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 OPERATIONAL GUIDELINES
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1.
Introduction and Key Objectives
1.1
The operational guidelines have been introduced as part of the Health Boards requirement of the Sustainable Travel groups as:
· Demands from Councils to better manage traffic flow on our sites and encourage a reduction in commuting by car.

· Increasing difficulties for patients and visitors in securing parking spaces at a number of sites.

· Increasing numbers of staff chasing limited numbers of spaces.

· Reducing the adverse impact of travel on the environment

· Concerns about the quality of car parking and the resources required to address this issue.

1.2
Staff side and patient representatives were involved the production of the procedure.

1.3
This document updates the previous versions of Operational Procedures and complies with the terms of relevant Welsh NHS Circulars, including abolition of car parking charges in Welsh hospitals. 
1.4
This operational procedure adhere to the principles of the existing commitments to control and manage hospital car parks, provide primacy of access to service users and staff who use their cars frequently as part of their duties, and to control traffic flows in, around, and out of the sites.
1.5
Employees must not park in the designated patient and visitor areas. (Parking in a designated patient area is only acceptable if there is no availability in a staff car parking area)  Anyone who is not a genuine patient or visitor who parks in patient and visitor areas at any time is liable to be issued with a Parking Charge Notice (PCN). In order to provide access required by service users. PCN’s are also known as NTO’s (Notice to Owners).
1.6
The Hospitals and Clinic car parks, including its roadways and car parks, are private property and are managed by HB staff. UK Car Park Management Ltd (UKCPM) provide back office administrative support, providing the HB with a permit system and signage. 

1.7
A valid permit will entitle the holder to park in the staff car park areas of Swansea Bay University Health Board in accordance with the Swansea Bay University Health Board Car Parking procedure. Holding a valid permit DOES NOT guarantee a parking space.
1.8 
Parking any vehicle on Health Board Property is at the owners own risk and the Health Board does not accept liability for any damage/theft.
2.0
Sites where the Procedure Applies

The operational procedures will apply to the following sites:

· Morriston Hospital

· Singleton Hospital

· Neath Port Talbot Hospital

· Gorseinon

· Cimla

· Tonna

· Cefn Coed

· Central Clinic

· Phillips Parade

3.0
User Groups


Designated parking areas are provided for the following user groups:

· Patients and visitors

· Disabled patients and visitors

· Staff – permit area

· Disabled staff

· Volunteer drivers

· Motorcyclists

· Cyclists
· Contractors

4.0
Patient and Visitors

Patients and visitors will park free of charge in designated areas.  The areas will be clearly zoned and identified.

5.0
Disabled Patient and Visitor Parking
The procedure will provide for a minimum of 5% of spaces on all sites being designated disabled bays to comply with disability discrimination legislation and good practice. Disabled patient and visitor parking areas will be clearly posted and located in close proximity to hospital department entrances. Blue badge must be displayed.  Any vehicle parked in a designated disables space at any time without displaying a valid disabled blue badge will be subject to a PCN/NTO.  SBUHB reserves the right to request proof of disabled registration from individuals using designated disabled spaces.

6.0
Staff


Staff parking areas, some with controlled access, are available on each site.  Only staff with a valid parking permit are eligible to park in the designated staff permit areas of car parks.  

6.1
Permit Application and Allocation Procedure

All staff are entitled to apply for a permit at their base site using the SBUHB permit application link: https://sbuhb.cpm-permits.co.uk/

All applicants will receive an “e” electronic permit i.e. paperless –( like tax disc from DVLA)

 This acceptance of permits for all staff who request them may be reviewed in the future.
6.2
Disabled Staff
Members of staff who are registered disabled will be allocated a permit on receipt of application.  Proof of disabled registration (blue badge) will be required.

Staff permit holders (“e” electronic permits) displaying their blue badge are eligible to park within the designated disabled bays.
6.3
Staff Not Employed Directly by SBUHB
Staff working on SBUHB premises, who are not on NHS Payroll e.g. University staff, can submit an application for consideration.
6.4
Resident Staff
Staff whose primary residence is on the hospital site will be eligible for a permit.  
6.5
Responsibilities of the Permit Holder

It is the responsibility of the permit holder to ensure:

· A valid permit

· All details recorded on the permit, including vehicle registration numbers, are correct.

· Permits are not transferable.


Cars failing to apply for valid permit in the above manner may be subject to a PCN/NTO.

6.6
Multiple Vehicles
Staff who have access to more than one vehicle can apply for a ‘multiple vehicle’ permit.  This will contain registration details of each vehicle to which the individual has access. Details of additional vehicles should be given on the permit application form. However, only one vehicle will be allowed on site at any one time.
6.7
Change of Vehicle
It is the responsibility of the permit owner to update any change of vehicle or registration number. Should a member of staff change their vehicle or registration, their permit must be amended/new permit created on their account via the link: https://sbuhb.cpm-permits.co.uk/
6.8
Change of Circumstances

Staff who leave or transfer to another post can update their information on their permit account. 
It is the responsibility of the permit owner to update personal information. 
7.0
Volunteer Drivers

Volunteer driver passes will be made available to organisations providing such services where they register with the hospital concerned. Authorised identification will be displayed. Volunteer drivers must wear a formal photographic identification card (provided by the voluntary organisation) at all times.
8.0
Voluntary Workers


Voluntary workers are encouraged to use public transport to hospital sites.

9.0
Building and Service Contractors

Other than vehicles parked within the agreed allocated site compound or area, will be issued with PCN/NTO.  Drop – off areas are provided for the transportation of equipment, tools, etc.

Contractors should be briefed in relation to site car parking restrictions and parking arrangements by the engaging NHS service prior to commencement of contract or work.
Contractors should put a contact number in their vehicle if they are not registered for a permit
Where contractors require to park vehicles on site longer than the maximum time limit in order to fulfil their obligations they should liaise in advance with car Parking team Managers for a permit to be issued.

10.0
Delivery vehicle, Couriers and Taxis

Delivery vehicles, couriers and taxis making pick-ups and drop offs should use designated drop off zones.

Short stay areas are closely monitored and PCN’s will be given to any vehicle exceeding the 20 minute time restriction.

11.0
Motorcycles

Motorcycles should be parked in car parking spaces.

Motorcycles that are parked inappropriately or in such a way that causes a hazard or obstruction will be issued with a PCN/NTO.

12.0
Bicycles

As part of its Sustainable Transport Options, Transport Strategy actively encourages staff, patients and visitors to use bicycles to travel to health care sites.

Bicycle storage is provided at each site for staff, patients and visitors.
Bicycle racks are provided for patient and visitor bicycles.  Patients and visitors are required to use their own bicycle lock and use the facility at their own risk.

Cyclists should be considerate of other site users by storing their bicycles in the facilities provided.  
13.
Failure to Comply with SBUHB Car Parking Operational Procedures


To control parking on-site effectively all possible measure will be taken to prevent and discourage illegal and unauthorised parking and this will include the issue of a PCN/NTO.
Illegal and unauthorised parking may be defined as a vehicle parked in one of the following ways or on one of the following areas:

· Cross hatched area

· Ambulance bay
· Yellow lines

· Grass verges

· Pavements

· Roadways or access points

· Delivery bays

· Car park entrance and exits
· Bus stops
· Drop zones

· Parking in a disabled bay without a valid blue badge
· Parking other than in a designated parking bay

· Staff permit holders parking in patient and visitor areas

· Parking longer than the maximum time allowed

· Non bona fide users, including staff, who park in patient and visitor areas

· A full list of breaches which warrant a PCN can be found at Appendix 1
Personal information on the registrations of cars issued with PCN’s will not be passed from the parking contractor (UKCPM who obtain the information from DVLA) to SBUHB for further action.
However, this does not include when the member of staff provides details to SBUHB or UKCPM via an appeal.

13.1
Staff with Permits
Staff with parking permits who park carelessly, e.g. by using more than one designated space or park in non-designated or hatched areas:
· Will receive a PCN (See section 17 –Payment Appeals)
13.2
Contractors

Arrangements for contractors and for breaches are detailed as Section 10 above.

13.3
Delivery Vehicle, Courier and Taxi
Delivery vehicles, couriers and taxis must utilise appropriate pick up and drop off or limited waiting areas as designated on site. Non-compliance will be dealt with per local site management which may include a PCN.
13.4
Ambulances and Patient Transport
Hatched areas for emergency and patient transport vehicle access are for the delivery and collection of patients only. Associated vehicles should not park on any restricted areas on site during periods of driver down time.  Local communication links should be in place to ensure ambulance service personnel are aware of restrictions, however if circumstances dictate a PCN may be issued.

13.5
Other

All other vehicles parked in unauthorised areas will receive a PCN.

13.6
Drop Off and Pick Up, Limited Waiting and Emergency Vehicle Space.


Any vehicle contravening the terms of use of these areas will be liable to a PCN.

14.
General Conditions

Verbal or physical abuse of any member of staff associated with SBUHB Car Parking Management will not be tolerated. Staff are liable to disciplinary procedures should they be found to have acted inappropriately towards car parking staff.

Any incidents of physical violence used by staff or members of the public will result in immediate police presence.  CCTV images will be used in conjunction with any investigation.

15.
Statutory Limitations

The hospital site is private in relation to the entry and movement of vehicles and SBUHB reserves the right to deny any vehicles access to the site. All drivers must conform to the designated traffic regulations and signs to ensure an orderly flow of traffic and safety for all concerned.

All drivers are expected to comply with the law regarding taxation, licensing, insurance and roadworthiness and reporting of incident to the police.

SBUHB is not responsible for any loss or damage to vehicles whilst on their property.  Drivers bring their vehicles onto site at their own risk.

16.
Payment of Unauthorised Parking Notices

A parking charge/NTO will be levied for each breach of the procedure. Should payment not be received within 28 days of issue of the notice, legal proceedings may commence for recovery of the charge together with expensed in so doing so and in any other costs associated with unauthorised parking.
17.
Appeal Process against the Issue of an Unauthorised Parking Notice

Staff, patients and visitors who have received a PCN/NTO have the right to appeal. The appeal must be received by the parking company in writing within 21 days of the issue date. The following factors will be considered prior to making a decision:

· Any previous communication with regard to the PCN/NTO.
· Any extenuating/exceptional circumstances regarding the alleged breach.

· Any previous history of unauthorised parking.

· Where in view of the above, it is decided to overturn the PCN/NTO the appellant will be informed in writing and any monies paid in respect of the same will be returned.

· Where a PCN/NTO is held to have been correctly issued and there are no circumstances warranting cancellation the appellant will be informed of the reason as 
A response is guaranteed with 28 days of receipt of appeal

18.
Visitor and Staff Short Term Drop Off and Pick Up

Protected space will be situated nearby main entrance(s) allowing vehicles to stop for a maximum of 20 minutes to collect or drop off and collect patients, visitors or staff. This facility will not be used by commercial or trade vehicles delivering or picking up goods.
The above pick up or drop off should be separate from business trade pick up or drop off.

19.
Encouraging Alternatives

SBUHB is committed to encouraging staff to find alternative means of transport to and from the workplace and for inter- site transport.

Each site will consider the following options:

· Inter-site transport

· Co-ordinated analysis and proposals to improve internal inter site transport. E.g. shuttle buses

· Expansion of pooled cars if required following review.

· Cycling related measures:

· Improve cycling facilities (shelters, showers, etc)

· Bicycle user group

· Assisted bicycle purchase

· Motorbike and moped related measures:

· Improve facilities

· User groups

· Pedestrian related Measures

· Liaison with local councils regarding off-site maintenance issues, lighting, etc

· Public Transport related measures:

· Negotiations with the public transport providers for new or extended services

· Investigation of links to hospital sites from key public transport hubs at appropriate times for staff coming on and off duty.

· Public transport information on-site paper based or electronic.

· Private Vehicle measures:

· Car share schemes, compatibility and matching initiatives including online access and queries.
· Introduction of EV charging
· Marketing and administration related measures:

· Travel plan information packs

· Special promotions and draws for alternative mode users

· Promotion of travel plan events to coincide with national events.

· Other measures:

· Information on sustainable transport options given at staff induction.

· Information on existing shuttle but services currently in operation.
Appendix 1
SBUHB Health Board

Failure to Comply with SBUHB Car Parking Operational Procedures.

A Parking Charge Notice (PCN)/NTO will be issued for the following breaches of contract:
	Failure to Display

	Offence

	Parking pattern designed to circumvent time limits

	Parking longer than the maximum time

	Incorrect parking or not parked within a marked bay or eligible zone


	Parking in an unauthorised area

	Offence

	Cross hatched area

	Ambulance Bay

	Yellow lines

	Obstruction

	Grass verges

	Bus stops

	Pavements

	Roadways

	Delivery bays

	Car park entrances or exits

	Drop zones

	Parking in disabled bay without permit

	Parking other than in a designated parking bay

	Non bona fide users parking in patient and visitor areas
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Appendix 2

Please see map of Singleton Hospital below for further information regarding where to park:
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Appendix 4
Please see map of Neath Hospital below for further information regarding where to park:[image: image3.png]\
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