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The Staff Christmas-Taxi Booking Request Form 2020/21
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Applicants Name: ……………………………….……….……..…Ward/Department ……………………………..…Mobile No……………………………………………Date…………………………..
Line Manager’s Name ………………………..……………………Department ……………………………………….………….…Telephone Number ………………………………..………….

	Requested Taxi Journey Date
	Requested Taxi Inward/Outward  Arrival/Leaving Time 
	Pick-up Address  
	Destination
	Usual Bus Number 
	Usual  bus arrival or leaving time at/from RBCH
	Christmas Bus Schedule arrival/leaving time (Only claims for additional waiting times of at least 30 mins will be considered) 
	Staff Signature – I confirm that I do not have my own transport, cannot get a lift with other staff, family or friends, I do not live within walking distance of work and there are no appropriate buses scheduled.
	Line manager signature to confirm shift time and that no bus/train is available (see timetable)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Before completing, please read the instructions on the reverse of this form 
Instructions for completing the Taxi Booking Request Form and Making the Taxi Booking for Poole Hospital Staff 
Completing the Request Form
1. Take the completed form to the Poole Cash Office between 09.00 -13.00 and 14.00 – 16.00  Monday to Friday, from December 10th to 22nd. ANY APPLICATIONS MADE AFTER DEC 22nd AT 12.00 NOON WILL BE DECLINED.
2. The Cashiers Office will only accept fully completed forms and your cash contribution and so please ensure that all parts are filled in and signed by both the line manager and staff requesting the transport
3. A separate entry must be completed for each journey, either travelling into work or going home 

4. Christmas Taxi Transport is only available to staff who 
· have no access to personal transport, 
· cannot share a lift with other staff members, 
· cannot receive a lift from family or friends

· do not live within walking distance (1 mile of their work site)
· are delayed by an additional 30 minutes by the reduced Christmas bus service

             The staff member requesting transport must sign each entry to confirm that the above criteria apply to all journeys requested.
5. Public transport must be used when available and so line managers should sign against each entry to confirm that public transport is not available for each taxi journey requested. See attached link for a full list of available services Yellow Bus  https://www.yellowbuses.co.uk/christmas and  More Bus https://www.morebus.co.uk/christmas 

6. You are required to a make a contribution to the cost of travel equal to your normal journey fare. So you will need to provide the cashier with;

· A recent bus or train ticket showing the cost of your normal fare to work and 

· Your cash contribution; which must be given to the cashier at the time of requesting the journey/s.

7. Once your cash contribution has been received, you will be issued with a docket for each journey requested. 

Booking, Using and Cancelling the Transport

1. To book the taxi you will need your docket(s) issued by the cashier. 

2. Tel PRC Streamline on 01202 373737 (Taxi fares will not be paid to alternative taxi companies)
3. Quote “NHS 999 Christmas Taxis” to the call handler and state the docket number for each journey requested, which is on the top right hand corner of the docket

4. The call handler will ask you for the details supplied within the docket including your mobile phone number
5. When you travel the docket must be given to the taxi driver when you are collected (the taxi driver will only transport you if you provide a docket for each journey).

6. Drivers will expect to pick you up for the return journey from the hospital main entrance, unless otherwise stated.
7. If you no longer need to use the transport phone 01202 373737 and cancel the journey, at least 1 hour before the journey is required.
8. You will be charged for the cost of the journey if you fail to cancel a journey and do not attend for work.
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