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STAFF CAR PARK PERMIT APPLICATION FORM
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NB:
PARKING PERMITS ARE FREE OF CHARGE.

PLEASE NOTE APPLICATIONS WILL NOT BE CONSIDERED UNTIL FULLY AND CORRECTLY COMPLETED.  

PLEASE COMPLETE ALL SECTIONS IN INK.

HAVING AN EXISTING PERMIT DOES NOT AUTOMATICALLY MEAN YOUR PERMIT WILL BE RENEWED.
PLEASE ENSURE YOU HAVE READ THE CRITERIA BEFORE COMPLETING THIS FORM. 
	Please return applications forms to: RIE.Parkingpermitapplications@nhslothian.scot.nhs.uk


	MR/MRS/MISS/MS/DR/PROFESSOR/OTHER (Please circle)

	Forenames
	
	
	Date of application
	

	Surname
	
	
	Job Title
	

	Home Address
	
	
	Ward/Section
	

	

	
	
	Hospital Base
	
	

	
	
	
	
	
	

	Post Code
	
	
	Division
	

	E-Mail
	
	
	Work Tel. Ext.
	

	Tel:
	
	
	Bleep No
	

	Employer (e.g., LUHT, BTS, UoE)
	
	
	Head of Dept
	

	Vehicle
	
	
	
	


	COMPLETE THIS SECTION ONLY IF YOU REQUIRE YOUR CAR FOR BUSINESS JOURNEYS OUTWITH YOUR DAILY COMMUTE

	
	Where do you travel on Business? (usual locations):

	

	
	How often do you make business trips? (average frequency):
	

	
	What are the purposes of these trips?
	

	
	
	
	       
	

	
	Will you hold a permit for any other sites concurrently with this permit (if awarded)? If so, which sites?
	
	
	

	
	
	
	
	

	1
	Do your duties include on-call?
	
	
	

	
	
	
	

	
	
	

	2
	Do you work full or part time?
	Full Time
	
	
	Part                                        Time                 
	
	

	
	
	
	

	3
	Number of hours worked each week?

	
	
	

	4
	Shift Patterns: (please tick all boxes appropriate to your shift pattern)

	
	Weekdays
	
	
	Nights (any)
	
	

	
	
	
	

	
	Weekend Days
	
	
	Evenings (any)
	
	

	5
	Days & Hours of Work/Shift (please enter start and finish times and tick the days of the week applicable)

	
	
	From
	To
	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun
	

	
	Example
	08:00
	20:00
	√
	
	√
	
	
	
	√
	

	
	
	22:00
	08:00
	
	√
	
	√
	√
	√
	
	

	
	
	
	

	
	Weekdays
	
	
	
	
	
	
	
	
	
	

	
	Weekend Days
	
	
	
	
	
	
	
	
	
	

	
	Nights (any)
	
	
	
	
	
	
	
	
	
	

	
	Evenings (any)
	
	
	
	
	
	
	
	
	
	

	
	
	
	

	6
	Are your shifts worked on a rotational basis?  If so, please give details of rotations and if on call please give details of how many days per week/month expected to be on-call (e.g., 1:4):
	

	
	
	
	

	
	
	
	


	ADDITIONAL INFORMATION IN SUPPORT OF APPLICATION 

	 PAY NO: S ( ( ( ( ( ( ( (Only NHS Employees to apply this is used for ID only)

	

	

	

	I HAVE READ AND AGREE TO ABIDE BY THE TERMS AND CONDITIONS AS SHOWN OVERLEAF.  

	

	SIGNATURE:
DATE:
PRINT NAME:


	

	Vehicle Registration No
. 
Vehicle Make
Vehicle Model


	

	TO BE COMPLETED BY LINE MANAGER & OPERATIONAL MANAGER

	

	I CONFIRM THE ABOVE DETAILS TO BE CORRECT.

LINE MANAGER:
TEL NO:
OPERATIONAL MANAGER:

	

	SIGNATURE:
SIGNATURE:


PRINT NAME:
PRINT NAME:

DATE:
DATE:

STAFF MEMBER’S 

HOURS PER WEEK:
ADDITIONAL 


COMMENTS:

ADDITIONAL 

COMMENTS:

EMAIL ADDRESS:
EMAIL ADDRESS:
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DATA PROTECTION
You will find a copy of the NHS Lothian Data Protection Policy on the link below:

https://www.nhslothian.scot/YourRights/DataProtection/Pages/default.aspx
This is a statement of the data protection policy adopted by NHS Lothian. NHS Lothian needs to process a variety of staff personal data, in order to carry out its statutory functions. NHS Lothian processes staff and carer data for a variety of car parking related purposes.   All such personal data will be dealt with properly and securely, in a locked office with lockable filing cabinets, no matter how it is collected, recorded and used – whether on paper, in a computer system or recorded on other media.  
NHS Lothian will observe the requirements of the Data Protection Legislation when processing personal data. NHS Lothian will ensure that the organisation continues to treat personal data with due care and diligence.
This policy applies to all staff employed by NHS Lothian, including agency and bank staff, all students, volunteers and agency and contractors working on behalf of NHS Lothian. 

Please sign below to intimate that you have understood and consent to the above. 

Date:

Signature
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Staff Car Parking Permit Application Criteria:

	Business

Need:
	Travel between sites or into the community on a daily basis not covered by or using dedicated NHS transport.



	
	Frequent travel required at short notice.



	
	Travel between sites, 3 days or more a week, not covered by dedicated NHS transport, or use of a departmental pool car.



	
	Regularly works across multi sites/other organisations more than two times per week.
On-Call Duties.

	Distance:
	

	
	Travel time to or from work takes over 90 minutes, on a normal day.



	
	

	Personal Need:
	Registered disabled with blue badge.



	
	Ill health / disability – supported by Occupational Health.

	
	Those staff whose carer obligations are regularly directly dependant on vehicle access or where the applicants’ vehicle is directly required/provided for caring purposes and those who have other regular exceptional caring commitments.

Please provide details.

	
	

	
	

	Service Need: 

Evidence:
	Urgent business need requested in writing from Director of Operations / CHP / CHCP General Manager / Executive Directors.

Please provide a copy of your driving licence, a copy of a current utility bill and any other evidence to support your application.
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Staff Car Parking Permit Application - Supporting Information

Carer Commitments

1. Please give details of your carer responsibilities:

2. Does this impact on your current working hours (e.g., do you have a flexible working arrangement)? 
3. Do you ever have to leave work at short notice because of the carer commitments, and if so, how often does this happen, approximately? 
4. Are you the sole carer?

I confirm that the above details supplied by................................................. are factually correct.

Manager Signature: ............................................

Date: ............................................
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Staff Car Parking Permit Application – Supporting Information 

Health Condition 
1. What is the nature of your current health condition?
2. What impact does this have on your ability to travel to/from work?
3. What impact does this have on your current role and has there been an adjustment in the workplace to accommodate your health condition?

4. Is this a long-term or short-term health condition?  If short-term, how long is it likely to impact upon points 2 and 3 above? 

I confirm that the above details supplied by................................................. are correct.

Manager Signature: ............................................

Date: ............................................
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TERMS AND CONDITIONS INDIVIDUAL STAFF PARKING PERMITS, ON-CALL PARKING PERMITS & OPERATIONAL PARKING PERMITS
Data Protection/Privacy Note:

NHS Lothian will only use the information collected on this form for the purpose of staff parking management and will not be used for any other purpose.

The allocation of a parking permit for any NHS Lothian site confers no special rights other than access to designated controlled car parks, which are subject to change. It does not guarantee a vacant parking place.

Note: permits with the exception of Operational Permits are not transferable.

Should the permit holder leave the employ of NHS Lothian during the period, they must return the permit to reception desk, main mall Royal Infirmary of Edinburgh, prior to departure. 
Permit holders must park in marked staff parking bays and abide by road markings and emergency access requirements.
On-Call Staff Permits
On-Call Permits are issued to staff who, as part of their duties, perform on-call out with their normal working hours, but do not meet the other criteria required for an individual staff parking permit.  On-Call Permits should only be used by staff when they are called onto site for on call duties and should not be used to access car parks during normal working hours.  Staff who abuse these terms and conditions are at risk of having their On-Call Staff Permits cancelled. The Car Parking Team will monitor useage. Car Park 2C (staff car park) should be used by staff who are on-call, unless it is in an emergency and staff can use any car park closest to their emergency.  Evidence required; copy drivers’ licence, copy of a current utility bill (dated within 3 months of application) and Managers signature and authorisation.  Any changes to vehicles and personal information given on application should be sent to the Car Parking Team for updating. Staff will receive a physical permit and their vehicle will not be placed on ANPR. Please send to:

RIE.Parkingpermitapplications@nhslothian.scot.nhs.uk
Individual Staff Parking Permits
Staff Parking Permits are for staff who meet other criteria which includes, distance, health, caring responsibilities, and NHS business. This may also include on-call duties. 

Staff can use these permits during normal working hours and on-call duties (if applicable). Car Park 2C (staff car park) should be used. Evidence required; copy drivers’ licence, copy of a current utility bill (dated within 3 months of application) and Managers signature and authorisation. Any changes to vehicles and personal information given on application should be sent to the Car Parking Team for updating. Staff will receive a physical permit and their vehicle will be placed on ANPR. Please send to: 

RIE.Parkingpermitapplications@nhslothian.scot.nhs.uk.

Operational Parking Permits (formerly known as Floating Permits)

Operational Parking Permits are used by Departments and not individual staff members.  These permits are for use by departments whose staff work in the community and need access to the Little France site on occasion, for staff who have NHS Lothian lease vehicles, staff who attend site for a set time for training purposes e.g. trainee Doctors who rotate departments and also for staff based at the Little France site but are required to attend other sites on business matters.  The Car Parking Team also monitor these permits. These permits are to be requested by Senior Managers (Band 7 and above) and are subject to conditions. These are physical permits and also ANPR only. Please send requests to: 

RIE.Parkingpermitapplications@nhslothian.scot.nhs.uk.

Cars are parked at owner’s risk.  NHS Lothian, Consort, nor NCP will accept any liability for damage to, or theft of a member of staff’s vehicle or its contents, whilst it is parked on the grounds.

Staff using their vehicles on NHS business must ensure their car insurance covers them for such journeys.

A replacement for a lost or stolen permit will be provided by NCP at a cost of £50.00.

NHS Lothian not only encourages staff to lead a healthy lifestyle, but also wishes to reduce pollution and vehicle congestion in Edinburgh.

Where applicable, adherence to the rules of NCP (to be distributed with the relevant permits) is mandatory. Any site-specific rules made known either on distribution of the permit, or through on-site signage must also be adhered to.

Disciplinary action may be taken against staff breaching this policy.

NHS Lothian reserves the right to withdraw this permit at any time for any breach of this Policy.
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