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Broomfield Hospital Parking Control Measures Guideline 

The Trust provides essential services for patients and visitors and has a duty to ensure that 

all users of the hospital sites, including staff, is provided with safe access and parking 

facilities.   

 

Unauthorised parking can severely hinder the operation of the hospital, inconvenience users, 

and at the very worst contribute to injury and the loss of lives. Parking spaces are limited and 

various car parking control measures will be employed to assist with ensuring that access 

and parking at Broomfield Hospital is safe, appropriate and fair and that traffic flow is 

maintained. 

 

1.0 Introduction 

The provision and effective management of car parking is an important function if control is 

to be maintained over car parking spaces at our hospital. This parking control measures 

guideline sets out the detailed rules, regulations and sanctions relating to the management 

of car parking on the Broomfield Hospital site. It should be read in conjunction with the 

Trust’s Car Parking Policy.  

 

It is important that the Trust maintain clear access routes for all emergency vehicles, 

minimise congestion on site, and maintain clearly defined parking areas for staff and visitors 

which is appropriately used. This protocol relates to the following groups of people: 

¶ Patients & Visitors 

¶ Staff 

¶ those attending Trust property on business 

The principle of control measures is ‘fairness’ and ‘equitable’. There will be no exclusions, 

irrespective of grade, status or influence. All vehicles entering the site are subject to parking 

controls. In particular, any unauthorised parking in the following areas is strictly prohibited: 

¶ Double yellow lines indicate a road or area that is required to be free from parked 
vehicles which may disrupt the free flowing traffic on site unless in special 
circumstances as directed by the car park attendants. These special circumstances 
relates to times when capacity has been reached in the car parks as well as during 
the management of an incident on site. 

¶ Drop off areas are to be used for dropping off and picking up of patients only – and 
not for parking. 

¶ Disabled bays should only be used by persons who hold a valid pass. 

¶ Areas reserved for patients attending the Renal and Chemotherapy units and the 
Helen Rollason Centre. 

¶ Areas reserved for Emergency Vehicles only, including areas set out for the use of 
non-emergency vehicles and ambulance cars to drop off and collect patients. 

 

2.0 The rules 

2.1 Patients and visitors 

The Trust’s Car Parking Policy provides parking information for patients and visitors to the 

hospital. All patients and visitors are required to adhere to the regulations set out in the 

policy as well as adhering to signage and notices provided in the car parks.  
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Car park attendants are available to provide assistance and direction in all patient and visitor 

car parks. A map of Patient and Visitor Car Parking is provided in Appendix 1. 

It is the responsibility of the car park users to:  

¶ Park within a marked bay 

¶ Ensure they do not park on hatched areas or yellow lines unless specifically 

instructed to do so by a Car Parking Attendant 

¶ Ensure that a valid blue badge is displayed if parked in a designated disabled bay 

¶ Only park in designated patient & visitor car parks and not to park in staff parking 

areas. 

¶ Have a valid paid parking ticket clearly displayed 

¶ Have a valid parking permit displayed obtained from the Chemotherapy, Renal or 

Helen Rollason unit if attending an appointment in the department. 

 

The use of hospital car parks is routinely monitored and non-compliance with car park 

regulations will be liable to sanctions being applied. The Trust’s third party contractor will 

continuously monitor the site to ensure that all vehicles parked on the Trust premises do so 

legally and properly. 

Should breaches occur, a legally enforceable Parking Charge Notice (PCN) will be issued. 

All PCN’s will be secured in a black & yellow weatherproof envelope and secured under the 

windscreen wiper at the driver’s side of a vehicle. PCN charges are set at £80, and will be 

reduced to £40 if paid within 14 days. 

All appeals are to be made according to the details provided on the back of the PCN.  Each 

appeal will be reviewed by the Trust and every case is treated on its own merits. 

2.2 Staff 

The Trust’s Car Parking Policy provides parking information for staff who wish to park at the 

hospital. All staff are required to adhere to the regulations set out in the policy as well as 

adhering to signage and notices provided in the car parks. Appendix 2 provides a map of 

available Staff Parking areas. 

We recognise that there are many reasons to choose to drive to work by car – too far to walk 

or cycle, not on a bus route, working late/night shifts, doing the school run, travelling on work 

business, and so on. But parking space is limited and priority must be given to those who 

really need to drive to our hospitals.  

Please note, parking is not guaranteed and staff car parking spaces are available on a first 

come, first served basis. Your car parking permit allows a right to search and occupy vacant 

staff car parking spaces, but does not offer an automatic right to park.  

2.2.1 Staff responsibilities 

It is the responsibility of all staff to: 

¶ Ensure that all efforts are made to find an available space – this means that you are 

required to look at all staff car parks to ensure that they are all full before parking 

outside of a formal parking bay. 
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¶ Ensure you do not park in patient and visitor areas at any time. 

¶ Ensure you do not park on double yellow lines (unless instructed to do so by a car 

park attendant). 

¶ Ensure you park within a marked bay in areas where bays are marked. 

¶ Ensure you do not park so as to cause obstruction.  

¶ Ensure that parking is paid for and to display a valid permit (up to date, correct 

vehicle details and not damaged or faded). 

 

2.2.2 What do I do if I cannot find a space? 

At times, all staff car parks could reach capacity. The following protocol has been 

implemented to take affect at these times: 

¶ A car park attendant will be continuously monitoring the staff car parks throughout 

the day. 

¶ At the entrance to each car park a sign will be displayed to indicate the status of the 

available spaces in the car park. The following signs will be displayed outside the 

entrances of car parks: 

 

When there are still available spaces:            When the car park is full:  

 

 
Parking  Spaces 

Available 
 

Last count at: _______ 
 

Next scheduled count:_____ 

 

 
Car Park                       

Full 
 

Last count at: _______ 
 

Next scheduled count:_____ 

 
 

¶ Once you have been to all 8 staff car parks and they are all displaying a “Car Park 

Full” sign, you will need to do the following: 

-  If you see a car parking attendant, ask where will be the most suitable/safe 

place to park 

-  Should you not immediately see a car parking attendant, you will need to find 

the safest location to leave your vehicle. Under no circumstances should you 

leave your vehicle: 

o in an unsafe position 

o in a position that will block access for pedestrians, emergency 

vehicles, and other road users 

o in an area that will cause damage e.g. grass verges 

o in a patient and visitor car parking bay (unless so instructed by a car 

park attendant). All the attendants have to report to the car park 
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management office every time a member of staff is advised to park in 

a patient & visitor bay – this information will be recorded to ensure that 

misuse can be identified. 

 

2.2.3 Sanctions 

In order to ensure that all staff parking areas are managed safely and considerately parking 

control measures are in place: 

¶ Parking restriction signs are positioned around our sites 

¶ A third party traffic enforcement officer has been employed to control the car 

parking restrictions on behalf of the Trust 

¶ Staged control measures process will be in place which will include the issuing of 

warning notices and parking charge notices (which will be issued as a last resort).  

2.2.3.1 When will sanctions be applied? 

The car park control measures will be enforceable at all times and apply to users of the car 

parks outside normal office hours.  

At all times, sanctions will be applied to members of staff who: 

¶ do not display a valid form of payment and permit to park 

¶ park unsafely – blocking access to pedestrians, emergency vehicles and other road 

and car park users, parking outside formal car parking bays 

When all staff car parks are full the following control measures will be in place: 

¶ The car park attendants will notify the car park management office as soon as each 

car park has reached capacity. Once all 8 staff car parking areas are full, the time will 

be recorded by the car park office. 

¶ After this time, sanctions will not be applied to vehicles that are parked safely outside 

formal parking bays. However, at no time should a vehicle be parked in a location 

that is considered unsafe - blocking access to pedestrians, emergency vehicles and 

other road users. 

2.2.3.2 Warning letters 

Warnings issued to any staff vehicle will be kept on record.  Warning letters will be issued by 

the Trust’s car park attendants and they will be issued in a white weatherproof envelope and 

secured under the windscreen wiper at the driver’s side of a vehicle. An example of a 

warning notice is shown in Appendix 3.  A guidance of when a warning notice is issued is 

shown in Appendix 4. 

2.2.3.3 Parking Charge Notice (PCN) 

A PCN will only be issued once a member of staff have received and failed to act on a 

warning notice and a repeat offence occurs. Serious consideration should be given on 

receipt of a warning notice and these warnings do not need to be for the same offence to 

warrant a PCN being issued. 
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The issuing of PCN’s is a last resort and every effort will be made to avoid the issuing of 

these notices. Every PCN will need to be authorised by a responsible manager before it is 

issued.  PCN charges are set at £80, and will be reduced to £40 if paid within 14 days. 

 

 

Reasons for issuing PCN’s 

• Parked in a staff parking area without displaying a valid staff permit 

• Parked in a designated patient/visitor bay without displaying a valid parking ticket 

• Parked on double yellow lines or in an area where parking is prohibited (at times 
when there are still available spaces in the staff car parks) 

• Parked causing an obstruction to other pedestrians, vehicles and/or emergency 
services 

• Not parked within a marked bay 

• Parked in a designated disabled bay without displaying a valid permit 

• Not displaying a correct parking permit (out of date, damaged or does not reflect the 
correct vehicle registration number) 

• Parked in an unsuitable location, even though at the time the notice was issued there 
were still several car parking spaces available.  

 

All PCN’s will be in a black & yellow weatherproof envelope and secured under the 

windscreen wiper at the driver’s side of a vehicle.  

All appeals are to be made to the company details provided on the back of the PCN.  Each 

appeal will be reviewed by the Trust and every case is treated on its own merits.  The 

appeals process is shown in Appendix 5. 
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Appendix 1 
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Appendix 2 
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Appendix 3 

 

 

 

  

Location of vehicle:  Document Reference Number:  

Date: 
Time: 

Vehicle Registration: 

 

To the driver of this vehicle, 

We recognise that parking at the hospital can be difficult at times.  We therefore want to 

ensure that the car parking facilities we provide are used safely, considerately and 

appropriately at all times. 

We continuously monitor the car parks to assist motorists with parking related queries and to 

ensure that all car park users abide by the parking regulations set out in the Trust’s Car 

Parking Policy.  

Today, your vehicle was: 

o Parked in a staff parking area without displaying a valid staff permit 

o Parked in a designated patient/visitor bay without displaying a valid parking ticket 

o Parked on double yellow lines or in an area where parking is prohibited  

o Parked causing an obstruction to other vehicles and/or emergency services 

o Not parked within a marked bay 

o Parked in a designated disabled bay without displaying a valid permit 

o Not displaying a correct parking permit (out of date, damaged or does not reflect the 
correct vehicle registration number) 

o Parked in an unsuitable location, even though at the time of this notice there was still 
several car parking spaces available  

 
On this occasion you will not be issued with a formal Penalty Charge Notice (PCN), however 

should you be found to repeatedly disregard the Trust’s car parking regulations, more severe 

enforcement action will be taken. 

Should you have any queries regarding car parking at the Broomfield Hospital site, please 

contact us on travel.centre@meht.nhs.uk

mailto:travel.centre@meht.nhs.uk
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Appendix 4 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

Control measures (staff) 
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Appendix 5 

Control measures (staff) – Appeals process     


