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Business Rule / Policy Car Parking  
 

Target Audience: 
 

 
Applies to all staff, visitors, patients and volunteers within the Randwick Campus  
 

Purpose & document Key Safety Points: 

 

Staff, Visitors, Patients and Volunteers to understand their roles and responsibilities 
when using the car parks on the Randwick Campus. 

 

Contact details: 

 
 

 
 

 
 

 

Change Summary 
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Review type: New Document 
 

 Evidence/Procedural change  
 Identified risk (RCA, Critical Incident, Safety Alert, Complaint, Audit data, 

Performance data) 
 New/Updated MoH or SESLHD overarching document 
 Scheduled Review according to Risk Rating 
 Required as National Standards 
 N/A new document  
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1. PURPOSE & SCOPE  

There are a range of facilities currently available or planned on the Randwick 
Campus (the Campus) to encourage alternative methods of travel to the Campus 
for staff and visitors. These initiatives are key in supporting the Green Travel Plan 
and the SESLHD Environmental Sustainability Plan. However, to ensure flexible 
access options, parking is available on the Campus for patients, visitors and staff.   

Above all other considerations is the need to create a fair and equitable system of 
managing parking access on the Campus while also maximising the occupancy of 
the parking spaces available. This includes both prioritising access for patients and 
visitors also supporting access for staff who work across the Campus. The 
underlying principle when determining access is equity, however additional factors 
including those that relate to Workplace Health and Safety are also considered.  

This procedure outlines the process for allocating designated parking areas within 
the Campus in addition to detailing the procedure required for accessing parking or 
concession cards for parking within the Randwick Campus.  

At the time of writing, consideration must also be given to necessary changes to 
parking access resulting from the redevelopment program across the Campus.    

 

 

2. KEY SAFETY POINTS  

 

 

 

Staff, Visitors, Patients and Volunteers to understand their roles and 
responsibilities when using the car parks on the Campus. 
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The wait list is arranged in a first come – first serve basis. The wait list will be reviewed on a 
regular basis. 

 

4.7 Application Process  

Staff requesting parking access (via payroll deduction or invoicing) must write down their 
name at the CPO office. A form will be supplied once the staff’s name reaches the top of the 
wait list. The form will be reviewed and processed once completed.  
 

4.8 Suspending Parking Access 

In general  parking access may be suspended for leave periods of four (4) weeks or more for 
               

    

     

    

    

   

     

    
 

               
                 

             
           

                
card may be terminated.  

 

4.9 Re-activation of Parking 

Confirmation of reactivation date must be received in writing four (4) weeks prior to returning 
to work. Deductions will be automatically recommence following a reactivation.  
 

4.10 Cancellation of Parking 

Staff who cancel their parking will be required to handover their swipe access card and will be 
allowed to exit the car park by the CPO staff on their last day. 

 

4.11 Change of Vehicle 

Staff are required to notify CPO of any changes to the vehicle/s the parking access is 
associated with, such as registration, make /model within 14 days, to update the database. 
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Having the correct registration numbers on the system is important and are used to notify 
staff of any issues related to their car, this includes incorrect parking, unauthorised parking, 
leaving the head lights on, flat tyre or other similar scenarios. 
Should a staff member change their vehicle (i.e. purchase a new car) which results in new 
vehicle dimensions exceeding car park access limits of the current allocation the Corporate 
Support Services Officer (CSSO), Randwick Campus, can be contacted with a request for 
reallocation consideration. In this circumstance, a change in location cannot be guaranteed 
and a new waitlist submission may be recommended. 

 

4.12 Change of Utilisation  

Staff are required to notify CPO of changes to their working conditions immediately if the 
change results in an increase in hours from part-time to full-time, changing the costs incurred 
for parking access as per the declared hours on the original car park application. Routine 
audits will be undertaken by the CPO to ensure that staff are complying with the agreed terms 
outlined in the policy. 

4.13 Change of Name 

Staff are required to ensure that any changes to names are updated with the Car Park 
Operator Point Parking. Please via the appropriate process. Visit the Car Park Operator with 
the updated Hospital ID and fill out a new parking application form. The Car Park Operator 
will notify the payroll department and Car Park Operator Point Parking accounts department. 
 

4.14    Reallocation of Cards between staff 
There can be no reallocation of cards between staff. If a staff member no longer works on the 
Randwick Campus, their pass must be handed back to Car Park Operator Point Parking in 
order for the next staff member on the waitlist to be granted a car spot. There cannot be a 
swap over of cards from one staff member to the next. If this is done, both staff members will 
not be eligible to apply for parking. When staff are on secondment they can suspend their car 
park access as mentioned in 4.8. 
 

4.15 Secondments  
Staff undertaking a secondment at the Randwick campus are generally not entitled to access 
a parking card for the duration of their secondment, even if they held a parking card at their 
previous site.  
 
Queries related to this should be addressed via line management in the first instance.  

 
4.16 Staff injury 

Should a staff member be impacted by an injury (work, or non-work related) that impacts their 
ability to travel to work via pre-injury means, a request for temporary, short term access to 
parking may be considered. Under such circumstances the CSSO, Randwick campus is to be 
contacted with the request in writing and a medical certification provided. Each individual 
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 Nil 
 

9. EXTERNAL REFERENCES 
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Appendix 2 Map Car Parking Areas  

 

 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix 3: Staff After-Hours Pass Information and Conditions 





  

                                                                        
 

Business Rule / Policy Car Parking  
Randwick Campus  
 
 

Date: July/2022 Page 16 of 20 

THIS DOCUMENT BECOMES UNCONTROLLED WHEN PRINTED OR DOWNLOADED UNLESS REGISTERED BY LOCAL 
DOCUMENT CONTROL PROCEDURES                                                                      

Template Content Manager  

BUSINESS RULE/ 
POLICY 

 

Appendix 4: Casual Rates 

 
For up-to-date casual rates please visit Randwick Campus –  

 
 
     Appendix 5:   
 
                    
 
    

           
       
        
       
               

            
        
           
        

    
      

 
 

           Parking Validation and identification poster 
 

Concessional Parking Authorisation Process June 2022 
 












