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Purpose of this Document
Clarify criteria for car park charges, allocation of permits, dispensations and non-compliance with the policy.

Aims

Ensure consistency in administration of car park charging policy, and recognition of dispensations.

WEST SUFFOLK HOSPITALS NHS TRUST

POLICY FOR VEHICLE PARKING, CHARGES AND REIMBURSEMENT
C O N T E N T S

    Page Nos.
 
1.
INTRODUCTION
3
 
2.
CHARGING ARRANGEMENTS
                                                  4 - 5
 
Location
Patients/Visitors
Non-Resident Staff
Night/Twilight Staff
Residents
Local Health Partnership Trust (LHP)
Charging Period
On-Call Staff
Senior Staff Car Park

Contractors/Company Representatives
Administration of Scheme
Review of Charges
 
3.
EXEMPTIONS FROM PAYMENT AND REIMBURSEMENT OF FEES    
6 - 7
 
Disabled Drivers
Delivery Vehicles
Motorcycles and Bicycles
Contractors
Voluntary Workers
On-Call Staff
Hospice Users

Attendance at Meetings/Seminars/Training

REIMBURSEMENT POLICY
 
4.
NON PAYMENT OF PARKING FEES
8
 
Clamping Arrangements
Role of Westley Security
Role of Portering Service
  
5.
REVIEW
8
 
APPENDIX A
CRITERIA FOR PAYMENT OF CAR PARK CHARGES 


AND ADMINISTRATION
10
 
APPENDIX B
PROCEDURE FOR REIMBURSING CAR PARK FEES/


ISSUE OF PERMITS
11 - 13 
1.
INTRODUCTION
 
Car park charges were introduced across the whole of the West Suffolk Hospital site in October 1996; reviewed in the Spring of 2002 and again in July 2003.  Income is derived from a combination of barrier controlled and ‘pay and display’ car parks.
 
Staff and visitors parking their cars on the site are obliged to display a valid ‘pay and display’ ticket or authorised permit.
 
Any person contravening the Trust’s car park regulations will be subject to the wheel clamping policy.
 
The enclosed procedure sets out the criteria for car park charges, allocation of permits, dispensations and non-compliance with the Policy.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
n.b.   The Facilities Directorate is responsible for the day-to-day administration of the policy.
Westley Security are employed to police the site to monitor adherence to the policy.
2.
CHARGING ARRANGEMENTS
 
Charges are levied according to the location of the car park as follows:
 
Location
Type
Payment

 
Main visitors, front entrance
Pay and Display
Cash operated;



Card operated by



Staff from 7.30 p.m. -



8.00 a.m. only
 
Senior staff car park
Barrier controlled
Card operated plus
Front of hospital


permit for rest of site
 
All other car parks
Pay and Display
Cash operated
and hospital roads

by Visitors



Card operated



by staff; or permits
 
Wedgwood Day Hospital
Barrier controlled
Local Health



Partnership Trust
Staff only
 
Patients/Visitors
 

All patients/visitors are required to use the pay and display car parks, for which cash will be required.
 

Non-Resident Staff

Non-resident staff have been issued with ‘smart cards’.  These cards are chargeable at the ‘pay and display’ machines and allow staff a discounted rate for car parking for the designated 24 hour period.
 

Permits are also available for staff who authorise an automatic deduction from salary.
 

Night/Twilight Staff
 

Night and/or twilight staff will use either a permit or specifically identified pay and display ticket to allow parking in the main car park at the front of the hospital from 7.30 p.m.
 

Residents

 

Car park permits are issued to resident staff, for which payment will be made either via a salary deduction or payment to the Cashier’s office, dependent on grade of staff and length of time in residence.
 


Local Health Partnership Trust (LHP)
 

LHP staff based at, or operating from the West Suffolk Hospital site, are eligible for “smart cards”. 
Certain staff working at the Wedgwood Day Unit will be issued with permits by their own Administration for their own barrier-controlled car park.
 
Charging Period  

The current charging period is from midnight to midnight.

 
On-Call Staff

 

Staff who are required to undertake on-call duties are eligible for an on-call permit, which will be issued by the Head of Department/Senior Manager concerned.
 

Senior Staff Car Park

Annual payment will be made, via salary deduction or payment of invoice, for a car park card to activate the barrier.  A permit will also be issued to allow parking elsewhere on site, should the senior car park be full at any time.

Contractors/Company Representatives

Contractors/company representatives attending meetings are required to display a parking ticket.

 
 
Administration of Scheme
 

All new staff will receive details of the car parking arrangements in the “starter pack” issued by Personnel.

Smart cards/permits will be issued by the Facilities Directorate but Managers/Heads of Departments are responsible for retrieving these from employees who leave the Trust, and ensuring they are returned to Facilities.

The car park scheme and levy of charges will be administered as indicated in Appendix A.
 

Review of Charges
 

The charging structure/tariffs will be reviewed by the Trust annually.
 
 3.
EXEMPTIONS FROM PAYMENT AND REIMBURSEMENT OF FEES
 
The Trust has agreed exemptions from car park charges as follows:
 
Disabled Drivers

 
Spaces for disabled drivers are provided at the front, rear and side of the hospital.  Parking on yellow lines will be allowed if there are no disabled spaces remaining, provided this does not cause congestion, inconvenience or danger to other users of the site.
 
Disabled drivers must also ensure that they are displaying their relevant disabled driver’s badge.
 
Delivery Vehicles

All vehicles, when delivering or collecting on the site, will be exempt from parking charges.  Official Trust vehicles, excluding “personal use lease” vehicles, will also be exempt.

Local Health Partnership (LHP) vehicles will also be exempt.
 
Motorcycles and Bicycles

 

Motorcyclists and cyclists will be exempt from parking charges provided they do not take up car spaces.  Bicycle sheds are available on site.
 

Contractors
 

Contractors working on site will be exempt from payment whilst employed on Trust business.  Parking permits will be issued by Facilities staff when ID cards are issued, prior to work commencing.

Voluntary Workers

The Voluntary Services Manager is responsible for administering tokens and permits to

voluntary workers whilst working officially at the hospital.
 

On-Call Staff

On-call staff returning to site on official business outside normal working hours will be issued with on-call permits by their Head of Department/Senior Manager.

 

Hospice Users
 

Twenty spaces have been allocated for Hospice use within the Macmillan Way car park.  The Hospice Management will provide identity badges for their staff and this arrangement will be monitored by the Hospice General Manager.

REIMBURSEMENT POLICY

Appendix B sets out the criteria for reimbursement of car park fees or issue of permits.
 
 

4.
NON-PAYMENT OF PARKING FEES
 
Clamping Arrangements

 

Westley Security are responsible for policing the site and identifying vehicles which are not displaying a valid ticket or permit.

 
All staff, patients and visitors who fail to display a valid ticket or permit will receive an official warning notice and allowed 30 minutes to rectify the situation.  If the situation is not rectified, without good reason, Westley Security will clamp the vehicle concerned.
 
A release fee is required before the clamp is removed but Westley Security have discretion when to enforce this fee, dependent on the reason for non-compliance with the Trust policy.
 
Role of Westley Security

 
Westley Security personnel are responsible for patrolling all car parks on the Hospital site between 8.00 a.m. and 10.00 p.m. each weekday, with restricted service at weekends.
 
In addition to identifying those people not complying with the Charging policy, they maintain traffic flow around the site; deal with congested areas; empty the ‘pay and display’ machines; and liaise with the Trust’s Cashier routinely; and assist with machine and ticket problems.
 
Their presence improves security on the site and they also often escort late and night staff to various car parks.
 
Role of Portering Service

Westley Security will take prime responsibility for oversight of the traffic and parking system and deal with problems, fault reporting, etc.  On occasions when additional oversight and support is required, this function will be carried out by the Hospital Porters.

The Hospital Porters will also oversee the site and take action in line with Trust policy “out of office hours”.

5.       REVIEW
 
This policy will be reviewed annually to incorporate changes in requirements and to reflect the evolving situation regarding car parking and the site in general. 
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APPENDIX A
 
CRITERIA FOR PAYMENT OF CAR PARK CHARGESAND ADMINISTRATION



Administered by:
 
Non-resident staff
Discounted “SMART CARD” for pay and

Facilities


display machines; or permit

 
Senior staff car park
CARD for barrier-controlled car park and PERMIT

Facilities 
 
Resident (non-medical)
PERMIT – payment deductible from salary

Accommodation



Resident Students
PERMIT – payment direct to Cashier

Accommodation
(on bursary)
 
Other resident staff
TEMPORARY PERMITS

Accommodation
 
Compulsorily resident
PERMIT – no charge
Personnel
Medical staff (Hos)
 
Resident on-call
PERMIT – payment deducted from salary
Personnel
Medical staff
 
Patients/Visitors
Cash for pay and display machines

Facilities

TEMPORARY PERMITS depending on

Individual circumstances
 
LHP
SMART CARD and their own PERMITS for

Wedgwood

barrier controlled car park

Personnel
 
 
 
 
 
n.b.
It is essential that staff return smart cards and permits to the appropriate departments when leaving the employment of the Trust.
APPENDIX  B
 
 
 
WEST SUFFOLK HOSPITALS NHS TRUST
PROCEDURE FOR REIMBURSING CAR PARK FEES/ISSUE OF PERMITS
1.
INTRODUCTION
The West Suffolk Hospitals NHS Trust Policy for reimbursement of car parking fees identifies the groups of people who are eligible for a permit or refund of fees already paid.  This procedure gives details of how this eligibility is to be determined and how refunds will be made.

 
2.
ELIGIBILITY
Eligibility for permits, reimbursement of, or assistance with, car park charges can be determined as follows:
(1)
Members of the public who are in receipt of INCOME SUPPORT or FAMILY CREDIT.  Before reimbursement, evidence of their eligibility must be obtained.  

Members of the public receiving a state pension are NOT exempt from car park charges unless they meet any of the criteria given below.

 
(2)
Visitors who are necessarily obliged to make frequent visits to the Hospital within any one day or week – in particular, those attending SCBU or ITU/CCU.
(3)
Patients who have to attend the hospital for regular continuous treatment during one week or month or even longer e.g. Oncology and Cardiology.

 

(4)
Occasions when the car park machines malfunction and members of the public have paid in excess of the required fee.

 

(5)
Visitors or patients may need assistance with car parking fees if they have arrived for an emergency and/or do not have any loose change.

 

3.
ISSUE OF PERMITS/REIMBURSEMENT OF FEES

Each Ward and specified departments hold a duplicate car park permit book to issue Temporary Permits (in numerical order) to people visiting frequently during one day, week or longer.

 

THE PERMIT CAN BE ISSUED FOR THE WHOLE DURATION OF A PATIENT’S COURSE OF TREATMENT; or FOR THE LENGTH OF TIME A RELATIVE MAY NEED TO VISIT A PATIENT.
 

Any person visiting the hospital for over four weeks will not need to pay provided they display a valid permit issued by the respective ward or department.
Reimbursement for overpayment for people on Income Support, Family Credit or because the machine has malfunctioned will be authorised, on receipt of evidence.  The Authorisation for Reimbursement form (attached) will need to be completed and taken either to the receptionists at Main Reception or the Cashier’s Office.  In exceptional circumstances, when both the main reception and cashier’s office are closed, payment may be made from petty cash held by departments within the hospital.

 

WEST SUFFOLK HOSPITALS NHS TRUST

 

 

AUTHORISATION FOR REIMBURSEMENT OF CAR PARK CHARGES

 

 

 

Ward/Department …………………………………………………………………………….…

 

This authorises ……………………...………………………….……. (name of  visitor/patient)

 

to claim reimbursement for car park charges, in accordance with Policy No. PP(03)016 

 

because ……………………………………………………………………………….. (reason)

 

 

…………………………………………………………………………………………………...

 

 

Amount to be refunded: ……………………………………………………………………… *

 

 

Date ……………………………………………………………………………………………..

 

 

 

 

 

 

Signed …………………………………………………………………………………………...

 

Name in full …………………………………………………………………………………….

 

Designation ……………………………………………………………………………………..

 

*  car park tickets to be attached
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