
Wear a Hi-viz vest at 
all times.

SAFETY

Volunteer role information:  Scanner

Wear a PINK Hi-viz
vest at ALL times.

QUICK START

Keep the entance clear
and visible 
Use simple, clear
instructions when
speaking to drivers

volunteers@silverstoneschoolparking.co.uk

DO NOT stand in front or 
behind a moving vehicle

STAYING SAFE

Be aware of uneven
ground AND trip hazards.

Ask a team lead or another
voluteer if unsure

Direct pedestrians to use
our safe walkways at all
times
Be prepared to stop and
redirect vehicles

Thank you for volunteering! 

Maintain a safe distance
from drivers windows

mailto:volunteers@silverstoneschoolparking.co.uk


YOUR ROLE

WHAT WE’LL
PROVIDE

Hi-viz vest, litter picking
equipment,  etc. Please
use all provided
equipment safely.
Portaloos, refreshments
and bottles of water will be
available too.

WHERE WE NEED YOU AND WHEN!
The rota will show where you need to be and when.

Please check the rota regularly as changes may happen.

Perform regular H&S checks in your area ie pick up litter, 
debris etc.

Volunteer role information:  Scanner

Check customers are at the correct car park before
allowing entry. 

This role is the first point of contact for customers,
pedestrains and passing traffic

See overleaf for Entrance Process and Customer Experience
guidance.

WHAT TO 
BRING

Weather appropriate
clothing
Closed toe footwear
Gardening gloves 

Limited shade is available. In
hot weather please bring sun

protection (hat, sun screen etc)

https://silverstoneschoolparking.co.uk/volunteerzone/
https://silverstoneschoolparking.co.uk/volunteerzone/


A small step ladder must be used (maximum 3 steps) to remove any signs above average head height. 
Remove all cable ties from the lamp post / sign and dispose of appropriately

Be friendly, welcoming and visible.
Provide clear, confident directions and
instructions.
Remind customers of car park closing times

1.Slow aproaching vehicles safely
2.Check the ticket before scanning
3.Scan the ticket - if scanned direct driver to

next point
4. If not scanned, ask driver to move to a safe

location to resolve
5.Keep traffic moving wherever possible ,

avoiding long stops or conversations.

 See overleaf for additional guidance.

NEED HELP?
1.Traffic or customer issue: contact team

lead
2.  Unsafe situation: step back and report to

team lead.
3.  Incident: escalate immediately.

CUSTOMER EXPERIENCEENTRANCE PROCESS



A small step ladder must be used (maximum 3 steps) to remove any signs above average head height. 
Remove all cable ties from the lamp post / sign and dispose of appropriately

USING THE SCANNER



SCANNER TOP TIPS

❌ IF A SCAN FAILS

🔄  Check scanning distance (20–40 cm)

🔄  Check for screen glare

🔄  Ensure QR code is fully visible

🔄  Try scanning again

📣 If you still have problems, ask a Team Lead for

assistance

📱 APPLE WALLET & PHONE TICKETS

☀️  Increase screen brightness

🔄  Tilt phone slightly to reduce glare

🔳  Ensure the QR code is fully visible

⚠️  Bright sunlight can make phone tickets difficult

to scan. Try adjusting the phone angle before

📣Ask the driver to write their mobile number on a

dashboard slip in case of emergency.

📏  Hold scanner 20–40 cm from the ticket

🔳  Keep the QR code fully visible

✋  Keep scanner and ticket steady

🔫  Use the scanner trigger button - avoid using the

touchscreen if possible



A small step ladder must be used (maximum 3 steps) to remove any signs above average head height. 
Remove all cable ties from the lamp post / sign and dispose of appropriately

SCANNING GUIDANCE -
TICKET EXAMPLES

Church St are yellow tickets. 
Check the DAY is correct

The Firs are pink tickets. 
Check the DAY is correct

The School are blue tickets. 
Check the DAY is correct

Green Lane are green tickets. 
Check the DAY is correct



A small step ladder must be used (maximum 3 steps) to remove any signs above average head height. 
Remove all cable ties from the lamp post / sign and dispose of appropriately

MESSAGES WHEN SCANNING TICKETS
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