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1. Introduction
This policy applies to all employees and students at UL as well as all visitors and external
individuals and organisations using UL’s car parks. This policy relates to all UL car parks,
comes into force on 1st September 2010, and is operational 24 hours a day, 7 days a week.
The Car parking Policy has been drawn up to maintain effective management and control of
vehicles on all campuses, and to ensure the Health, safety and welfare of staff, students and
visitors using the campus.
Car parking is a limited and valuable commodity that is expensive for the University to
maintain and operate and demand for spaces may outstrip supply. This policy does not
guarantee spaces for anyone including permit holders.
UL is committed to moving towards more sustainable forms of transport and to ensuring
that accessibility to its sites is improved for all students, staff and visitors. UL is also under
pressure from the local authorities to come into line with government policy and reduce the
use of the car in connection with its operations. There is increasing demand for the limited
car parking spaces that are available and traffic generation and on-street car parking can
cause tension with neighbours.
The Car Parking Policy and charges are part of the University Travel Plan. Revenue
generated by parking charges will contribute towards the maintenance and operation of the
University car parks as well as support initiatives designed to encourage staff and students
to use alternative forms of transport.
To ensure that the car parks are only used by those authorised to do so a series of
enforcement measures have been put into place to discourage unauthorised parking.
This policy relates to all motorised vehicles.

2. General Regulations
During the hours of 0600 and 1630 hrs Monday to Friday, only vehicles displaying a valid UL
staff parking permit or scratchcard may use the car parks and this must be in connection
with UL business.
During the hours of 1630 hrs and 0300 hrs Monday to Friday and 0600 hrs to 0300 hrs
weekends, vehicles displaying a valid UL staff parking permit, scratchcard, UL student
parking permit or pay and display sticker may use the car park.
No vehicles will be permitted to park on campus between the hours of 0300 and 0600 hrs
on any given day, without prior written approval obtained from the Estate Services
Department.
The University does not accept responsibility for any loss, damage or misfortune to any
vehicles, or its contents, brought onto, or parked on University property.
All vehicles must be parked only in designated parking areas. Vehicles must not be parked
on:

Yellow Lines

Hatched road markings
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Verges
Landscaped areas
Pavements and pedestrian walkways
Any non-designated parking area
Campus Way (Brayford Campus)
Tow path to rear of Brayford student residences.

Only visitors and vehicles displaying a valid permit will be allowed to park on campus.
The University has the right to withdraw any parking permit at any time.
The University does not, at any time, guarantee the availability of parking spaces to staff,
students or visitors. Any person who is unable to find a parking space should remove their
vehicle from the campus immediately.
All persons bringing a vehicle onto the campus must obey the instructions of traffic
management staff and traffic signs.
A maximum speed limit of 10mph should be obeyed at all times.
No vehicles to be parked in P1 except for official pre booked visitors to the UL and disabled
permit holders parked in disabled bays.
3. Authorisation to Park on Campus
Staff may apply for a permit to park on the Campus where they are based if they meet the
following criteria:

They are a University employee (full or part time).

Temporary staff may only apply for car park scratchcards which are available
from retail outlets on campus.

Visiting lecturers are required to apply for car park scratchcards which are
available from retail outlets on campus.

Staff and students who are Blue Disabled Badge holders may apply for a permit
to park in the designated disabled parking bays on campus. Staff eligible to
use disabled spaces may also use non-disabled spaces on campus where a
disabled space is unavailable.
Notes:
Separate areas will be identified on each campus for External Visitor and Hire Car parking.
Visitors to the University who have pre-booked parking arranged must comply with the
visitor parking arrangements at the site they are visiting.
Drop-off delivery vehicles are excluded from this authority provided that they are delivering
goods to the University previously ordered.
Contractors parking their vehicles on Campus with the authority of the Estates and
Commercial Facilities Department, and subject to availability, may only park in an agreed
area.
Authorised external individuals and organisations (i.e. tenants) will be issued with valid
permits as indicated in their agreements.
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4. Permits
The appropriate permit must be clearly displayed on all cars parked in University car parks.
External visitors parking on UL car parks must follow the appropriate procedure as directed
by security officers or car park attendants and, where appropriate, display the required
permit.
Staff and student permits will only be issued on completion of an application form.
Applications for permits should be completed and returned as indicated on the application
form.
Permits will be issued to individuals and they are not transferable.
The issuing of a permit does not guarantee the availability of a car parking space.
To assist staff car park permit holders visiting other campuses, staff car park permits will be
valid for the main car park at each campus, but spaces are not guaranteed. Student permits
are only valid between the hours of 1630 hrs and 0300 hrs Monday to Friday and 0600 to
0300 hrs at weekends.
The University reserves the right to close car parks out of peak hours and to allocate
parking spaces to other users at any time i.e. in connection with Open Days, conferences
etc. Wherever possible reasonable notice will be given if peak time parking arrangements
are to be significantly affected.
Members of the University only occasionally wishing to use the car parks may do so by
purchasing a scratchcard. These tickets must be displayed within the vehicle at all times.
A daily audit of parked vehicle permits will be in operation.
Car parking policy is under constant review. Permits become invalid on termination of
employment or completion of course and must be returned to the Estates Services
Department.
4.1 St. Marks Parking Permit
The permit is valid Monday to Friday from 8am to 6pm. It can be used at St Marks Retail
Park in the designated area shown at Appendix 1.
The permit must be displayed in the vehicle at all times.
The permit will be exchanged for your University permit to ensure we maximise use of all
parking spaces. The permit will be valid in University car parks after 3pm on weekdays and
throughout the weekend.
The permit will be subject to charging in line with section 4 of the parking policy. The spaces
are owned and managed by an external provider and therefore permit holders will be
expected to use the car park in a responsible manner and comply with any reasonable
requests from the owner for the good management of the car park or estate.
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The owner may engage in ticket enforcement and signs detailing this and the applicable
charges will be signed around the car park. Please take note of the signs as the University
will not be able to reimburse permit holders for any ticket enforcement.
The permit holder must not:
 use each of the Parking Spaces other than for the parking of not more than one
private motor car;
 use the Parking Spaces nor the Access Way in any way which causes a
nuisance, disturbance, damage, interference or other intrusive effect;
 carry out on the Parking Spaces or the Access Way any washing, cleaning,
repairs (except minor emergency repairs) or maintenance to any vehicle;
 allow any vehicle of or under the control of the Licensee (and those authorised by
it) to obstruct or interfere with the use of the Access Way or the Car Park or with
the parking of motor vehicles in the Car Park;
 allow any person or animal to remain in a parked vehicle in the Car Park;
 Without prejudice to the preceding sub-clauses of this clause, use the Parking
Spaces except for the Permitted Use.
 impede the Owner or its employees or agents in exercising control of the Car
Parking Spaces;
4.2 Charges
The University is committed to reducing the amount of car usage associated with its
activities and as a consequence, an annual charge for the issuing of permits will be
made.
4.2.1 Salary sacrifice
The University will operate a salary sacrifice scheme through the payroll department
for all employees completing the parking permit application process. In line with the
HMRC approved regulations, deductions will be taken from net pay with relevant relief
given against statutory deductions.
4.2.2 Employee responsibility
All employees are fully responsible for informing the University Estates department of
any changes to their permit requirement. This includes the cessation of the
requirement through termination of employment. Changes that impact on the payroll
transaction will be applied on the next available payroll following the submission of the
change.
4.2.3 Part month deductions
Deductions will not be taken on a monthly pro rata basis. The determination to take the
deduction will be based upon whether the requirement for the permit covers the greater
proportion of the calendar month. In the event that the permit is required for the greater
part of the month then the full monthly deduction will be taken. Consequently where the
permit is not required for the greater part of the month i.e. a starter at the end of the
month or a leaver at the beginning of the calendar month, then no deduction will be
applied.
4.2.4 Changes to deductions
Should a change in grade be applied to an individual either increasing or decreasing
their substantive post then any change to payment will be automatically applied to the
payroll based upon the part month payment detailed above.
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For individuals occupying multiple posts at varying grade deductions will be calculated
based on the highest graded post.
4.2.5 Inability for deductions to be taken
Deductions will be taken from the payroll for all employees who have applied for a
permit regardless of any absence. It remains the full responsibility of the individual to
manage the application/cessation process in line with their working pattern. This
includes where an individual becomes absent from the University in the event of
planned or unplanned leave, including for example maternity, sickness absence and
sabbaticals.
Should the event occur of there being insufficient pay to make the full deduction in any
calendar month then any outstanding liability will be carried over and taken to the next
pay period until the required amount can be deducted.
Retrospective applications to withdraw permits will not be backdated beyond the payroll
month when the notice is received.
The car parking charges will be reviewed annually and for the twelve month period, 1st
September 2015 to 31st August 2016, the following charges apply. Charges apply to both
full and part time staff. Part time staff that are 0.5fte or less will be charged the half rate, all
staff above 0.5fte will be charged the full rate. The table below shows the annual and
monthly charges for the bandings.
Full Rate
Band
Annual
Grade 2, 3 & 4
£48
Grade 5, 6 & 7
£72
Grade 8 & 9
£108
Grade
10
&
above
£144

Full
Rate
Monthly
£4
£6
£9

Half
Rate
Annual
£24
£36
£54
£72

Half
Rate
Monthly
£2
£3
£4.50
£6

£12

The revenue raised will contribute towards the cost of maintaining the University car parks
and to support green travel plan initiatives.
5. Scratchcards
Occasional and infrequent users of the car park can purchase scratchcards rather than
subscribe for a parking permit.
Scratchcards will be available at £1 per day, in books of ten, from University retail outlets.
The date on which the scratchcard is to be used should be scratched off and the card left
clearly visible on the dashboard of the vehicle when parked on UL premises.
A staff ID card will be required to purchase the scratchcards and are only for use by
University staff while on University business.
6. Motor Cycles
Motor cycles must only be parked in designated areas which are clearly identified.
Motor cycles are classified as a vehicle under the general regulations of this parking policy.
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Motor cycles must not, under any circumstances, be chained or locked to any part of any
University building.
Motor cycles do not require a parking permit, however they are not exempt from an excess
parking charge for failure to comply with this policy.
7. Disabled Persons
Disabled persons are identified as those who hold a valid Blue badge.
Disabled badge holders will require a parking permit and they will be charged at the above
rates.
Disabled persons are not exempt from excess parking charges for failure to comply with this
policy.
8. Car Parks

For a map of University car parks please see the Parking Map on the E&CF website.
P1 – Pre Booked Visitors
P1 is for official pre booked visitors and disabled badge holder parking only. Please contact
security to book your visitor in.
P2 – Brayford Trust
P2 is for Brayford Trust permit holders only and is not available to University staff.
P3 – Marina Car Park
P3 will be closed completely during the development of the Marina site for student
residences. On completion of the project there will be parking for Marina Permit Holders
and is not available for University staff.
P4 – Pre Booked Visitors and VIPs
Spaces are limited to:
 Vice Chancellors office, board of governors and executive board.
 Disabled staff and students with special requirements.
 Authorised visitors to the University
 Staff, students and visitors as authorised by the VCO.
P8, P9, P10 – Boulevard Car Park.
This car park is for general University Staff use. The first 8 marked mays in P8 are reserved
for Siemens authorised use only and are not available to the University.
P13 – JBL Car Park
This car park is accessed off Beevor Street and is for general University staff use. There
are clearly marked visitor bays for pre booked visitors to JBL and Minster House which can
be booked through security on site.
P14 – Green Lane
This car park is accessed via the JBL car park and is for general University use.
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P12 – Charlotte Scott
This car park is accessed off Ruston Way and is for General Unsiversity staff use. The car
park has automatic bollards to control access and the four digit PIN is available from
security.
Short Stay Car Park
A short stay car park is available at the Brayford campus for anyone who is visiting or is
engaged in University business. The car park is located at the front of one campus way.
The maximum period of stay is 30 minutes.
Any vehicle which is parked within this area for longer than the maximum 30 minute stay
will be subjected to ticket enforcement.
9. Management of Car Parking areas and Enforcement of Policy
To ensure compliance with the Car Parking Policy authorised personnel will patrol the UL
car parks and campuses and may issue excess charge notices to the owners of vehicles
committing the offences set out below for which the owners will be liable to pay an excess
parking charge.
Any vehicle:








For which no UL permit has been issued.
For which a scratchcard is required but has not been purchased and
displayed.
For which a Pay and Display ticket is required but has not been purchased
and displayed.
Which is causing an unnecessary obstruction.
Parked in a disabled bay without a valid Blue Badge displayed.
Parked in a reserved bay without authorisation.
Which is parked outside the designated parking areas.

Any vehicle parked in breach of these regulations will be subject to ticket enforcement. This
is advertised on campus signage. The University reserves the right to vary these charges
from time to time.
The University shall have the power to deal with any vehicle left in breach of these
regulations by having it removed at the expense of the owner, or person responsible, to any
public or private place, which the University may deem convenient.
In the case of a breach of this policy the University shall be indemnified by the person
responsible, in respect of any loss liability or damage, arising from removal of the vehicle,
howsoever caused.
Should any student or member of staff be found to have acted in a fraudulent way or to
have behaved in a threatening or intimidating manner to staff (whether directly employed by
the University or a contractor) seeking to apply this policy, this will be treated as a serious
disciplinary matter by the University and, in addition to any other measures that may be
imposed as a result of any disciplinary action taken by the University, the permit may be
withdrawn.
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9.1 Notices
At all vehicular entrances and entrances to car parks, notices will be erected
advising on the use of parking charges where vehicles are parked outside
designated car parking areas or without an authorised permit clearly displayed.
9.2 Patrols
The University may contract out the responsibility for patrolling the car parks, issuing
parking charges and enforcing the Car Parking Policy.
9.3 Cars left long term or abandoned
The University reserves the right to remove any car not parked in accordance with
this policy (without a correct permit or outside a permitted area) if it is left on campus
for more than five days. A warning notice will be placed on the car giving notice of its
removal except where earlier removal is considered appropriate in order to remove
an obstruction or danger.
9.4 Appeals
All appeals against parking charges must be made in the first instance in writing to
the agency responsible for collecting parking charges.

10. Parking on roads surrounding the Campus centres
This can cause a nuisance to our neighbours, particularly in established residential areas
and can harm the University’s relationship with the local community. The University
therefore positively discourages staff, students and visitors from parking on surrounding
roads.
Vehicles that are parked illegally on public roads may have appropriate action taken against
the drivers by the relevant authorities.
11. Visitor Car Parking
Visitor car parking is limited on all campuses and must be pre booked through the Estates
Services Department/Security Office.
Visitors to the University must comply with the arrangements in force at the campus
concerned.
12. Contractor Car Parking
Please note, this procedure does not apply to vehicles making deliveries, where only short
term parking is required.
Car Parking for Contractors engaged by UL to work at UL sites cannot be guaranteed.
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Contractors engaged by UL (whether by the Estates Department, Faculty or other Support
Departments) who require to park their vehicles on UL premises whilst they carry out that
work should apply as follows:
All Campuses- in person at the Estates Services Department/Security Office.
When permission is granted, contractors will be issued with a distinctive Car Parking Permit
with a clear expiry date written on it.
Contractors vehicles parked on UL property which are not displaying a permit are liable to
an excess parking charge as per the UL Car Parking Policy.
Contractors’ vehicles displaying the appropriate permit but parked in disabled bays,
blocking fire exits, causing an obstruction or in any other way contravening the UL Car
Parking Policy are liable to an excess parking charge.
13. Parking out of hours
After 1630 hrs Monday to Friday and at weekends the Boulevard car park (Brayford) will be
available for students and members of the general public. Students will require a student
permit available from the Estates Services Department. The general public will be required
to purchase and display a valid ticket available from pay and display machines within the
car park area.

14. Enforcement Agency
Details of the names and addresses of registered owners of vehicles issued with excess
charge notices may be passed to the University by the appointed contractor. Data held by
the contractor and the University will be held in accordance with the Data Protection Act
1998.
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15. Appendix
15.1 St Marks Retail Designated Parking Area - Map
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