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REVIEW DATES AND DETAILS OF CHANGES MADE DURING THE REVIEW 
 

This Policy was reviewed and submitted to the Policy and Guidelines Committee July 
2016. This version incorporates minor updating and adaptation for the current template. 

 

The Policy will be subject to review every 3 years. 
 
Changes 2019: 
5.3.1 Removed reference to the trolley 
 
5.4.2 Out of hours – (evenings, weekends and bank holidays) taxi’s may hospital transport will 
routinely be used to deliver discharge medicines ordered from the LRI to other sites  and for 
other transfers between sites where the medicines is required that day. Taxis may be used in 
emergencies. Requests made will be reviewed on a regular basis. 
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1 INTRODUCTION 
 
1.1 This document sets out the University Hospitals of Leicester (UHL) NHS Trusts 

Policy and Procedures for the use of taxis in relation to Trust business. As an 
expensive mode of transport it is essential that the usage of taxis is kept to a 
bare minimum. In order to achieve this, this policy sets out the circumstances 
under which taxi use is permitted. 

 

 
 
2 POLICY AIMS 

 

2.1 To set out the permissible use of taxis in relation to Trust business. 
 

 
 
3 POLICY SCOPE 

 

3.1 This policy relates to all UHL staff members without exception. It covers the use 
of taxis for the transportation of staff, medical notes, equipment or use for any 
other purpose. 

 

 
 
4 ROLES AND RESPONSIBILITIES 

 

4.1 It is the responsibility of all managers to familiarise themselves with the contents 
of this policy and advise their staff as appropriate in the permissible use of taxis 
on Trust business. It is the responsibility of managers to justify the decision to 
use any taxis as part of this policy and document appropriately so as to satisfy 
any subsequent audit. 

 

 
 
5 POLICY STATEMENTS, STANDARDS*, PROCESSES*, PROCEDURES* AND ASSOCIATED 

DOCUMENTS 
 
5.1 There are a wide number of situations where UHL staff may consider the use 

of taxis. The main reasons are detailed below with information relating to the 
procedures to be used. In consideration of risks involved, any goods being 
transported between sites should, wherever it is practicable to do so, either be 
transported by Trust vehicles or by suppliers/manufacturers. The use of 
public transport and taxis for both goods and healthcare records should be 
kept to an absolute minimum. 

 
5.2 Transport for staff across sites to meetings 

 

 
5.2.1 Staff should use the UHL hopper bus service for cross-site travel and may not 

generally claim for cross-site taxi usage. This should be enforced through the 
monitoring of UHL’s staff expenses by the budget holder. The Trust 
appreciates that there may be rare occasions where it is essential for taxis to 
be used for travel across sites (i.e. urgent meetings) but it is the responsibility 
of the line manager to ensure that this is genuine usage. Checks may be 
carried out on departments and the relevant Service Manager/General 
Manager may be asked to justify any staff taxi usage. Mileage will only be 
paid when the shuttle bus is not available as an alternative. For circumstances 
where mileage or taxis are required, authorisation must be sought from your 
line manager. It is the responsibility of staff to ensure that meetings and ways  
of working are amended to take account of the shuttle bus system and its 
timings.  Failure to do so is not a legitimate reason to use a taxi. 
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5.3 Transportation of medical notes, x-ray films etc across sites 
 
 
5.3.1 With the operation of the UHL site shuttle bus, in normal circumstances, no taxis 

will be authorised for patient records etc to be transported across sites. All such 
materials should be transported by medical records internal cross-site delivery 
service or the secure box on the shuttle bus. Medical notes should always be 
transferred via medical records and not by individual CMGs, for information on 
transferring notes the medical records manager on site should be contacted. 
Normally, any requests for taxis for medical notes or similar will not be allowed – 
nor will expenses be reimbursed except in exceptional circumstances. 

 
 
5.3.2 Out of hours, requests for medical note and similar transportation will be collated 

and distributed through a relevant service at the discretion of the Duty 
Manager/Head of Reception at each site. Staff are advised to fax/scan and email 
notes wherever possible out of hours with the originals to be sent on the next 
available shuttle bus. It is vital that if you are faxing or emailing notes, that the 
Safe Haven Policy is followed. 

 
 
5.3.3 Medical notes required urgently from off-site locations, such as peripheral 

hospitals, should be transported by the cheapest and safest means possible (ie, 
courier or taxi). Refer to the Trust Information Governance UHL Policy and 
associated policies for further guidance. 

 
 
5.4 Transportation of medicines between pharmacy departments 

 
5.4.1 Where possible the routine pharmacy transportation runs between sites should 

be  used. The medicines must be sent in a sealed delivery bag or box and 
accompanied by a copy of the transfer note and a completed delivery form. 
(Please refer to pharmacy SOP 111 UHL  inter  site  pharmacy  dispensary 
medication transfer procedure).  A taxi must only be used between these runs 
when it is felt that a delay could result in harm to a patient. 

 
5.4.2 Out of hours – (evenings, weekends and bank holidays) hospital transport will 

routinely be used to deliver discharge medicines from the LRI to other sites and 
for other transfers between sites where the medicine is required that day. Taxis 
may be used in emergencies. Requests made will be reviewed on a regular 
basis.  

 
5.5 Out-of-hours transport for shift workers 

 
 
5.5.1 Staff are responsible for their own transport to and from work. UHL has no 

responsibility to provide  staff  transport  for  shift  workers. Staff cannot use a 
taxi paid for by the hospital to get to or from work. 

 
 
5.5.2 Exceptions to this rule are staff who have transport funded as part of a change to 

their  contract. For further information, please contact the appropriate Human 
Resources Team. 

 
 
5.5.3 If called in at short notice out of hours (ie, to cover for a sick colleague), taxis 

may be  provided  at  the  discretion of  the Service/General  Manager  but  this 
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should not be taken as standard procedure. If public transport is operational, staff 
should always use this as the first option. In exceptional circumstances, such as 
on bank holidays when public transport may not be available, service pressure 
may require staff being redeployed across sites – in these circumstances a taxi 
may be used following authorisation by the line manager. 

 
 
5.5.4 If an individual incurs expenses to attend for a session where they are paid 

enhanced rates (eg, shift, on-call or overtime rates) and for example called in at 
short notice on a special arrangement, they can claim for expenses in excess of 
what they would for normal attendance – that is the excess over and above the 
bus fare. This is in recognition of the difficulty that may occur in getting to work 
under these specific circumstances (e.g. out of hours). Excess taxi fare cannot 
be claimed unless a taxi is normally used to get to work. Under normal 
circumstances staff are paid an enhanced rate for working out of hours and it has 
always been staff’s responsibility to get themselves from home to work and vice 
versa. It should be noted also that it is a taxable benefit for staff to be regularly 
offered home to work financial support. Refer to the Trust Expenses Policy for 
further information. 

 
5.5.5 For staff who regularly travel to work at times when public transport is not 

available, then they should consider options such as lift sharing and sharing a 
taxi, at their own cost. There is a facility available on the UHL INsite system to 
register your interest in lift sharing and if there are others who could share with 
you, then you will be informed of this in order that you may make arrangements. 

 
5.5.6 It is not reasonable to assume that it is the Trusts responsibility to arrange 

transport for staff in the majority of cases. Some staff for example may have to 
review their hours of work in discussion with their manager so that the most 
economically efficient solution is found where service requirements dictate any 
change of contract/circumstances. 

 
5.6 Transportation for staff to meetings off-site 

 
5.6.1 For off- site meetings e.g. UHL sites to community sites or other 

organisations, public transport should be used wherever possible. If public 
transport is not available or appropriate, an employee’s own vehicle may be 
used (subject to the appropriate insurance cover being in place as part of the 
employees own policy). Public transport should be used for as much of any 
journey as possible where appropriate. All taxi usage needs to be cleared with 
the line manager and managers may be asked to  justify use of taxis as part 
of any audit for example. 

 
5.7 Other situations not covered above 

 
5.7.1 Should a situation arise for which a taxi for a staff member may be needed, 

then  agreement needs to be sought from the Service Manager/General 
Manager (or equivalent). However, managers should be aware that any 
expense relating to the use of will be charged to their budget and that they 
may be required to justify the use of taxis  in the event of any checks being 
made. 
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6 PROCESS FOR MONITORING COMPLIANCE 

6.1 The overall measure in relation to this policy is the total Trust expenditure on 
taxi usage. This will be subject to annual audit by the Director of 
Estates and Facilities. 

 
 

POLICY MONITORING TABLE 
 

 
 

Element to be 
monitored 

Lead Tool Frequency Reporting 
arrangements 

Lead(s) for acting 
on 
recommendations 

Change in 
practice and 
lessons to be 
shared 

Total Trust 
spend on taxi 
usage 

D of E&F Financial 
reports 

Annually N/A N/A N/A 

 
 
 

7 EQUALITY IMPACT ASSESSMENT  
 

7.1 The Trust recognises the diversity of the local community it serves. Our 
aim therefore is to provide a safe environment free from discrimination and 
treat all individuals fairly with dignity and appropriately according to their 
needs. 

 

7.2 As part of its development, this policy and its impact on equality have 
been reviewed and no detriment was identified. 

 

 
 
 

8 PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW 
 
8.1 This document will be uploaded onto SharePoint and available for access by 

Staff through INsite. It will be stored and archived through this system. 
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