, student, direct payer, rotational etc):


			Start Date:


			


			End Date:


			





			Do you work for another Trust or Provider in addition to this role i.e. NHS P?


			Yes/No


			If yes, who and how many hours per week:


			


			Hours: 














			Main Vehicle


			Secondary Vehicle





			Registration:


			


			Registration:


			





			Make:


			


			Make:


			





			Model:


			


			Model:


			





			Fuel Type:


			


			Fuel Type:


			





			Colour:


			


			Colour:


			








Terms and Conditions





[bookmark: _Hlk213661974]Note1: Eligibility: The car share program is available to employees who hold a valid car parking permit issued by the Trust. The main permit holder must be employed by the Trust and have a valid assignment number.





Note 2: Permit Usage: The car share permit allows only one vehicle to be parked. Access for the additional driver will be withdrawn when the main permit holder either leaves the Trust or surrenders their parking permit. 





Note 3: Vehicle Information: The main and secondary vehicles must be registered with the Trust. The permit holder must provide accurate information regarding the make, model, fuel type, and colour of the vehicles.





Note 4: Permit Types: The car share permit can be standard, flexible, night, or disabled. If the permit is flexible, the permit holder must specify the number of hours per week at SHH. If the permit holder is a night worker, they must indicate whether they permanently work nights.





Note 5: Blue Disability Badge: If the permit holder is a blue disability badge holder, they must provide the expiry date of the badge.





Note 6: Additional Employment: If the permit holder works for another Trust or provider in addition to their role, they must specify the name of the other Trust or provider and the number of hours per week.





Note 7: Permit Expiry: The permit holder must provide the start and end dates if the permit is fixed term (e.g., locum, student, direct payer, rotational).





Note 8: Security Notification: Security will be notified to allow access to the car share parking area once the permit is awarded.





Note 9: Compliance: The permit holder must comply with all Trust policies and procedures related to parking and car sharing. Failure to comply may result in the withdrawal of the car share permit.





Note 10: Changes to Terms: The Trust reserves the right to amend these terms and conditions at any time. Any changes will be communicated to the permit holders in a timely manner.





Signed by Permit Holder: _____________________      Date:  _________________________


Signed by additional permit holder: ____________       Date:  _________________________











For Facilities Directorate Use Only:





			Car Share awarded


			Yes


			No


			Date


			         /           /





			Security notified to allow access


			


			


Date


			


         /          /
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Sippi Cashless App User Guide





































		Slide 1

		Slide 2

		Slide 3

		Slide 4

		Slide 5

		Slide 6

		Slide 7

		Slide 8

		Slide 9




image13.emf
Stockport NHS -  Signage Overview V1.0.pdf


Stockport NHS - Signage Overview V1.0.pdf


Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 28


Tariff board  (1000mmx1200mm) 8


Patient and Visitor Terms and Conditions (600mmx800mm) 104


Staff Terms and Conditions (600mmx800mm) 68


Emergency Services Terms and Conditions (600mmx800mm) 9


Emergency Services Info sign (600mmx800mm) 7


Blue Badge Holders  Terms and Conditions (600mmx800mm) 13


Blue Badge Holders Info sign (600mmx800mm) 12


Drop off  Terms and Conditions (600mmx800mm) 3


Drop off Info sign (600mmx800mm) 2


Authorised access only  Terms and Conditions (600mmx800mm) 5


No Parking on roadways (600mmx800mm) 40


Total 299


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched areas.







Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 3


Tariff board  (1000mmx1200mm) 2


Patient and Visitor Terms and Conditions (600mmx800mm) 34


Staff Terms and Conditions (600mmx800mm) 0


Emergency Services Terms and Conditions (600mmx800mm) 1


Emergency Services Info sign (600mmx800mm) 1


Blue Badge Holders  Terms and Conditions (600mmx800mm) 4


Blue Badge Holders Info sign (600mmx800mm) 4


Drop off  Terms and Conditions (600mmx800mm) 1


Drop off Info sign (600mmx800mm) 1


Authorised access only  Terms and Conditions (600mmx800mm) 0


No Parking on roadways (600mmx800mm) 5


Total 56


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched 
areas.







Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 2


Tariff board  (1000mmx1200mm) 2


Patient and Visitor Terms and Conditions (600mmx800mm) 18


Staff Terms and Conditions (600mmx800mm) 0


Emergency Services Terms and Conditions (600mmx800mm) 0


Emergency Services Info sign (600mmx800mm) 0


Blue Badge Holders  Terms and Conditions (600mmx800mm) 2


Blue Badge Holders Info sign (600mmx800mm) 2


Drop off  Terms and Conditions (600mmx800mm) 0


Drop off Info sign (600mmx800mm) 0


Authorised access only  Terms and Conditions (600mmx800mm) 0


No Parking on roadways (600mmx800mm) 0


Total 26


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched 
areas.







Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 1


Tariff board  (1000mmx1200mm) 1


Patient and Visitor Terms and Conditions (600mmx800mm) 13


Staff Terms and Conditions (600mmx800mm) 0


Emergency Services Terms and Conditions (600mmx800mm) 0


Emergency Services Info sign (600mmx800mm) 0


Blue Badge Holders  Terms and Conditions (600mmx800mm) 0


Blue Badge Holders Info sign (600mmx800mm) 0


Drop off  Terms and Conditions (600mmx800mm) 2


Drop off Info sign (600mmx800mm) 1


Authorised access only  Terms and Conditions (600mmx800mm) 0


No Parking on roadways (600mmx800mm) 2


Total 20


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched 
areas.







Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 5


Tariff board  (1000mmx1200mm) 1


Patient and Visitor Terms and Conditions (600mmx800mm) 18


Staff Terms and Conditions (600mmx800mm) 0


Emergency Services Terms and Conditions (600mmx800mm) 6


Emergency Services Info sign (600mmx800mm) 6


Blue Badge Holders  Terms and Conditions (600mmx800mm) 2


Blue Badge Holders Info sign (600mmx800mm) 1


Drop off  Terms and Conditions (600mmx800mm) 0


Drop off Info sign (600mmx800mm) 0


Authorised access only  Terms and Conditions (600mmx800mm) 0


No Parking on roadways (600mmx800mm) 6


Total 45


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched 
areas.







Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 2


Tariff board  (1000mmx1200mm) 2


Patient and Visitor Terms and Conditions (600mmx800mm) 21


Staff Terms and Conditions (600mmx800mm) 0


Emergency Services Terms and Conditions (600mmx800mm) 0


Emergency Services Info sign (600mmx800mm) 0


Blue Badge Holders  Terms and Conditions (600mmx800mm) 4


Blue Badge Holders Info sign (600mmx800mm) 4


Drop off  Terms and Conditions (600mmx800mm) 0


Drop off Info sign (600mmx800mm) 0


Authorised access only  Terms and Conditions (600mmx800mm) 0


No Parking on roadways (600mmx800mm) 2


Total 35


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched 
areas.







Signage Key Qty


Entry/Exit Sign (1000mmx1200mm) 15


Tariff board  (1000mmx1200mm) 0


Patient and Visitor Terms and Conditions (600mmx800mm) 0


Staff Terms and Conditions (600mmx800mm) 68


Emergency Services Terms and Conditions (600mmx800mm) 2


Emergency Services Info sign (600mmx800mm) 0


Blue Badge Holders  Terms and Conditions (600mmx800mm) 1


Blue Badge Holders Info sign (600mmx800mm) 1


Drop off  Terms and Conditions (600mmx800mm) 0


Drop off Info sign (600mmx800mm) 0


Authorised access only  Terms and Conditions (600mmx800mm) 5


No Parking on roadways (600mmx800mm) 25


Total 117


* Please note, additional 'No Parking on Roadways' signs will be installed to give 
sufficient coverage of any roadways/access roads/red, yellow lined or hatched 
areas.
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Stepping Hill Hospital Pay and Display Locations
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