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Introduction
A very warm welcome to ‘Team NUH’.
I’m absolutely delighted that you have chosen
Nottingham.
We want to make the Trust a great place to work and
one where staff can have a fulfilling and rewarding career.
There are lots of opportunities to get involved, have your
say and influence change and improvement at NUH,
as described in this handbook.
I hope you find this handbook helpful to get you started.
While we have tried to make it as comprehensive
as possible to help during your induction but we do
recognise it won’t cover everything. Your colleagues and
line manager can help fill in any gaps or answer questions
that come up as you get to know the organisation in the
weeks and months to come.
I am always keen that people get in touch with me and
invite me to visit their services so that I can hear and feel
what it is like to be you in NUH and better get to know
the organisation.
I look forward to meeting you soon and hope that you
enjoy your time at NUH.
Best wishes,

Tracy Taylor
Chief Executive
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Nottingham Hospitals
Charity is enhancing
staff and patient facilities
on your wards.
You can help!
Nottingham Hospitals Charity is your hospital
charity: we’re here for you and your patients,
and we’re dedicated to enhancing facilities
across our hospitals.
Challenge 1000 is your opportunity to raise
money for your ward or team. We challenge you and
your team to raise £1,000 over the financial year by
doing something that you love, or by trying
something brand new! From cake sales, to boat
races, and from marathons, to walkathons, we’ll be
here to support your fundraising every step of the
way. All money raised by Challenge 1000 will be
reinvested in your department.
For more information, or to request
a fundraising pack,contact:
naomi.walters@nuh.nhs.uk
or call 0115 962 7905.

Fantastic
prizes for top
fundraisers to enjoy
with their team

Did you know…
you can also accept
donations from
patients or visitors
using receipt books
on wards?
Speak to your Ward
Manager to find out
more.

(inc. spa days, pamper sessions,
restaurant vouchers, and
plenty more!)

@NUH_Charity
@NUHCharity

@NottinghamHospitalsCharity

www.nottinghamhospitalscharity.org.uk

Team NUH –
we listen, we care

Our vision is to be outstanding in health outcomes
and patient and staff experience. You are part of
a 15,000-strong team which manages an annual
budget of just under £1billion, has 90 wards, and
1,700 beds. Over 1,600 volunteers make vital
contributions to improving patient and staff
experience of our hospitals.
We provide care to some 2.5million people in Nottingham
and surrounding communities.
Our portfolio of specialist services includes major trauma,
cancer, stroke, renal, neurosurgery, heart and spines.
NUH Staff Handbook 2018

• QMC is where our Emergency Department (ED),
Major Trauma Centre and the Nottingham Children’s
Hospital are based. It is also home to the University of
Nottingham’s School of Nursing and Medical School.
• Nottingham City Hospital is our planned care site,
where our cancer centre, heart centre and stroke
services are based. This site also supports our urgent
and emergency care pathway.
• Ropewalk House is where we provide a range of
outpatient services, including hearing services.
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We are at the forefront of many world- leading research
programmes and new surgical procedures. In partnership
with the University of Nottingham, we operate a National
Institute for Health Research (NIHR) Biomedical Research
Centre.
Ensuring our patients receive consistently high quality,
safe care with outstanding health outcomes and
experience is at the centre of all we do.
We are very clear we need to be ambitious for our
patients and be brave, bold and innovative moving
forward, and importantly, think differently about how we

deliver safe, high quality and effective care for
our patients.
Leading-edge research, teaching and technology is an
important part of our future strategy. If we are to realise
our potential, we will work even more closely with our full
spectrum of partners, including our patients, those across
health and social care, academia and beyond in the years
to come.
We are determined to consistently demonstrate we listen
to and care for our patients and staff.

How we're
managed
The Trust Board (pictured, above) is responsible for
managing NUH. The Board consists of Executive Directors,
Non-Executive Directors, Associate Non-Executive
Directors and Advisors to the Board.
Information about the Trust Board and meeting dates and
papers can be found on our website:
www.nuh.nhs.uk.
There are ‘who’s who’ charts for corporate and clinical
services available on our intranet.
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We have five clinical divisions, each led by a Divisional
Director, General Managerand Divisional Nurse supported by Heads of Service and Matrons responsible
for specific care areas.
We have a number of corporate directorates and services
which support our clinical Divisions, including Finance,
HR, Learning and Organisational Development, Strategy,
Governance, ICT, Communications and Engagement, and
Estates and Facilities.
NUH Staff Handbook 2018

Our Divisions
Medicine Division
Delivers emergency and secondary care to our local population of Nottingham and Nottinghamshire. Services are across
both City Hospital and QMC, and includes 710 inpatient beds, a workforce of 2,400 staff, and annual budget of c.
£176m (2016/17). Services include Acute Medicine, Stroke, Cardiology, Cardiac Surgery, Infectious Diseases, Diabetes
and Immunology and Allergy. We also provide a number of specialised tertiary services to the East Midlands region and
nationally, including being a regional specialised centre for Cystic Fibrosis, Cardiology Services and Infectious Diseases.

Surgery Division
Consists of 25 diverse clinical specialties covering Head and Neck, Neurosciences, Trauma and Orthopaedics,
Abdominal, Chest and Endocrine and Major Trauma services. The Division has an annual turnover of £260m and
employs over 2,000 staff (2016/17). We are the Major Trauma Centre for the East Midlands, which is the busiest
outside of London with the best clinical outcomes in England. It was the only centre in the country to score 100% on
definitive care (surgery and critical care) and rehabilitation (2015). The centre is one of a national network of specialist
centres which concentrate expertise and resources to give the best possible care, including intensive care, brain surgery
and rehabilitation.

Family Health Division
Incorporates the Nottingham Children’s Hospital, delivers exemplary secondary care to our local population of
Nottingham and Nottinghamshire. It has the sixth largest Maternity Unit in England and is well-regarded for its research
and expertise. The Division delivers strong specialist care within the wider East Midlands region and nationally for some
services. The Division has around 400 inpatients beds, 62 critical care beds and 50 community clinics, with a workforce
of c.1,900 staff and an annual budget of £153m (2016/17).

Cancer and Associated Specialties (CAS) Division
Is made up of the following ten specialties; Breast Services, Clinical Haematology, Oncology, Palliative Medicine,
Plastics and Burns, Radiotherapy, Renal, Thoracics, Urology and Pathology. Our Cancer Centre is a tertiary referral
centre for the whole of the East Midlands, and over the past year has seen 18,000, 2-week wait referrals. The Division
delivers services through approximately 209 inpatient beds and has a workforce of around circa 1,713 staff with
an annual budget of £191m (2017/18). 48% of their income comes from local commissioning and 52% through
specialised commissioning.

Clinical Support Division
Is made up of five clinical pathways: Acute Care, Ambulatory Care and Therapies, Science and Technology, Pharmacy
and Medicines, Diagnostics and Imaging. Clinical Support services are provided through 50 operating theatres, day-case
facilities and 66 critical care beds together with modern imaging facilities on both sites including magnetic resonance
imaging (MRI), computer tomography (CT), Plain Film, ultrasound and nuclear medicine. The Division has the largest
workforce in the Trust which is circa 4,000 staff. In critical care, our annual income is £105m (2016/17).
Activity is carried out primarily in inpatient and outpatient settings and teams are involved in many community
locations providing care closer to home for patients.
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Our Vision
We will be known for our pursuit of outstanding health outcomes and excellent
patient and staff experience. We will develop our local hospital services in a
way that better integrates them with community services, and moving forward,
we will ensure only patients who need to come into hospital for care do so.
This will enable more patients to be treated at home or closer to home in the
community. This means that we will be able to grow and further develop our
specialist services to secure our future as a leading specialist centre.

1
2

Our Vision

Our Mission

Outstanding in health outcomes
and patient and staff experience.

Working together with our
patients, staff and partners to
deliver world class healthcare,
research, education and
training. A leading teaching
hospital and an innovative
partner, improving the
health and wellbeing of the
communities we serve.

3
Our Promises
Patients

4
We Listen.
We Care.
(Refresh our values
- Summer 2018 onwards)

8

Performance

People

Places

Partners

Potential

5
Our enabling
Strategies
& Plans
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Our Promises
to patients

Patients

People

Places

We will ensure our patients
receive consistently high
quality, safe care with
outstanding outcomes
and experience.

We will build on our position
as an employer of choice; with
an engaged, developed and
empowered team that puts
patient care at the heart of
everything it does.

We will invest in our estate,
equipment and digital
infrastructure to support
the delivery of high quality
patient care.

Performance

Partners

Potential

We will consistently achieve
our performance standards
and make the best use of
resources that contribute to an
affordable healthcare system.

We will support the
improvement of the health of
the communities we serve
through strong system
leadership and innovative
partnerships to deliver
integrated models of care.

We will deliver world-class
research and education
and transform health
through innovation.

NUH Staff Handbook 2018
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Values and Behaviours
We want our values and behaviours to capture what
makes working at NUH and being part of “Team NUH”
special. The standards apply to all of us, are part of
everybody’s job and apply to every action we take,
every decision we make and how we care for our patients,
their family members, carers and each other.
They underpin our ability to deliver exceptional patient
care and create a great environment for everyone
who works at NUH, and one where we consistently
demonstrate to patients and staff that we listen and we
care. In 2018, we look forward to working with
our patients and staff to refresh our values.

Patient Advice and
Liaison Service (PALS)
PALS provides advice, information and support to patients
and carers. The aim of PALS is to complement the existing
services provided by hospital teams. While all members
of staff should endeavour to resolve concerns raised by
patients and carers using their management structure and
processes, PALS staff will provide support as required.
PALS: 0800 183 0204
or PALS@nuh.nhs.uk.

Trust-wide People
Involving & listening to Experience Group
patients, carers & the
We have a People Experience Group that works to
improve staff experience and make NUH a great place to
work, responding to the annual national staff survey and
local community
We involve patients, carers and the local community in
the work we do and listen to this feedback to inform
improvements.

quarterly staff ‘Friends and Family Test’ (FFT) feedback and
themes. Areas of focus include:
• Value and Recognition

In your role, please consider how you will:

• Supporting people to do their Job

• Involve patients and carers in their individual care

• Staff wellbeing

• Involve patients in the way we run our services
(including any changes or improvements we wish to
make)

• Supporting and developing line managers

• Collect and act on feedback from patients and carers
• Contribute to being at the heart of our local
community

Public members
We have over 14,000 public members who are friends of
NUH. More details can be found on our website:
www.nuh.nhs.uk/members

• Violence, aggression and bullying
• Equality and diversity
• Keeping people informed
• Supporting new staff
• Appraisals
If you have an interest or a passion in these areas or
perhaps you just have an idea and want to make a
difference contact Jo Beckwith
jo.beckwith@nuh.nhs.uk or call x76138
to find out more.

Communication and
getting involved
It’s important for staff to know what’s happening at NUH,
keep up-to-date with the latest news and know where to
send ideas and suggestions for improvement. There are a
number of ways we help you to keep in touch.
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Our newspaper
Published quarterly, copies of NUH News are available in
our hospitals, on the intranet and at www.nuh.nhs.uk

Weekly staff e-bulletin
Trust Briefing is sent to all staff every Wednesday morning
with the key corporate updates.
NUH website – www.nuh.nhs.uk
Our window to the world provides general information
about the services we provide for our patients and visitors.

The intranet
Includes access to internal services, information about the
Trust, latest news, policies and procedures, training dates
and much more.

CEO video
Tracy’s video blog is posted monthly and includes updates
on a range of Trust issues

Front Foot
A monthly email for managers

Monthly updates
Are circulated to managers, medical staff, nursing staff
and all staff (including the patient safety e-bulletin, Chief
Nurse’s blog and Medical Director’s e-bulletin). Our Clinical
Divisions also have their own newsletters and twitter
handles

Sharing your ideas/best
practice
Follow us on Twitter
@TeamNUH

@nottmhospitals

@nottmchildrens

Facebook
Keep up-to-date with NUH news and events on Facebook:
facebook.com/nottinghamhospitals
You can access TeamNUH social media at work from your
computer.

NUH Staff Handbook 2018
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Non-medical staff
Your contract

Annual leave

Information regarding non-medical staff terms and
conditions is described nationally through the Agenda
for Change agreement. The national terms and conditions
relating to your contract may be varied from time to
time as directed by the NHS Staff Council. Any national
changes will automatically become part of your main
terms and conditions.

How much annual leave am I entitled to?

Your contract establishes the legal relationship between
yourself and the Trust and includes information regarding
pay, hours of work and place of work.

Pay
The salary and pay related terms and conditions for nonmedical staff are in accordance with Agenda for Change
(and pay bands).

Place of work
Your place of work will normally be QMC, City or
Ropewalk House. Employees are expected to be able
to work across all sites as our services require. Your job
description outlines the key tasks and expectations in
your role.

Hours of work
Standard hours of work for full-time employees is
37.5 hours.

Staff employed under Agenda for Change terms and
conditions are entitled to the following leave:
Length of service

Annual Leave and Public
Holiday entitlement

On appointment

27 +8

After 5 years

29 +8

After 10 years

33 +8

The details shown are for full-time employees. Part-time
employees will receive a proportion of these figures
depending on hours worked per week.
The annual leave year runs from 1 April–31 March every
year. Your line manager will calculate your entitlement at
the start of the new annual leave year. This is from 1 April
or when you start employment with us if it is mid-way
through the year. If you have any queries regarding your
leave, please speak to your line manager.
Previous service with an NHS employer will count as
reckonable service in respect of annual leave, regardless
of any break in service. Staff will be asked to provide
evidence of any previous service.
Annual leave is an important part of work-life balance.
Therefore, we want all staff to take their full entitlement
for the annual leave year as this is essential to your health
and safety and the organisation. See the Trust’s annual
leave policy for full details or speak to your line manager.

Hours for part time workers will be as agreed and pay
and annual leave will be calculated pro-rata in accordance
with these hours.
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Medical staff
Your contract

Doctors in training (2016 Contract Terms and
Conditions)

Terms and conditions for medical staff are determined
in accordance with the relevant national NHS Terms
and Conditions.

The annual leave entitlement for a full-time doctor is as
follows, based on a standard working week of five days:

Pay
The salary and pay-related terms and conditions for
medical staff are in accordance with the relevant
national agreements.

Place of work
Your place of work will normally be QMC, City or
Ropewalk House. Employees are expected to be able
to work across all sites as our services require.

Annual leave
How much annual leave am I entitled to?
Doctors in training (for those not on the 2016
contract terms and conditions)
The following practitioners shall be entitled to annual
leave with full pay at the rate of 5 weeks plus 2 statutory
days a year:
• Foundation 1 and 2 Doctors at 1st or 2nd incremental
points on their pay scale (years 1-3).

a. On first appointment to the NHS: 27 days
b. After five years’ completed NHS service: 32 days
Speciality doctors (including staff grade and
associate specialists)
Annual leave entitlement is as follows:
Associate Specialist

6 weeks

Staff grade

5 weeks for first two years.
6 weeks in subsequent years

Specialty doctor 5 weeks for first two years, (except
where the immediate previous post had 6 week
entitlement, in which case 6 weeks applies). 6 weeks in
subsequent years
Consultants
Consultants are entitled to annual leave at the following
rates per year, exclusive of public holidays but inclusive of
extra statutory days:
Based on service in the Consultant Grade
Up to seven years

6 weeks plus two days

Seven years and over

6 weeks plus four days

• CT doctors at the 1st or 2nd incremental points on
their pay scale (years 1-3).
The following practitioners shall be entitled to annual
leave with full pay at the rate of 6 weeks plus 2 statutory
days a year:
• CT doctors on their 3rd incremental point on their pay
scale (year 4 onwards).

NUH Staff Handbook 2018
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Types of leave
Domestic leave and
carers leave

Bereavement leave

All employees are eligible for domestic emergency leave
where their individual circumstances require. There is no
requirement for a qualifying period of service.

Where bereavement leave is granted, one to three days
of paid leave will be allocated. However, up to seven days
paid leave may be granted following the death of a close
relative e.g. parent (including step, adoptive and foster
parents), spouse, partner, civil partner or child (including
step, adoptive and foster children). These leave days will
be granted on a pro-rata basis for part-time staff.

Such leave may be allowed in the following
circumstances:
• Where domestic emergencies cannot be dealt with
using alternative leave arrangements and require
immediate action on the part of the employee e.g.
the employee is the victim of a crime or a pipe bursts
in their house.
• If urgent care arrangements must be made for a child
or dependent (domestic emergency leave should not
be used for the care of the child itself).
• If emergency care arrangements need to be made by
an employee who is the unpaid carer for a relative,
friend or neighbour who, due to illness, disability or
frailty is unable to manage alone (see Guidelines for
staff who are Carers for further information).
• Where a close family member is taken gravely ill or
suffers a serious accident that they may not survive.
In circumstances of bereavement, the bereavement leave
section that follows should be consulted.
We expect our staff to have robust arrangements in place
to ensure that dependents are cared for while they are
at work. It is also expected that back-up arrangements
will be in place. As such, domestic emergency paid
leave relating to the care of a dependant should only be
granted where such arrangements are in place but have
broken down or cannot be immediately put into practice.
Domestic emergency leave should only operate for a
short time period, rarely exceeding more than one day
at any one time. However, staff may need to take other
types of leave or utilise other types of flexible working
arrangements to deal with their individual circumstances.
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All employees are eligible for bereavement leave. There is
no requirement for a qualifying period of service.

More information about different types of leave as well
as flexible working can be found in the work-life balance
policy and on the HR policies page on the intranet.

Maternity leave
Any pregnant employee, regardless of their length of
service, is eligible for maternity leave. However, there are
eligibility criteria for maternity payments.
Ordinary Maternity Leave (OML) is for the first 26 weeks.
Any subsequent leave up to a maximum of 52 weeks is
called Additional Maternity Leave (AML).
To qualify for occupational maternity pay, staff are
required to have at least one year of continuous NHS
service 11 weeks before the expected week of childbirth.
Eligible mothers can choose to share statutory maternity
leave and pay with the child’s father/or her partner based
on their entitlement. For further information, please refer
to the Maternity Guidelines which can be found on the
intranet.

Adoption leave
Entitlement to adoption leave and pay is broadly the same
as the entitlement to maternity leave and pay.
The entitlements refer to the adoption of a child under
18 years of age.
A staff member with the primary care responsibility for
an adopted child is entitled to 52 weeks’ adoption leave,
regardless of their length of service. However, there are
eligibility criteria for adoption payments.

Paternity leave
Paternity (maternity support) leave applies to staff who
are:
• The baby’s biological father
• The child’s adoptive father
• Married or partner or civil partner to the mother
• Living with the mother in an enduring family
relationship but not an immediate family relative
• Expect to have a responsibility for the child’s
upbringing
• A nominated carer

Special Leave for
Reservist Forces
Training
Any member of staff who is a serving Reservist in
the Army Reserve, the Royal Naval Reserve, the Royal
Marines Reserve of the Reserve Air Forces is entitled to
an additional 8 days of paid leave to facilitate them to
comply with Volunteer Reserve Force training requirement.
Full details about our support for Reservists can be found
in our Reservist Forces Training and Mobilisation Policy.

Staff who fulfil the above criteria, regardless of their
length of service, are eligible for paternity leave. However,
there are eligibility criteria for paternity payments.
In order to receive occupational paternity pay, employees
must have 12 months’ continuous service with one or
more NHS employers at the beginning of the week in
which the baby is due.
Further guidance relating to maternity, paternity and
adoption leave can be found on the intranet within the
work-life balance policy and procedure.
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Keeping yourself and
patients safe
The health and wellbeing of our staff is important to us. When staff are off work, it affects the quality
of service that we can provide to those we serve. The Trust aims to ensure that employee wellbeing is
preserved and non-attendance due to ill health is minimised. If you are off sick your manager is required to
manage this and discuss your absence with you on a regular basis.

Health and attendance

Fire safety

You are responsible for attending work and performing
the duties of your post.

Your line manager will explain the fire procedures and
evacuation plans for your area. It is vitally important to
follow the instructions and ensure you know what to do
in the event of a fire.

If you are unable to attend work, the procedure for shortterm non-attendance due to ill health is:
• Day 1 – The absent employee should telephone their
main place of work in line with department/ward
procedure and speak to their line manager.
• Day 4 – The absent employee should provide further
details of their ill health (if their absence does not
exceed seven days they should complete a selfcertification form).

Professional
Membership
We require professional staff to be registered
appropriately and to maintain their registration during
their employment with us (this enables legal practice).

• Day 8 – The absent employee must provide a Fit Note
valid from the eighth day of absence.

Failure to obtain or maintain registration may lead to
disciplinary action, including dismissal.

• Return to work – When the employee returns to work
they must have a return to work interview with their
line manager or a named deputy on their first day
back (see the

Appraisals

Duty of candour
When things go wrong it is our duty to tell patients
what has happened. This statutory requirement involves
talking to patients/carers at a very early stageand formally
following up verbally and in writing after all moderate or
above harm events directly related to an incident.
Patient and non-patient safety incidents should always
initially be reported using the report an incident link on
the intranet homepage.

All staff should have an annual appraisal with their line
manager. There should also be a six-monthly review.
Appraisals include setting personal objectives, reviewing
performance against objectives for the previous year and
agreeing personal development plans. Our values and
behaviours are a central part of how we work and are
covered in your appraisals.
To progress through your incremental pay point you
should meet the requirements for your role and have
attended your mandatory training.
For staff in pay bands 8c, 8d and 9 the last two pay points
are non-recurrent and need to be annually earned.

Further information on Duty of Candour and incident
reporting is available via the intranet.

The appraisal process has three key phases:

Violence and agression

• The appraisal meeting

We are committed to improving the working lives of our
staff and will not tolerate violence, abuse or harassment.
We encourage staff to report any incident so we can take
appropriate action. We have a Trust-wide campaign called
‘Not a Target’ to show our commitment to protecting our
staff from violence and aggression.
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• Preparation for the appraisal meeting
• Recording and reporting the outcomes
Consultant and non-consultant career grade doctors will
be appraised by an appraiser accredited by the Medical
Appraisal Advisory Group. Junior Doctors have their
progress in the training programme assessed annually as
determined by the Deanery.

NUH Staff Handbook 2018
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Health and wellbeing
The wellbeing of our staff is very important. We have
one of the largest and longest running staff wellbeing
programmes in the country. Our aim is to support staff to
feel valued and cared for and helps us to be the best for
our patients.
We encourage staff to take all reasonable steps to
look after their wellbeing and for line managers to
assist through signposting to opportunities available
and supporting them to attend relevant activities in
the workplace.
Looking after our individual wellbeing includes healthy
eating and staying hydrated, being active every day,
learning and practicing stress management techniques,
prioritising sleep and rest (including taking breaks during
the working day and using annual leave regularly) and
developing support networks at home and work.

Life Support
Unlimited access to support for emotional problems and a
pathway to structured telephone counselling or face-to-face
counselling sessions (employees only).
Legal information
For any issues that cause anxiety or distress including debt
management, accountancy, lawsuits, consumer disputes,
property or neighbour legalities.
Bereavement Assistance
Health Assured offers qualified and experienced counsellors
who can help with grief and related stress plus a team of legal
advisors to help with legal issues.
Medical information
Qualified nurses are on hand to offer advice on a range of
medical or health related issues. They can’t diagnose but can
offer a sympathetic ear and practical information and advice.

Our Staff Wellbeing programme provides:

Wellbeing Portal

• A physical activity programme including onsite
fitness classes, Couch to 5k courses and pedometer
challenges

Wellbeing resources designed to quickly inform and assist with
a number of common corners ranging from stress to diet,
helpful fitness and wellbeing advice including:

• A Staff Physiotherapy service to support staff with
acute musculoskeletal problems which are affecting
work

• Cognitive Behavioural Therapy (CBT) online

• Support to travel to work via bike including a cycle to
work scheme, bike parking and changing facilities and
a monthly Dr Bike service
• Know your Numbers health check programme
• An Employee Assistance Programme to provide
emotional and practical support
• Dietitian led support for weight management and
healthy eating
• Psychological wellbeing initiatives including coping
with stress workshops and mindfulness workshops
Many of our activities are provided in association with
the Hospital Charity. You can get more details about the
programme by contacting the Staff Wellbeing Team on
staffwellbeing@nuh.nhs.uk or via the website
www.nuh.nhs.uk/healthandwellbeing
Work life balance is very important at NUH. Our Work Life
Balance policy provides information on a number of areas
including: domestic emergency leave, bereavement leave
and maternity, paternity and adoption leave.

• Four week self-help programmes
• Mini health checks
Accessing the EAP as an employee
To find out more information on what services can be
provided, please visit the Health and Wellbeing Portal at
www.healthassuredeap.com or call 0800 783 2808. You
can also download the Health Assured Mobile App, ‘Health
e-Hub’ offering proactive wellbeing measures from the palm
of your hand.
Username: NUH
Password: EAP

Occupational health
Our OH service is available to all staff who have a health
issue relating to their work.
Services include:
• Pre-employment screening, statutory medicals, and
post- employment checks
• Flu jabs

Employee assistance
programme

• Advice to ensure that individuals with disabilities or
health problems are not inappropriately placed in their
work. Our OH professionals also advise on sickness
absence

Health Assured runs the NUH employee assistance programme
and offers cover for staff and immediate family members, 24
hours a day, 7 days a week, 365 days a year for:

• Advice on health and safety issues.

20

• Confidential counselling service by a qualified counsellor
• Advice on all aspects of a healthy lifestyle such as ‘stop
smoking,’ exercise plans and healthy eating
• Regular first aid training
NUH Staff Handbook 2018

NUH Staff Handbook 2018

Rewards
and benefits21

Staff discounts
and recognition
Many companies and organisations offer discounts to staff. All of these offers are on the intranet.

Pension scheme
Membership of the NHS Pension is available to all
employees and your pay will be subject to deduction of
your pension contribution in accordance with the NHS
pension scheme.

Staff lottery
For as little as £1 a month you can enter our staff lottery.
You could win up to £1,000 but also contribute towards
staff welfare equipment and amenities.
Contact x53234 or x55940 for more information.

NUHonours Awards
These annual awards celebrate the fantastic work of all
our staff across NUH. Nominations from fellow staff and
patients are encouraged. These awards are run with the
support of Nottingham Hospitals Charity. Nominations
typically open in April/May and the winners are
announced in November.

22

Nurse & Midwife of the
Year Awards
These annual awards celebrate the exceptional
contribution of our nurses and midwives. The Awards are
run in conjunction with Nottingham Express Transit (NET)
and the Nottingham Post who invite nominations from
patients, carers and staff.

Long Service Awards
We hold annual awards to recognise the
long service of staff who mark 20, 25, 30 and 35 years
of service in-year. We also celebrate the long service of
our volunteers. These awards are held in June and July
each year and are possible thanks to sponsorship from the
QMC and City League of Friends charities.
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Travel to work
Travel to work savings scheme

Staff car parking

Allows staff to take advantage of the discounted advance
travel pass rates offered by most transport operators
without having to pay the full amount in one go. Instead
NUH buys the ticket on behalf of the employee, at the
discounted rate, and this is taken back from salary in
monthly instalments.

Please see the intranet for details of how to apply for
a staff parking permit. Applications are scored against
agreed criteria. There is a monthly payment for permits.
The more you earn, the more you pay.

Operators taking part are:

QMC is the first hospital in England to have a dedicated
tram stop. It runs to and from Toton Lane Park & Ride off
Bardill’s Roundabout and the city centre.

• Nottingham City Transport
• Trent Barton
• NET
• Kangaroo (multi-operator pass)
• East Midlands Trains
See the internet for more details and an application form.

Medilink bus service
A Medilink bus services run from Monday to Friday every
10 minutes from 7.40am until 5.45pm between Queen’s
Drive Park and Ride, QMC, Wilkinson Street Park and Ride
and City Hospital.

Travel on the tram

Trams run every few minutes at peak times and operate
between 6am and midnight seven days a week. Tram
journey times between Toton Lane Park & Ride and QMC
take approximately 20 minutes.
The Tram also stops at Wilkinson Street where it connects
with the free Medilink service which runs between QMC
and City.
The tram stop now provides direct access to the hospital,
via the Sir Peter Mansfield bridge.
Find out more at www.nuh.nhs.uk

Before 7.40am and after 5.45pm a less frequent Medilink
service is available with the last bus departing each
hospital site at 7.40pm. Check the Estates & Facilities
section of the intranet for latest times.
The Medilink bus service is free for NUH staff;
just show your ID badge when boarding. There is
a charge for patients.
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Staff benefits
Trade Union membership
We are fortunate to have the active and committed
engagement of a range of trade union organisations
which represent the interests of employees. The formal
mechanism for discussion, consultation and negotiation
with trade unions is the NUH Staff Partnership
Committee, jointly chaired by the Director of HR and
Staff-Side Chair.

The Local Negotiating Committee (LNC) is a committee
which exists to address those matters that are specific
to the employment and contracts of medical and
dental staff.
Contact details for the Staff-Side Chair, Secretary
and Vice-Chairs can be found on the HR section of
the intranet.

Restaurant opening times
QMC
Name

Location

Opening times

Eatwell

D Floor

Mon-Fri, 7.30am-2.30pm

Costa Pod

D Floor

Mon-Fri, 8am-6pm

Fontanella

Main Entrance

Mon-Sun, 8am-11.30pm

Costa Coffee

Main Entrance

7 days a week, 24 hours

Location

Opening Times

North Road

Mon-Fri, 8am-2pm

Eatwell Costa Coffee

North Corridor

Mon-Fri, 8am-6.30pm

Eatwell Costa Coffee

South Corridor

Mon-Fri, 8am-6.30pm

Eatwell Costa Coffee

West Corridor

Mon-Sun, 8am-6.30pm

Eatwell Costa Coffee

Maternity

Mon-Sun, 8am-11.30pm

Eatwell Costa Coffee

Green Entrance

Mon-Fri, 8am-6.30pm
Sat-Sun, 12noon-6.30pm

Trust HQ, North Rd

Mon-Fri, 11.30am-1.30pm

City Hospital
Name
Cityside Restaurant

Trust HQ
Breast Institute
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Training and
development
NUH is committed to providing education,
training and development to all staff, enabling
you to achieve your goals whilst providing safe
and thoughtful care. A discussion with your line
manager will help to guide development in your
current role through identifying your strengths and
areas for development. Your manager will be able to
have a talent conversation with you to help explore
your future career opportunities.

Mandatory Training
Staff should complete their NHS Core Skills Mandatory
Training refresher once a year with the exception of local
fire safety practical training which is every two years.
eLearning and bookings for classroom based sessions can
be made through the virtual learning environment
www.learningatnuh.co.uk

Development directory
We have a Development Directory which is available
to all staff and details the training and development
opportunities we support. This is available on the intranet
or at www.learningatnuh.co.uk.

Personal development
We encourage all staff to engage in ongoing development
opportunities either in a formal or informal way.

Staff development and
study leave

Please remember unless this training is up to date you will
be unable to complete any other development.

This policy supports the Trust’s need to provide a
competent workforce to ensure safe patient care. It
defines training in three ways:

Please email Learning@NUH Helpdesk or call x76776
and follow us on Twitter: @learningatNUH

• Mandatory training

Learning and
organisational
development
We offer a wide range of learning and development
options including:

• Essential training
• Optional training
This policy provides managers with guidance on how to
support funding and time requests as well as prioritising
development opportunities.
The policy also ensures priority is given to learning
activities that support staff to provide safe, high-quality
patient care.

Apprenticeships, management and leadership workshops,
conferences, time outs and functional skills such as
literacy and numeracy.
These can be accessed through Learning@ NUH or by
emailing NUHAcademy@nuh. nhs.uk
We also have a small team of OD professionals supporting
individual, team, organisational and system wide change
and transformation.
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Supporting
our staff
Information Governance
We have a duty and responsibility to keep patient
information safe and confidential.
Any confidentiality breaches or personal information
losses should be reported.
For more information about Information Governance or to
view related policies, visit the intranet.

• Ill-treatment of a patient or malpractice has taken
place or is likely to take place
or
• There is or there is likely to be danger to the health,
safety and welfare of any individual, patient or
member of staff

How can I raise my concern?

Whistleblowing

Concerns can be reported in a number of ways:

We are committed to reducing all risks across the
organisation to patients, staff and the service we
provide. We support a culture which acknowledges
that sometimes things go wrong, but as an organisation
we learn from our mistakes and take action to put
things right.

Where the allegation involves the line manager, or in the
case of a very serious concern, the matter may be raised
with the next senior person (the person immediately more
senior to the line manager) in the directorate/department.

A fundamental part of this process is employees being
able to raise any genuine concerns they may have about
the Trust’s activities, or any individual within it, reasonably
and responsibly with the right people and without fear
of victimisation.

Freedom to speak up
guardian
The trust has its own Freedom to Speak Up Guardian and
champions who can help staff to raise concerns.
“The Freedom to Speak Up Guardian acts as an
independent and impartial source of advice to staff at any
stage of raising a concern, with access to anyone in the
organisation including the Chief Executive, or if necessary,
outside the organisation.”– Francis Report 2013

Internally: To your line manager in the first instance.

In the case of an exceptionally serious matter in which
a delay could result in a serious untoward incident or
damage to the Trust’s reputation the matter should be
raised with the Nominated Officer. At NUH, this is the
Director of Human Resources.
The matter may be brought to the attention of a Trade
Union or professional organisation representative, who
will then raise the matter with the Nominated Officer on
behalf of the employee.
Where the concern is about an Executive Director of the
Trust, an employee has the right to raise it (verbally or in
writing) directly with the Chairman or a Non-Executive
Director of the Trust Board.
Externally: A helpline has been set up and NHS staff who
have concerns and are unsure how to raise them or would
like free, independent and confidential advice can call
08000 724 725.

What concerns should the Trust know
about?
The whistleblowing policy is not intended to be used to
raise issues relating to an individual’s employment, which
should be dealt with under the HR policy. However, it
should be used to raise any genuine concerns that:
• A criminal offence, including suspected fraud has
been committed, is being committed, or is likely to be
committed
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Guardians of safe
working practice

Staff support networks
at NUH

The Guardians of safe working practise work with NUH’s
Junior Doctors to uphold the conditions of the new Junior
Doctor contract. They focus on safe working conditions
and supporting the health and wellbeing of this group
of staff. The Guardians of Safe Working practise meet
regularly with the Junior Doctors forum and feedback to
Trust Board on a quarterly basis

NUH has the following staff support networks:

Equal opportunities
for all

• Carers Network

We are committed to building and developing a diverse
workforce reflecting the communities and patients we
serve, whose talents will enable us to work together to
deliver the best care for patients. We will support staff
to achieve their full potential in a working environment
characterised by dignity and mutual respect.
At NUH we promote equality of opportunity and access
to all.
All forms of diversity and protected characteristics are
viewed positively.
We value equally the unique contribution that individual
experience, knowledge and skills can make.
We are therefore clear that:
All patients, employees and members of the public
should be treated fairly and with respect, regardless
of age, disability, gender, marital or civil partnership
status, membership or non-membership of a trade
union, race, religion, pregnancy status, domestic
circumstances, sexual orientation, ethnic or national
origin, social and employment status, HIV status, or
gender reassignment.
All staff should familiarise themselves with the Equal
Opportunities Policy document to ensure they understand
their own individual responsibilities. A range of guidance
documents to support staff in providing the best possible
care for people from diverse minority groups are available
on the trust intranet including autism and gender
reassignment. The Trust has set out its equality and
diversity statutory requirements in a document called the
‘Equality Delivery Scheme 2’ which is available on both
the intranet and www.nuh.nhs.uk.
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• Black and Minority Ethnic Staff Network
• Lesbian, Gay, Bisexual, Trans, Questioning and Allies
(LGBTQ and Allies) Staff Network
• ’Staffability’ - Disability Staff Network (Physical,
Sensory, Mental)
Staff network groups and associations not only serve to
promote equality and inclusion at NUH, they play a role in
providing support for staff from minority groups who may
be experiencing problems in the workplace.
The networks also assist the organisation to ensure
business policies, practices and procedures are as inclusive
as possible and do not have any negative impact on staff
and service users.
Staff networks are open to everyone irrespective of their
protected characteristic who are keen to progress equality.

Dignity at work
Dignity at work relates to how individuals treat one
another. It concerns both the culture of the organisation
and how members of staff interact. It is about embracing
each other’s qualities, strengths and differences and
valuing and respecting each other.
We are committed to providing a healthy working
environment where everyone is treated with dignity
and respect, feels supported and remains motivated,
productive and happy without the fear or threat of
bullying and harassment.
The quality of our interactions can have a deeply profound
effect on an individual’s health and wellbeing and
ultimately on their enjoyment and satisfaction at work.
The dignity at work policy is available on the intranet or
from your line manager.
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Nottingham Hospitals
Charity
We are your charity, supporting the great work that
takes place in our hospitals, helping to provide the extras
that make all the difference to patients, their families
and carers, and to staff. The public support given to the
charity is amazing, with around £4million generously
donated each year. This is a testament to the wonderful
work that our staff do to make patients feel the desire to
‘give back’ in this way.
Donations to the charity are used to enhance patient care
at NUH by providing specialist equipment, supporting
innovative medical research, enhanced facilities and
environments and staff training.
It is Trust policy that all gifts, donations or proceeds from
any fundraising activities, which are intended for hospital
use are passed to the charity promptly, for banking and
administration.
More details are available from the intranet or
nottinghamhospitalscharity.org.uk
You can follow the charity on Twitter:
@NUHCharity
or Facebook
@NottinghamHospitalsCharity
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Useful contacts
Communications Team
PALS Team

nuhcommunications@nuh.nhs.uk
x61975
0800 183 0204 x62301/65412

Pay services helpdesk

x57456

In house emergency

x2222

Car parking

QMC: x62072

Complaints lead

x62319

Governance faculty

x63858

Occupational health

City: x54962

0115 962 7646 x56646

ICT helpdesk

x69000

Switchboards

QMC: 0115 924 9924 x1

Estates and facilities helpline

x57000

HR

x76450

City: 0115 969 1169 x1

QMC: x63799

Chaplaincy

City: x56187
or Switchboard for duty Chaplain 24/7

Car parking office
Access control

x54992
QMC: x64212. Open 9:30am – 12pm & 1pm – 3pm
Monday, Wednesday and Friday
City: x76245. Open 9:30am – 12pm & 1pm – 3pm
Tuesday and Thursday
Maisie LaFond,
Staff Side Chair & RCN Lead
Tel: 07713 097051
Andrew Clayworth,
Joint Staff Side Vice Chair & UNITE Lead

UNION numbers

Tel: 07713 097014
Martin Hallam-Benn,
Joint Staff Side Vice Chair & Unison Lead Rep
Tel: 07985 251619
Helen Inskip,
Staff Side Secretary & RCN Lead
Tel: 07812 268157
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Learning@NUH helpdesk
NUH academy
Freedom to Speak Up guardian

x76776
NUHAcademy@nuh.nhs.uk
Kirstie Macdonald,
Freedom to Speak Up Guardian
Email: freedomtospeakupguardian@nuh.nhs.uk
Tel: 07812 270 154
Clare Cooper,
Junior Doctor Liaison Officer
Email: clare.cooper3@nuh.nhs.uk
Arthur Newton,
Ward Administrator HCOP
Email: arthur.newton@nuh.nhs.uk
Tel: 0115 924 9924 x69018
Mohammad Ali,
Research Officer
Email: mohammad.ali@nuh.nhs.uk
Tel: 0115 924 9924 x70691 Mobile: 0781 227 5014
Laura Mitchell,
ODP

Freedom to Speak Up champions

Email: laura.mitchell@nuh.nhs.uk
Karen Whiting,
Patient Safety Team
Email: karen.whiting@nuh.nhs.uk
Tel: 0792 5850 354
Steve Gill,
Critical Care Consultant
Email: steven.gill3@nuh.nhs.uk
Fay Allen,
Ward Sister Harvey 2
Email: fay.allen@nuh.nhs.uk
Hannah Enguell,
Doctor HCOP
Email: hannah.enguell@nuh.nhs.uk
Olivia Hay,
Research Practitoner
Email: olivia.hay@nuh.nhs.uk
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