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Summary

The Trust recognises that members of staff may hold more than one job (within or outside
the Trust) or have business interests or engagements outside their duties. It is recognised
that this has potential benefits for the Trust, the NHS and the individual. However, it is
important that the additional work does not adversely affect an individual’s performance,
attendance or breach the Working Time Regulations 1998 (as amended, including 2024
reforms).

This policy aims to support staff wishing to participate in additional employment to do so
within the bounds of current working time legislation and to ensure that any additional
employment undertaken by staff does not conflict with or affect their performance or
attendance under their contract of employment with the Trust.
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Data Protection Legislation

The Trust must comply with the UK GDPR, Data Protection Act 2018, and Data (Use and
Access) Act 2025 by ensuring all personal data is processed lawfully, fairly, transparently,
and for a defined purpose.

Before processing personal data, an appropriate Article 6 UK GDPR lawful basis must be
identified and recorded. Where special category data is involved, a relevant Article 9
condition must also be documented.

All staff, contractors, students, volunteers, agency workers, and third parties working on
behalf of the Trust are responsible for complying with data protection legislation.

Further guidance is available in the Trust's Information Use Framework and Information
Governance policies. Advice can also be obtained from the Information Governance
Team.
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1. Introduction

1.1. The Trust recognises that members of staff may hold more than one job (within
or outside the Trust) or have business interests or engagements outside their
duties.

1.2. The work, interests or engagements would be in addition to their job with the
Trust and constitute additional employment.

1.3. Itis acknowledged that this has potential benefits for the Trust, the local NHS
and the individual. However, it is important that the additional work, interests or
engagements do not adversely affect a staff member’s work performance,
attendance or breach the Working Time Regulations 1998 (as amended,
including 2024 reforms) on working hours.

1.4. ltis also the responsibility of staff undertaking additional employment to ensure
that they are not placed in a position which risks a conflict of interest between
their additional employment and their Trust duties. This document must therefore
be read in conjunction with the Trust’'s Gifts, Hospitality, Sponsorship and
Declaration of Interest Policy.

1.5. This version supersedes any previous versions of this document.

2. Purpose of this Policy/Procedure

The policy aims to support staff wishing to participate in additional employment to do
so within the bounds of current working time legislation and to ensure that any
additional employment undertaken does not conflict with or affect their performance or
attendance under their contract of employment with the Trust.

3. Scope

3.1. This policy applies to all members of staff and potential members of staff of the
Trust.

3.2. It continues to apply to staff who are absent from work for extended periods
including staff, for example, on maternity leave, paternity leave, adoption leave,
parental leave, shared parental leave, special leave, sickness absence and
agreed employment breaks and should be read in conjunction with the
appropriate Trust policy.

4. Definitions/Glossary
¢ Additional Employment includes having:
» Another job within the Trust including Kernowflex.

» Employment outside the Trust on any type of contractual arrangement,
whether paid or not, including private practice and agency/supply work.

» Voluntary work which is contracted through a formal written agreement.
> Being self-employed.
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» Setting up in business or having a direct interest in a business such as a
directorship or shareholding.

The Trust will support staff members to undertake additional employment
providing it is satisfied that it will not conflict with:

» The interests of patient care delivered by the Trust e.g., business, finance
operational and quality of care.

» The attendance of the staff member and performance of their normal duties.

» The requirements of the Working Time Regulations (WTR) 1998 (as amended,
including 2024 reforms).

Staff members are reminded that they have a duty to serve the Trust with good
faith and fidelity at all times. If a staff member’s additional employment is likely to,
or actually does, cause harm to the Trust’s core business of providing quality
patient care then the staff member will be required to help the Trust resolve the
situation.

If a staff member holds two concurrent posts within the Trust, they will be
expected to have due regard to the needs of both posts and to treat them equally
if they plan to undertake further work either within or outside the Trust. If
performance is affected or altered due to the additional work both posts will be
considered when reviewing performance.

Conflict of Interest

A conflict of interest is a set of conditions which creates a risk that professional
judgement or actions regarding a primary role may be unduly influenced by a
secondary role or personal interest.

5. Ownership and Responsibilities

5.1

5.2.

. Role of the Chief People Officer

The Chief People Officer has overall responsibility for the implementation,
monitoring and review of the policy.

Role of the Divisional Operations Director/Clinical Chair/Head
of Nursing and Group Managers

Divisional Operations Director/Clinical Chair/Head of Nursing and Group
Managers are responsible for the fair application and implementation of this

policy within their own areas of management accountability.
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5.3. Role of Staff

5.3.1

5.3.2

Non-medical and dental staff are required:

To declare as soon as possible if they wish to undertake additional
employment by completing the Request For/Declaration of
Additional Employment form (Part 1) at (See Additional
Employment Policy Supporting Documents, Appendix 1) and
discussing this with their line manager prior to accepting/continuing
additional employment.

With reference to the Trust’s Gifts, Hospitality, Sponsorship and
Declaration of Interest Policy, to explore with their manager any
potential conflicts of interest; discussing if and how these can be
avoided and formulating an agreement to this extent (e.g., agree
not to advertise their additional employment to patients within the
Trust; not concurrently treat a patient privately and on the NHS).

If any potential conflict of interest cannot be mitigated, to choose
which employment they wish to pursue, ceasing the other.

To adhere to the Working Time Regulations (WTRs) 1998 (as
amended, including 2024 reforms) and take responsibility for their
own health and safety and, as far as possible, the health and
safety of their colleagues, ensuing they remain fit for their
employment with the Trust by not becoming overtired or unfit
through working long hours.

To maintain a record of the hours worked and completing an opt-
out form if they wish to work more than 48 hours a week over a 17-
week reference period, noting that the 2024 reforms clarify holiday
accrual and rolled-up holiday pay for irregular hours workers (see
Section 6.1.3).

To complete a new Request For/Declaration of Additional
Employment form (Part 1) (See Additional Employment Policy
Supporting Documents, Appendix 1) if the details of their additional
employment change.

During a period of sick leave, to discuss their continued
participation in any additional employment with their line manager
and, where exceptionally agreed that this may be undertaken,
obtain their line manager’s written authority prior to commencing
any activity (see Section 6.5).

Medical and dental staff are required:

To abide by Code of Conduct for Private Practice (Recommended
Standards of Practice for NHS Consultants 2003 as amended).

To follow the Trust’s Consultant and SAS Doctors Job Planning
Policy and complete all sections relating to private practice, probity
and additional employment.
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To complete a declaration of interest return through the Trust’'s
preferred mechanism.

To include all additional employment within their annual appraisal
and for revalidation.

With reference to the Trust’s Gifts, Hospitality, Sponsorship and
Declaration of Interest Policy, to explore with their manager as
applicable any potential conflicts of interest; discussing if and how
these can be avoided and formulating an agreement to this extent
(e.g., agree not to advertise their additional employment within the
Trust to patients; not concurrently treat a patient privately and
under the NHS).

If any potential conflict of interest cannot be mitigated, to choose
which employment they wish to pursue, ceasing the other.

To adhere to the Working Time Regulations 1998 (as amended,
including 2024 reforms) and take responsibility for their own health
and safety and, as far as possible, the health and safety of their
work colleagues, ensuring they remain fit for their employment with
the Trust by not becoming overtired or unfit through working long
hours.

To maintain a record of the hours worked and completing an opt-
out form if they wish to work more than 48 hours a week over a 17-
week reference period, noting that the 2024 reforms clarify holiday
accrual and rolled-up holiday pay for irregular hours workers (see
section 6.1.3).

During a period of sick leave, to discuss their continued
participation in additional employment with their line manager and,
where exceptionally agreed that this may be undertaken, obtain
their line manager’s written authority prior to commencing any
activity (see Section 6.5).

5.4. Role of Manager

All staff members are responsible for:

5.4.1 Managers must ensure:

All members of staff they manage are made aware of this policy
and that they understand their responsibilities in relation to it.

Where applicable, and in accordance with the Trust’s Gifts,
Hospitality, Sponsorship and Declaration of Interest Policy, they
explore any potential conflicts of interest with members of staff who
wish to undertake additional employment, discussing if and how
they can be mitigated and advising them to choose which
employment they wish to pursue if the conflict cannot be avoided.

Additional Employment Policy V5.0
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The staff they manage are made aware of the Trust’s Working Time
Requlations Policy and their responsibilities in relation to it.

They maintain accurate records of all opt-out agreements, retaining
a copy of the opt-out form on the personal file and copying these to
the Trust’'s Human Resources Department as directed.

That, during a period of sick leave, they discuss any additional
employment with the member of staff and, where exceptionally
agreed that the work may be undertaken, provide written
authorisation to the individual prior to the commencement of any
additional activity (see Section 6.5).

542 Management of Current Staff Members

¢ On receipt of a Request For/Declaration of Additional
Employment form (part 1) the line manager must meet with the
member of staff to discuss the application and the potential
impact on their current employment. (See Additional
Employment Policy Supporting Documents, Appendix 1).

e Before supporting an application to undertake additional
employment the manager should consider:

=  Whether any potential conflicts of interest exist and if
mitigation arrangements can be made.

= The requirements and impact of the Working Time
Regulations 1998 (amended).

= The potential impact additional employment may have on the
staff member’s attendance and performance.

¢ The line manager must communicate the outcome of the
application to the staff member, using Part 2 of the Request
for/Declaration of Additional Employment form (See Additional
Employment Policy Supporting Documents, Appendix 2),
retaining a copy of this and the completed and signed Request
for/Declaration of Additional Employment form (Part 1) (See
Additional Employment Policy Supporting Documents, Appendix
1) on the staff member’s personal file.

543 Management of Prospective Staff Members

During the recruitment process the recruiting manager must
establish if candidates have any pre-existing additional employment
commitments.

The recruiting manager should discuss the nature of any additional
employment with the candidate and consider the following points
before supporting the continuation of the additional work if the
candidate wishes to take up a new post with the Trust:

Additional Employment Policy V5.0
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= Any potential conflicts of interest and whether these can be
mitigated.

= The requirements of the Working Time Regulations 1998 (as
amended, including 2024 reforms).

= The potential impact additional employment may have on the
staff member’s attendance and performance.

= Advice as required can be sought from the relevant People
Partner before a formal offer of employment is made.

5.5. Role of Medical and Dental Private Practice/Fee Paying
Services

5.5.1.

5.5.2.

5.5.3.

5.54.

5.5.5.

5.5.6.

For the purposes of this policy private practice includes any additional
employment as defined in Section 4.

Consultants, dentists, associate specialists, and specialty doctors must
adhere to the conditions set out in their terms and conditions of service in
respect of additional employment.

Consultants must also adhere to the standards of best practice identified
in A Code of Conduct for Private Practice and ensure compliance with
new NHS guidance on secondary employment (2025) - Recommended
Standards of Practice, which sets out standards of best practice
governing the relationship between NHS work, private practice and fee
paying services.

NHS consultants and employing organisations should work on a
partnership basis to prevent any conflict of interest between private and
NHS work. They should work together to minimise the risk of any
perceived conflicts of interest although no consultant should suffer any
penalty simply because of a perception.

Consultants, dentists, associate specialists, and specialty doctors are
responsible for ensuring that:

e The provision of private professional services or fee-paying services
for other organisations does not prejudice the interest of NHS patients
or disrupt NHS services.

e Agreed NHS should take precedence over private work.

o NHS facilities, staff and services may only be used for private practice
with the prior agreement of the NHS employer.

Doctors and their employers must comply with the Study of restrictions
on consultants in relation to NHS work during non-contracted hours (co-
operation and competition panel, 2009) in order to prevent a breach of
the Principles and Rules for Co-operation and Competition. The
expectations are that there should be no restriction on a doctor’s ability to
work for other providers of NHS services apart from:

Additional Employment Policy V5.0
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5.5.7.

5.5.8.

5.5.9.

e Where restrictions are imposed as part of a package of measures to
address patient safety concerns arising from the specific performance
of that individual.

e To prevent an individual holding a strategic management position (at
the level of clinical director or above) in more than one organisation,
to hold a strategic management position in one organisation while
assisting another to tender for NHS-funded services and assisting
more than one organisation to respond to the same tender for NHS
services.

Other grades of medical and dental staff may undertake private practice
or work for outside agencies, subject to the terms of this policy, providing
they do not do so within the time they are contracted to work for the
Trust, and have their own governance/insurance/medical defense union
insurance.

Further information can be obtained from the Trust’s Consultant and SAS
Doctors Job Planning Policy.

Doctors or dentists in training should not undertake locum work outside
their contracts where such work would impact on their work for the Trust
(e.g. by failing to have sufficient rest or time off between work duties).

6. Standards and Practice

6.1. The Working Time Regulations 1998 (as amended, including 2024
reforms) (WTRs)

6.1.1.

6.1.3.

All staff members must ensure that they comply with the Trust's Working
Time Regulations Policy, a copy of which can be viewed in the HR folder
of the Trust’s document library or obtained from their manager.

The Working Time Regulations (WTRs) are designed to ensure that no-
one works when they are too tired to do so safely. Staff are required to
report any instances where patterns of work may constitute a health and
safety risk to a staff member, patient, the public or other Trust staff
members. Staff have the right not to be subjected to any unlawful
detriment by reporting any concerns under the Regulations.

In exceptional circumstances, members of staff may wish to work more
than 48 hours per week and may exercise their right to do this under the
WTRs by signing an ‘Opt-Out agreement’. The full details of this
arrangement can be found in the Trust's Working Time Regulations

Policy.
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6.2. Procedure for Declaring Additional Employment

6.2.1 All non-medical and dental staff members wishing to take on or
continue additional employment (please refer to Section 4), either within
or outside the Trust, must complete the Request for/Declaration of
Additional Employment form (Part 1) contained at (See Additional
Employment Policy Supporting Documents, Appendix 1) and forward
this to their line manager who will arrange to meet with them to discuss
the application. Medical staff should ensure any activities are listed in
their job plan.

6.2.2 Non-medical and dental staff must not commence additional
employment until management support has been granted via
completion of Part 2 of the Request for/Declaration of Additional
Employment form, (See Additional Employment Policy Supporting
Documents, Appendix 2) a copy of which should be retained on the
staff member’s personal file or, for medical staff, via engagement in the
job planning process.

6.2.3 Ifitis deemed that the additional employment is in conflict with the
interests of the Trust, and these cannot be mitigated (please see
section 4) then agreement to the additional employment is likely to be
refused and the member of staff will need to choose which employment
they wish to pursue.

6.2.4 Failure to comply with the above procedure may result in disciplinary
action under the Trust’s Disciplinary Policy.

6.2.5 Itis the staff member’s responsibility to notify their line manager as
soon as practicable if the additional employment ceases or changes,
e.g., the work pattern or shifts change or the number of hours worked
increases and where such work would impact on their work for the Trust
(e.g. by failing to have sufficient rest or time off between work duties)
(please see paragraph 6.1.3).

6.3. Transitional Arrangements for Existing Staff

To ensure the Trust complies with the WTRs and conflict of interest
requirements, existing staff who are currently undertaking or have other
business interests or engagements outside the Trust and have not completed a
Request for/Declaration of Additional Employment form (Part 1), (See
Additional Employment Policy Supporting Documents, Appendix 1) will be
required to follow the procedure set out in this policy so that, wherever possible,
the arrangements can be supported and formalised through discussion with
their line manager.

6.4. Attendance/Timekeeping

Any adverse impact on a staff member’s attendance and/or timekeeping
deemed to be attributable to additional employment will be investigated under
the relevant Trust policy.
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6.5. Sickness Absence

6.5.1 Generally, it is not acceptable for staff members to work overtime or
bank shifts for the Trust or undertake any work for another employer or
on a self-employed basis, including voluntary or unpaid work, during a
period of sick leave from their substantive role with the Trust.

6.5.2 In certain circumstances there may be exceptions granted (apart from
the hours when the staff member is specifically contracted to work for
the Trust) for example, where there are differing job requirements, but
this will need to be discussed between the staff member and their line
manager.

6.5.3 Due regard will be given to any conditions stipulated on a Fit Note and
whether attending the additional work would be detrimental to recovery.
However, if the additional work is either the same, or of a similar nature
to the staff member’s Trust role in a similar environment, then it is likely
that the staff member will be required to refrain from undertaking the
additional work. Further advice can be sought from the People
Experience Team and Occupational Health as appropriate.

6.5.4 Staff members are required to agree any additional work during a
period of sick leave with their line manager and obtain their written
authorisation before commencing the activity.

6.5.5 Staff members should not fraudulently claim sick pay. Abuse of the sick
pay arrangements may be deemed fraudulent behaviour which is a
potential reason for dismissal and will be investigated in accordance
with the Trust’s Disciplinary Policy. Counter Fraud will also investigate
any suspected abuses and could instigate further civil or criminal action
under the Theft Act (1988) or the Fraud Act (2006) for fraudulently
claiming sick pay.

6.5.6 If a member of staff is under formal review in accordance with the
Trust’s Attendance Management Policy, managers have the right to
stop the individual undertaking overtime or bank work during the period
of review if it is thought to adversely affect improvement in attendance
levels. Bank shifts may also not be permitted during periods of a
phased return.

6.6. Performance

6.6.1  Where a staff member undertakes additional employment, it is their
responsibility to ensure that their performance is not affected.

6.6.2 Any adverse impact on performance attributable to additional
employment will be investigated under the Trust's Performance Support
Policy or Maintaining High Professional Standards in the NHS Policy.

Additional Employment Policy V5.0
Page 13 of 21


http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Disciplinary+Policy&_gl=1*inx21v*_ga*MTY0MDg2Njk1LjE3ODU3NDI2OTc.*_ga_ZR2PCYHL0E*czE3ODU3NjI1NTEkbzIkZzEkdDE3ODU3NjM4MzUkajYwJGwwJGgw
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Attendance+Management&_gl=1*1u8ra2h*_ga*MTY0MDg2Njk1LjE3ODU3NDI2OTc.*_ga_ZR2PCYHL0E*czE3ODU3NjI1NTEkbzIkZzEkdDE3ODU3NjM5NTEkajYwJGwwJGgw
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Performance+Support&_gl=1*1coqz2a*_ga*MTY0MDg2Njk1LjE3ODU3NDI2OTc.*_ga_ZR2PCYHL0E*czE3ODU3NjI1NTEkbzIkZzEkdDE3ODU3NjQwNTYkajYwJGwwJGgw
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Performance+Support&_gl=1*1coqz2a*_ga*MTY0MDg2Njk1LjE3ODU3NDI2OTc.*_ga_ZR2PCYHL0E*czE3ODU3NjI1NTEkbzIkZzEkdDE3ODU3NjQwNTYkajYwJGwwJGgw
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=Maintaining+High+Professional+Standards+in+the+NHS+Policy&_gl=1*1yyaeyp*_ga*MTY0MDg2Njk1LjE3ODU3NDI2OTc.*_ga_ZR2PCYHL0E*czE3ODU3NjI1NTEkbzIkZzEkdDE3ODU3NjQyNjkkajQxJGwwJGgw

6.7.

6.8.

Annual Leave

Staff are reminded that, to ensure they receive adequate rest in accordance
with the principles of the Working Time Regulations 1998 (as amended,
including 2024 reforms), they should normally refrain from undertaking
additional employment during periods of statutory annual leave from the Trust
(defined in the Regulations as 5.6 weeks of contracted hours including public
holidays).

Appeals Procedure

Staff members wishing to appeal against any decision made under this policy
may do so by using the Trust’s Resolution in the Workplace Concerns Policy.

Dissemination and Implementation

7.1,

7.2.

7.3.

A copy of the policy will be stored electronically in the Human Resources folder
on the Trust’'s document library.

A copy of the policy will be circulated to People Partners to enable them to
participate in and support the implementation of the policy.

All new staff members must be made aware of the policy during induction and
line managers must reinforce awareness in more detail at local induction,
particularly in respect of any departmental rules that may apply.

8. Monitoring compliance and effectiveness

Information Detail of process and methodology for monitoring
Category compliance
Element to be o QS;:EQ:I employment activity and/or engagement in another
monitored '

e Hours worked in excess of 48 per week.
Lead Divisional Operational Directors/Heads of Service.

e Request for/declaration of additional employment or

engagement in another business form.

Tool

e Working Time Regulation (WTR) opt out forms.

e Job plans.

The information will be monitored and reported on an annual
Frequency basi

asis.
Reporting Reports will be shared with the Senior HR Management Team.
arrangements
Acti The Chief People Officer will ensure subsequent
cting on . . )
. recommendations are pursued. This may include the development

recommendations : L ey

of an action plan to address deficiencies within an agreed
and Lead(s) 6

imeframe.
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Information Detail of process and methodology for monitoring
Category compliance

Any system improvement agreed via the action planning process
will be actioned in partnership with Staff-Side within six months.
Lessons will be shared with all the relevant stakeholders. Any
revision to policy will be communicated to staff.

Change in practice
and lessons to be
shared

9. Updating and Review

The policy will be reviewed every three years or earlier in view of any developments
which take place that may include legislative changes, national policy instruction
(NHS or Department of Health), Trust Board decision, or request by either
management or Staff-Side.
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10. Equality and Diversity

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service
Equality and Diversity statement which can be found in the Equality Diversity
and Inclusion Policy or the Equality and Diversity website.

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal
Opportunities in employment. The aim of this policy is to ensure that no job
applicant or employee receives less favourable treatment because of their race,
colour, nationality, ethnic or national origin, or on the grounds of their age,
gender, gender reassignment, marital status, domestic circumstances, disability,
HIV status, sexual orientation, religion, belief, political affiliation or trade union
membership, social or employment status or is disadvantaged by conditions or
requirements which are not justified by the job to be done. This policy concerns
all aspects of employment for existing staff and potential employees.

10.3. Quality and Equality Impact Assessment (QEIA)

The QEIA process allows RCHT to monitor the impact of changes to its policies
and services, ensuring that nobody is unduly disadvantaged. The Quality and
Equality Impact Assessment (QEIA) Form is available via the link in Appendix 2.
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Appendix 2. Quality and Equality Impact Assessment (QEIA)
Form

The QEIA process allows RCHT to monitor the impact of changes to its policies and
services, ensuring that nobody is unduly disadvantaged.

Please ensure you have completed a Quality and Equality Impact Assessment
(QEIA) using this link to complete the form:

E11 QEIA Policy

For guidance, please see the QEIA Essentials — Quick Reference Guide or contact as
required below:

Equality, Diversity and Inclusion guidance, please contact: rcht.inclusion@nhs.net

Quality Governance guidance, please contact Jillian Tozer: jillian.tozer3@nhs.net
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