
SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

REPORTING CONCERNS ABOUT THE PERFORMANCE OF COLLEAGUES 

TRUST POLICY 

1. Doctors working within the Sheffield Teaching Hospitals NHS Foundation Trust are 
reminded of their professional obligation as set out in the GMC's Good Medical Practice 
"Duties of a Doctor", as listed on the reverse of this sheet. 

In particular, you will be expected to "act quickly to protect the safety of patients if you 

have reason to believe that you or a colleague may not be fit to practice". 

2. The STH Trust is committed to the principles of "Duties of a Doctor", and believes that 

all of its employees should be able to take rapid action in the rare circumstances when 

the performance of a medical staff member gives cause for concern. 

3. The STH Trust believes that doctors' professional duty to report concerns will usually 

only be discharged by bringing the matter formally to the attention of Trust management, 

by making a confidential communication to the Clinical Director/ Medical Director. If 

there are concerns about the performance of the Medical Director, then these should be 

referred to the Chief Executive. 

On receipt of any such complaint, the Medical Director will determine what action is 

required in accordance with Trust Policy. If the complaint relates to the Medical Director, 

the Chief Executive will determine the necessary action. 

 

 

 

 

 

 

 

 

 



SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

DUTIES OF A DOCTOR 

The duties of a doctor registered with the General Medical Council 

Patients must be able to trust doctors with their lives and health. To justify that trust you must show respect for human 
life and make sure your practice meets the standards expected of you in four domains. 

Knowledge, skills and performance 

 Make the care of your patient your first concern. 

 Provide a good standard of practice and care. 

 Keep your professional knowledge and skills up to date. 

 Recognise and work within the limits of your competence. 

Safety and quality 

• Take prompt action if you think that patient safety, dignity or comfort is being compromised. 

• Protect and promote the health of patients and the public. 

Communication, partnership and teamwork 

Treat patients as individuals and respect their dignity. 

• Treat patients politely and considerately. 

• Respect patients' right to confidentiality. 

Work in partnership with patients. 

• Listen to, and respond to, their concerns and preferences. 

• Giver patients the information they want or need in a way they can understand. 

• Respect patients' right to reach decisions with you about their treatment and care. 

• Support patients in caring for themselves to improve and maintain their health. 

Work with colleagues in the ways that best serve patients' interests. 

Maintaining trust 

• Be honest and open and act with integrity. 

• Never discriminate unfairly against patients or colleagues. 

• Never abuse your patients' trust in you or the public's trust in the profession. 

You are personally accountable for your professional practice and must always be prepared to justify your decisions 

and actions. 

 

 

 

 

 

 

 

 



SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

TACKLING UNACCEPTABLE BEHAVIOUR AT WORK – INFORMATION FOR 
EMPLOYEES 

The Trust places great emphasis on the quality of working life of all our employees. We believe that a good working 
environment is an important part of our working lives, and that it helps us deliver high quality care to our patients. 
Our behaviour towards each other is an important part of our working environment. Our PROUD values support this. 
Respectful is being kind, fair and valuing and respecting people's differences. 

This leaflet sets out the Trust's expectations of our behaviour at work and explains where to go for more information 
if you experience or witness any behaviour that falls below the Trust's expectations. 

Who does this apply to? 

All employees — regardless of grade or job title. 

How does the Trust expect us all to behave? 

Our workforce is made up of people from all walks of life. We will often have different views and opinions based on 
our work and life experience and what is important to us. You might not agree with what a colleague says, does or 
believes in, but how you chose to disagree with them is down to you. 

• We are all expected to treat each other with dignity and respect — treat others as you would want others to 
treat you. 

• We are all expected to behave in a way that does not discriminate against colleagues especially with regard 
to age, disability, race, religion or belief, sexual orientation, gender re-assignment, pregnancy/maternity, 
marriage or civil partnership. 

• We are all expected to take personal responsibility for the impact of our behaviour on others — the way you 
behave towards others will affect the way they behave towards you. 

Our 'Acceptable Behaviour at Work Policy' explains how to tackle behaviour that you feel is unacceptable. It can be 
found on the intranet under 'corporate policies'. If you can't easily access the intranet the HR Department can give 
you a copy in confidence. 

What should I do if I think someone's behaviour is unacceptable? 

There are a number of different things you can do, but the most important thing is to not ignore it. You may feel able 
to tackle it yourself, or you may not. You may witness something, rather than have experienced it yourself. You can 
speak in confidence to a manager, the Human Resources Department and/or Trade Unions for initial advice. You may 
need to give more details to help find the right way to deal with it. This may be an informal discussion or something 
more formal, depending on the circumstances. 

What do we mean by bullying or harassment? 

Bullying is behaving in a way that is offensive, intimidating, malicious or insulting. It can take many forms from 
blatant actions carried out in front of other people to manipulative tactics obvious only to the bullied person. Bullying 
can be as extreme as violent and physically threatening actions, or as subtle and secretive as deliberately ignoring 
someone or spreading spiteful rumours. It is usually deliberately targeted at a particular individual. It may come from 
your manager, your colleague/peer or someone more junior. Examples of bullying may include verbal abuse such as 
personal insults, swearing , shouting, belittling comments, spreading rumours; it may be unfair treatment such as 
always getting the undesirable shift, being told 'no' without a good reason, missing you out such as withholding 
information, ignoring someone's views or excluding from the social side of work. These are just some examples. 
Bullying can wear you down, leaving an individual with ill health or loss of confidence. It can make you unhappy at 
work; it might affect the way you do your job. 

Harassment is where the inappropriate behaviour is because of what is known as a 'protected characteristic'. These 
protected characteristics are age, disability, race, religion or belief, sexual orientation, gender re-assignment, 
pregnancy/maternity, marriage, civil partnership. Harassment on these grounds is against the law. 

It is important that we all treat each other with dignity and respect, and work together in an environment that 
supports our PROUD values and our drive to maintain the highest quality of care to our patients. Please don't ignore 
behaviour of colleagues that you feel isn't right. Be aware of who you can talk to and where to find more information. 

 

 

 

 



SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

TACKLING UNACCEPTABLE BEHAVIOUR AT WORK – INFORMATION FOR 
EMPLOYEES WITH A DESIGNATED ROLE IN THE ACCEPTABLE BEHAVIOUR AT WORK 

POLICY 

The Acceptable Behaviour At Work Policy sets out the Trust's expectations of how unacceptable behaviour should 
be tackled. Whilst the emphasis will always be to resolve matters informally where possible, the procedure does have 
provision for a formal investigation route. The procedure sets out how complaints should be handled and sets out 
designated roles to support this process. This leaflet is aimed at those who may take on a designated role. 

Who should read this leaflet? 

Managers who may be required to formally investigate a complaint of unacceptable behaviour 

Representatives from Human Resources/Medical HR or a trade union and may be required to support an investigation 
or give initial advice. 
Alt those who have are trained as 'mediators'. 

You should also read the Acceptable Behaviour at Work Policy and the basic awareness leaflet. 

Investigating manager role 

Whilst the emphasis is on seeking routes to informally resolve a concern in some circumstances a formal 
investigation may be required. The lead investigator will be a manager not previously involved. This manager is 
usually more senior than the people directly involved and from the same directorate or care group. Exceptionally, it 
may be appropriate for the investigating manager to be from a different directorate. The investigating manager will 
aim to establish facts and other details of the complaint, also interviewing the person being complained about and 
any witnesses as appropriate. The purpose of the investigation is to form conclusions and recommendations and 
share these with the persons directly involved in the form of a report. 

Trade Union representatives 

Trade union representatives are usually involved at an informal stage to give advice, in confidence, to trade union 
members about the options to resolve the problem. Anyone involved in a formal investigation is entitled to be 
represented by a trade union representative or a work colleague. The representative will support their member at all 
formal meetings and will ensure that the procedure is being followed appropriately. 

Human Resources/Medical HR representatives 

HR and MHR representatives are also usually involved at an informal stage to give initial and ongoing advice. in 
confidence, to either an employee or a manager. HR/MHR will also support a formal investigation as required to 
ensure that the policy is followed appropriately. HR/MHR will usually attend formal meetings with any employees 
involved in the investigation process, and any meetings to discuss outcomes of the investigation. 

Mediators 

Staff who are trained as mediators may be called on to help resolve a situation either in advance of a complaint, at the 
stage of an informal complaint or following a formal investigation. 

Quick Guide to the procedure 
Step One Emphasis on resolving any issue informally 

Step Two If unresolved informally, consider a formal investigation  

Step Three Formal Investigation 

Step Four Sharing outcomes and recommendations 

Step Five Right of appeal 

 



  



  



  



  



SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

EXPENSES 

 

Expenses is an on-line Expense Management System. It provides a simple process for employees to submit, 
authorise and reimburse expenses. You can see exactly what you as an individual can claim for, when any 
claims have been approved, and when they will be paid. You can also access all previous claims. 

To activate your account, please send details of your full name, payroll assignment number, department and 
nhs.net email address to sth.expensesadmin@nhs.net If you will be claiming for travel costs you will need to 
add your vehicle to the system following logging in. This includes the make, model, registration number, fuel 
type and engine size. Please be aware that your vehicle must be approved and activated within the system 
which can take approximately 24 hours. 

Expenses should be submitted no later than 3 months from the date of incurring the expense. You can build 
your claim throughout the month, saving as and when required, but can only submit one per month. You must 
ensure your claim is itemised to reflect the date the expenses were incurred. 

Expenses360 is an app that you can download and use on your mobile phone or tablet. It is available on 
iPhone, Android and Blackberry smartphones. Add travel expenses whilst on the move and use your device's 
camera to capture receipts. A Simple 'sync' to your on-line Expenses account will have them ready for you 
to submit when you next log in. 

Online training guides and other useful documents can be found in the Expenses section of the Victoria Pay 
Services intranet site. They provide you with the ability to learn at your leisure and refresh as and when 
required. However, you may find the following points useful when making a claim: 

 Consultant Study Leave — Ensure you choose the 'Study/Training M&D Career Grade' option in the 
Type of Expense field. This will allow your claim to be checked by Medical Personnel prior to the 
Approving Manager in your department. 

 Consultant Home to Base — consultants can claim up to a maximum of 10 additional miles per home 
to base journey when needing to use their car for official journeys to other work locations. You should 
enter your full journey using the Business Miles expense item and use Consultant Home to Base 
expense item to claim the home to base deduction (up to a maximum of 20 miles per return journey). 

 Junior Doctor Study Leave — Ensure you choose the 'Study/Training M&D Junior' option in the Type 
of Expense field. This will allow your claim to be checked by Medical Education prior to the 
Approving Manager in your department. 

 Junior Doctor Excess Mileage — You must start and end your journey from home to allow the system 
to apply the correct terms and conditions. You must also ensure you choose the 'Excess Mileage' 
expense item to ensure you are paid at the correct rate. 

 Business Miles — Any journeys undertaken whilst on duty, and in addition to your normal daily 
commute, should be claimed using Business Miles expense item. 

Please note: 

Relocation expenses are not currently reimbursed using electronic Expenses system. To make a claim you 
will need to submit the relevant paperwork. This is available from the Medical HR Department. 

 

 

 

 



 

 

SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

STATUTORY SICK PAY (SSP) 

The employer is responsible for paying Statutory Sick Pay (SSP) to their employees for up to 28 weeks of sickness. 

SSP replaces the employee's entitlement to State Sickness Benefit which is now payable as long as any employer's 

responsibility remains and will be treated like wages in that it will be subject to P.A.Y.E. and to National Insurance 

Contributions. 

Rate of Payment 

Rates of SSP are variable according to earnings and are determined each year by the Department for Work and 

Pensions. 

Payment of Sick Pay under National Health Service Whitley Council Regulations 

Payment continues to be made under the existing sick pay regulations of the various Agenda for Change but it is 

necessary to indicate on the payslip the amount of notional SSP receivable. After the expiry of the notional payment 

of 28 weeks SSP a claim will have to be made by the employee to the Department for Work and Pensions for any 

entitlement under the State Sickness Benefit Scheme, and a notification that such a claim is becoming due will be 

given to the employee by Sheffield Teaching Hospitals NHS Foundation Trust. A Department for Work and Pensions 

form SSPI (T) with an explanatory letter of the procedure to be taken will be sent to them by Victoria Pay Services at 

Sheffield Teaching Hospitals NHS Foundation Trust. 

Exclusion from SSP 

There will be occasions when an employee is excluded from receiving SSP and will have to claim State Sickness 

Benefit from the Department for Work and Pensions. If the need for this should arise the employee will be sent a form 

SSPI (E) by Victoria Pay Services at Sheffield Teaching Hospitals NHS Foundation Trust which states the reason for 

exclusion and also a Letter of Authority explaining the procedure the employee has to take to claim state benefit. 

Notification of absence due to sickness 

Employers have a statutory requirement under SSP regulations to record and take action of any sick absence within 

certain time limits. It is the responsibility of all employees to report their absence due to sickness & Industrial Injury 

and it is essential that you notify your Supervisor/DepartmentaI Head or other nominated person as early as possible 

on your first day of sickness, giving details of the nature of sickness and address for correspondence. This information 

is necessary to maintain records an employer has to keep to meet the requirements of the Social Security and Housing 

Benefit Acts 1982/Social Security Act 1996. Absence for four days or more must be covered by a self certificate 

form. Any absence over seven days must be covered by a fit note signed by a Doctor or from a hospital. The first fit 

note must be received by the Trust no later than seven days from the commencement of sickness and further notes at 

intervals of seven days, unless a longer period is certified by the Doctor/Hospital. The Trust is enabled under both 

SSP regulations and the Trust's Managing Attendance policy to ask an employee to submit to an examination by a 

Medical Practitioner nominated by the Trust if it considers this necessary. 

Failure to follow these instructions may result in your disqualification from sick pay and you could be treated as absent 

without pay. 

SSP entitlement is now transferable between employers. 

N.B. THESE NOTES SHOULD BE KEPT FOR FUTURE REFERENCE 

 

 



SHEFFIELD TEACHING HOSPITALS NHS FOUNDATION TRUST 

 

NHS INDEMNITY 

Arrangements for Clinical Negligence Claims in the NHS 

Introduction 

This is a summary of the main points contained within NHS Indemnity Arrangements for clinical negligence claims 
in the NHS, issued under cover of HSG 96/48. It covers NHS indemnity for clinical negligence but not for any other 
liability such as product liability, employers liability or liability for NHS bust board members. 

 

Clinical Negligence 

Clinical negligence is defined as "a breach of duty' of 
care by members of the health care professions 
employed by NHS bodies or by others consequent on 
decisions or judgements made by members of those 
professions acting in their professional capacity in the 
course of their employment, and which are admitted as 
negligent by the employer or are determined as such 
through the legal process". 

The term health care professional includes hospital 
doctors, dentists, nurses, midwives, health visitors, 
pharmacy practitioners, registered ophthalmic or 
dispensing opticians (working In a hospital setting), 
members of professions allied to medicine and dentistry, 
ambulance personnel, laboratory staff and relevant 
technicians. 

Main Principles 
NHS bodies are vicariously liable for the negligent acts 
and Omissions of their employees and should have 
arrangements for meeting this liability. 

NHS Indemnity applies where: 

(a) the negligent health care professional was: 

(i) working under a contract of employment 
and the negligence occurred in the course 
of that employment; 

(ii) not working under a contract of 
employment but was contracted to an 
NHS body to provide services to persons 
to whom that NHS body owed a duty of 
care. 

 (iii) neither of the above but otherwise owed a duty 
of care to the persons injured. 

(b) persons, not employed under a contract of 
employment and who may or may not be a health 
care professional, who owe a duty of care to the 
persons injured. These include locums; medical 
academic staff with honorary contracts; students; 
those conducting clinical trials; charitable 
volunteers; persons undergoing further professional 
education, training and examinations; students and 
staff working on income generation projects. 

Where these principles apply, NHS bodies should accept 
full financial liability where negligent harm has 
occurred, and not seek to recover their costs from the 
health are professional involved. 

Who is Not Covered? 

NHS Indemnity does not apply to family health service 
practitioners working under contracts for services, eg 
GPs (including fundholders), general dental 
practitioners, family dentists, pharmacists or 

optometrists; other self employed health care 
professionals eg independent midwives; employees of 
FHS practices; employees of private hospitals; local 
education authorities; voluntary agencies. Exceptions to 
the normal cover arrangements are set out in the main 
document. 

Circumstances Covered 
NHS Indemnity covers negligent harm caused to patients 
or healthy volunteers in the following circumstances: 
whenever they are receiving an established treatment, 
whether or not in accordance with an agreed guideline 
or protocol; whenever they are receiving a novel or 
unusual treatment which, in the judgement of the health 
care professional, is appropriate for that particular 
patient; whenever they are subjects as patients or healthy 
volunteers of clinical research aimed at benefitting 
patients now or in the future. 

Expenses Met 
Where negligence is alleged, NHS bodies are 
responsible for meeting: the legal and administrative 
costs of defending the claim or, if appropriate, of 
reaching a settlement; the plaintiffs costs, as agreed by 
the two parties or as awarded by the court; the damages 
awarded either as a one-off payment or as a structured 
settlement. 

The information contained in this document can also be 

found at 

www.nhsla.com/Claims/Documents/NHS/Indemnity.p

df 
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