NHS Education for Scotland

Taxi Policy

1. Introduction

1.1
This policy applies to all NHS Education for Scotland (NES) offices and to all staff working within them, whether on NES contracts or not.

2. Objectives

2.1
The objectives of this policy are twofold. Firstly, to ensure that terms and conditions for the use of taxis by staff of NHS Education for Scotland (NES) offices are clearly set out. Secondly, to ensure that all existing guidelines appropriate to the organisation are being met.

2.2     In reviewing the provisions of this policy, the underlying requirement is always  

          to ensure that best value for money is achieved. The policy identifies the most appropriate arrangements for the use of taxis. However, the policy is not intended to be restrictive, but to ensure that staff and line managers can determine the most appropriate arrangements in any particular circumstances. 

         As part of the routine financial monitoring of the organisation, the  implementation of this policy will be monitored by the Director of Finance and the finance team to ensure that value for money is being achieved.

3.
General

3.1
It is essential that staff are aware of Whitley guidelines regarding the use of taxis. 

“Taxi fares shall be payable only in cases of urgency or in other cases in which transport is reasonably required and an adequate public service is not available. Where these conditions are not fulfilled employees using a taxi shall be entitled to claim the sum they would have paid had they travelled by public service vehicle.”

3.2 The Whitley guidelines regarding taxis are strictly applied throughout the NHS and other public sector organisations. However NES accepts it is appropriate to allow a degree of flexibility for NES staff under certain circumstances. This is because of the poor quality of public transport in some areas, which dictates that public transport is not a realistic option. 

3.3 Taxis must not be used for short journeys which are walkable in the same time-scale as it would take a taxi to travel.   This is especially the situation in Edinburgh where Rose Street and Queen Street offices are very close to the 

          railway station, bus station, SEHD, etc.   Exceptions will be made only where  there are other circumstances i.e. disability, ill-health, heavy bags 

4.
Inland Revenue Rule
4.1 In rare instances it may be felt necessary to get a taxi from or to home either to NES offices or any other venue. Taxis to and from an employee’s home address can rarely be justified as this is not the normal method of travel and Inland Revenue rules apply in these circumstances.

4.2 NES accepts that if an employee has to leave home particularly early in the    morning, get back very late at night, have a lot of bags, etc, there may be a good case for the use of a taxi.

4.3 However, NES must apply Inland Revenue guidance which imposes tight conditions if this type of travel is to be tax free.   The following conditions must be met:

· The taxi journey must start after 9:00pm (NES is prepared to include early morning journeys commencing before 7.00am);

· The employee must not require these taxi journeys on more than 60 occasions in a tax year;

· The employee must not be leaving home early/returning late from choice (e.g. to avoid rush hours, because they wish to start early/work late to clear work, etc). They must start early/work late because of an organisational requirement 

· Leaving home early/late return must not be a feature of the employee’s job.
5.
Policy

5.1
It is the responsibility of each NES office to prepare a formal policy regarding the use of taxis in the light of their location. The policy must take into account:

·  
Where the office is situated with regard to the nearest train station, airport and other offices (e.g. other NES offices, hospitals, university offices, etc);

·  
The quality of public transport in their area;

·  
Cost effectiveness 

1. is it cheaper to use a taxi to transport documents than a courier? 

2. a taxi may not be cost effective for 1 person, but very cost effective for 4-5 people.

6.    Tendering Process

6.1  If an office considers it might spend over £10,000 per year on taxis, it must go through a formal tendering process. Detailed guidance can be found in the NES Standing Financial Instructions. If taxis are likely to cost less than £10,000 per year 3 quotes should be obtained. As part of the tendering/quotation process it must be agreed that all taxi customers must sign a receipt which states:

· The date;

· The start and end points of the journey;

· The start and end time;

· The amount the journey cost.

 A copy of the receipt must be given to the taxi customer.
7.     Taxi Requests

7.1   Only authorised staff in each office can order a taxi.   Authorised staff require to be agreed locally.

7.2
Under no circumstances can anyone other than the authorised staff order a taxi. 

7.3
The person requesting the taxi must advise the authorised member of staff:

· The destination;

· The time they need to commence their journey;

· How many passengers will be in the taxi;

· The name of the appropriate budget holder.

The authorised member of staff must record these details in full in a dated register so that the taxi company’s invoice can be checked on receipt.

7.4    Staff must ensure they are ready for their taxi when it arrives as NES cannot pay  

         charges levied by taxi companies for waiting time. 

7.5    Taxis must never be ordered to collect someone who is not a member of staff

         from a train station, airport, etc. If a taxi is necessary the person concerned should pay for it themselves, and reclaim the cost from NES.

7.6    Staff using any taxi must always obtain a clear receipt.   The receipt must clearly

         show:

·   The date;

·   The start and end points of the journey;

·   The start and end time;

·   The amount the journey cost.

The receipt must be given to the person in the office who is authorised to order taxis.

8. Monitoring and Review

8.1    The use and cost of taxis will be monitored by the finance team in the central office and business managers in the regional offices to ensure corporate policies are being followed.   Internal and external audit are also likely to review the use made of taxis under this new policy in due course.
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